TRIM TIP #20 – Data Cleanup – Saved Searches
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Occasionally, someone does something they shouldn’t:

· A Folder is given a home location of “Access Records Storage” (this would mean they are loose on a shelf at Access and that doesn’t happen: they are in boxes)

· a Closed date of July 1, 2054 (?) 
· an efolder that isn’t located at the “Electronic records only” location

The searches in the attached reference – double click and it should open up – are all “SAVED SEARCHES” that begin with the word “Cleanup…” and can be used to review locate records like these and others that need correction.
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For some there should be a “no records found” response – if any records show up, something is wrong.  For others a quick review of the records is needed – maybe that closed date of 2054 is correct.

The ones that may be alright have the description beginning with the word “Review..” –n the others should get a nil response
Before you run the search, go to its properties of the search and adjust the filter to your organizations records, OR run the search as, then hit F7 to filter it to your organization and run it again.


	CLEANUP SEARCH
	WHAT IT FINDS
	WHAT TO DO

	CLEANUP - ASSIGNEE = OFFSITE
	Pfolders whose Assignee = an Offsite Storage location 
	Assignee should be either a Box or an Org Unit or an individual

	CLEANUP - CLOSED SO FILES
	Closed SO files with a blank SO date (excludes Parts and SUPs)
	Should the SO date be the same as the Closed date – these records need a Closed date before they will show up on Cull Report

	CLEANUP - EDOCS - TITLE
	All Edocs in title order
	Review Free Text Titles on Edocs

	CLEANUP - EDOCS NOT IN CONTAIN
	Edocuments not in folder - ?
	Find the right folder for the e-document 

	CLEANUP - EFOLDERS - TITLE
	All efolders
	Review Free Text Titles on Efolders

	CLEANUP - EXEC RECORDS NOT EXE
	Records from EXEC organizations (ie EDM, ETR etc) that have not been identified as EXE records
	Executive records should have the series record EXE – not OPR or NON-OPR.

	CLEANUP - FUTURE CLOSED DATES
	Records whose Closed date is 2007-11-15 or later
	Is the Closed date on these records appropriate or do they need correction?

	CLEANUP - HR RECORDS FOR ACCES
	ARCS Personnel Block Records
	Nothing – this identifies the personnel 

	CLEANUP EFOLDERS NOT AT HOME
	Efolders whose Home Location is not “Electronic Records Only”
	Nothing: RMU will correct.  Efolders should have Home and Assignee = "Electronic Records Only", not an Org Unit since they do not exist in physical space

	CLEANUP EXE RECORDS W WRONG RE
	Records identified as EXE records, yet retention period is not SO 10 SR
	Nothing: RMU will run this report periodically and correct 

	CLEANUP HOME = MIN OF FORESTS
	All records whose Home Location = 'Ministry of Forests' 
	Should be an ORG UNIT or a Box or Electronic Records Only – no record should have Home = the Ministry

	CLEANUP O/S BOX - TITLING
	All Offsite boxes created recently
	Review Box titles to ensure they are titled according to standard i.e. “RSI – Southern Interior Forest Region

	CLEANUP OWNER = OFFSITE
	Records whose Owner is an Offsite storage Location
	Should be an ORG UNIT or a Box or Electronic Records Only – no record should have Home = Offsite Storage
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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.

_1217745793/Cleanup Searches.tr5
[TRIM Context Reference]

Client=210051

ClientName=BC Forests

DB=04

DBName=FOR Prod

Type=38

TypeName=Saved Search

Items=13

[Item1]

URI=282

Details=CLEANUP OWNER = OFFSITE

Extra=Records whose Owner is an Offsite storage Location - should be a ministry agency

[Item2]

URI=931

Details=CLEANUP O/S BOX - TITLING

Extra=Records - Owner Location is 'Ministry of Forests' and not Empty Containers and Creator is not 'Beinhauer, Fred' and Creator is not 'Mcdonald, Terry' -

[Item3]

URI=909

Details=CLEANUP HOME = MINISTRY OF F

Extra=Records - Home Location is 'Ministry of Forests' - Filtered

[Item4]

URI=709

Details=CLEANUP FUTURE CLOSED DATES

Extra=Records - Date Closed is between '2006-11-15' and '3000-12-31' (NOT FOR-19280-30)

[Item5]

URI=968

Details=CLEANUP EXE RECORDS W WRONG

Extra=Records - Series Contents is 'exe' and Schedule Number is not 'SO 10Y SR'

[Item6]

URI=957

Details=CLEANUP EDOCS NOT IN CONTAIN

Extra=Records - Not In Container (Folder/Box) - Filtered

[Item7]

URI=901

Details=CLEANUP E_FOLDERS NOT AT HOM

Extra=Records - Not At Home Location is 'Electronic Records Only' - Filtered Note - when creating an ERecord assignee defaults to Org Unit

[Item8]

URI=973

Details=CLEANUP - HR RECORDS FOR ACCES

Extra=Records - Record Number Range (Expanded) is between 'ARCS-01300-00' and 'ARCS-01999-99'

[Item9]

URI=1003

Details=CLEANUP - EXEC RECORDS NOT EXE

Extra=Records - (Owner Location is 'EDM - Deputy Minister's Office' or Owner Location is 'EBR - Mountain Pine Beetle Emergency Response Division' or Owner L

[Item10]

URI=1058

Details=CLEANUP - EFOLDERS- NO TITLE

Extra=Records - Date Registered is between '2002-06-12' and '2006-06-12' - Filtered

[Item11]

URI=1085

Details=CLEANUP - EDOC NOT IN FOLDER

Extra=Records - Home Location is 'Electronic Records Only' - Filtered

[Item12]

URI=1093

Details=CLEANUP - CLOSED SO FILES

Extra=Closed SO files with a blank SO date

[Item13]

URI=1019

Details=CLEANUP - ASSIGNEE = OFFSITE S

Extra=Records - Not In Container (Folder/Box) and (Assignee is 'ACCESS OFFSITE RECORDS STORAGE (250) 652-1034' or Assignee is 'ARCHIBALDS OFFSITE STORAGE' o




