TRIM TIP #19 – Check OPR status

 The OPR status, along with the classification assignment, determines the retention schedule of a given record and thus describes its value to the ministry.
The Box Content list is reviewed by RMU staff prior to any records going off-site and recent reviews have shown errors in OPR status.  These errors can result in the need for reboxing and re-submissions, which is just a lot of extra work for everyone.

Therefore it is suggested that OPR status be reviewed before doing a records cull.  There has been a new field added to the Classification view that may assist you.
How to determine the OPR status of a record:

OPR status for a record in TRIM is in the “Series Record” field.

You can add this field to your List Column view and thereby see quickly the OPR status of a range of records.  Having in your List Column view also allows you to sort by this field to group OPR and NON-OPR records together.
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You can also search by Series Content = OPR or NON-OPR to identify those records.

How to determine if the OPR status is correct
The OPR is assigned at the classification secondary. 

A new field “OPR Name” has recently been added to the Classifications View in TRIM.

These can be accessed by browsing the Classifications
1. Search for classifications

From the menu bar choose Tools|Record|Classification (or you can add this icon to your toolbar)
Press F7 and you can then search by Classification number or Classification Word.
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Having found the classification(s) you want, modify the List pane to display the OPR Name field and the OPR is apparent.
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2. You can also see the OPR Status for a classification by going to the Notes field of a given classification.
The OPR name appears in both the Notes field and the OPR Name field.  In the case of a difference between the two fields – the OPR Name field should be considered the up to date version.  Some records currently have no entry in the OPR Name field, because the entry in the Notes field is outdated – contact RMHELP to confirm the correct OPR.
Occasionally, there exists more than one OPR: the OPR for  FOR 19720-09 for example is currently the District Office, but for records dated prior to April 22, 1996, it is Resource Tenure and Engineering.  In a case like this the OPR name is “See note” and the detail is found in the Notes field (see below).
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Changing the OPR status

Remember that changing OPR status requires a change to the retention schedule, so this has to be done via an email to RMHELP.

New “OPR Name” field








Previous tips are available from our web site. 
See http://gww.for.gov.bc.ca/his/edrms/Tips/  for tips 
or see http://gww.for.gov.bc.ca/his/edrms/guide.htm for guides.

