Information

Management

RECORDS SCHEDULING SYSTEM
(RSS) Release 3.0

User Manual

bt = ) D Qs et ey | G b B - m“
SR TP sadJda @

|

D0 A Diwerh it iy | 5y b 3+
A [

ot et APt ool i, Pl =]

s Scheduling Systemn
ok i

Schadae TOLO1

Pragiam Hame
—

Sehedule Relutionships

ET T e =
B L T
T P Records Retention aned
Disposition Schedule

| |
=1

» A D dpprmad Dy
s e ApaEE 11
P i A e Tha et suags sl vimciton srlsr stiom -passd

- e S =
Mum] B > || S | St | Wi | pl0sn ta[[5eiee LFRR s

April 2004 A“%HCI

GOVERNMENT SERVICES



Produced by

Information Management Branch
Government and Program Support Services Division
Alberta Government Services
3" Floor, Commertce Place
10155 — 102 Street
Edmonton, Alberta, Canada
T5] 4L.4

Office Phone: (780) 422-2657
Fax: (780) 427-1120

Web sites:
www.im.gov.ab.ca
www.gov.ab.ca/foip
www.pipa.gov.ab.ca

©Government of Alberta ISBN 0-7785-3116-3


http://www.im.gov.ab.ca/
http://www.gov.ab.ca/foip
http://www.psp.gov.ab.ca/

Table of Contents

PR 412 0T 1ot T 1
2. RSS User Groups and ProCesSes......uuuuiiiiiiieeiiiiiieeiiiiiieeniiiieeiiieeeisiseesnssseesssssessmsssesessesses 2
Usetr GLoup: SChedule CLeator.... ..ottt 2
User GIoup: ReVIEW GIOUP ...t 2
Usetr Group: Opinion GIOUP .....ccuiiiieiieieiieietct et 3
User Group: APPraisal GIOUP ......ccviiiiiiiiiiiiiiii s 4
User Group: SIZNature GIOUP ..ot 5
User Group: Secretariat Group (ARMC Secretariat ReVIEW) .....ccvuiuiiiiiiiniiiicicccceccc e 6
User Group: Approval Group (ARMOC ReVIEW) .......cvviiiiiiiiiiiiiiiiiiiiicssss s 7
Other RSS USEIS GLOUPS....oviuiiiiiiiiciciiiici st 8
KT 115 0 0 BT (ST 4 B DE: 70 5 N 9
Menu Area (See FIGUIe 10.) i 9
PANEL AT ..ot 9
SChedUle ACHON ATLCA ..ottt 9
WOLKING AT ..ottt 10
SChedUle STATUSES ...ucuviiiiiiiii s 12
4. RSS System FUNCHONS ....uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiitiiiiiiitiisisssessssssssesrsessssssttteesetttrsreeeeseessessssssses 14
JLOZIN 1ot e 14
SCALCR ..ttt bbb e 14
AAVANCE SEATCRES ... 16
Creating @ New SCHEedUle ...ttt 17
Printing @ SChedUle .......c.oiiiiiiiii e 21
Editing a Draft Schedule........cooiiiiii s 23
Reviewer Feedback ... s 24
Request Reviewer Feedback by Schedule Creator ... 24
Complete Reviewer Feedback by REVIEWET .......cuviiiiiiiiiiiiiiiiiii s 25
View Reviewer Feedback by All GIOUpSs......cccoviiiiiiiiiiiicc s 26
OPINION FEEADACK ...t 26
Request Opinion by Schedule Creator ... seeeaes 26
Complete Opinions by Opinion GIOUP ......ccccuviviriririniniiiiicceee et 27
View Opinions by All GLOUPS ....c.cviiiiiiiiiiiic s 29
ALChIVAl APPIAISAL...oiiiiiiiiiiiiiiii e 29
Request Archival Appraisal by Schedule Creator ..o 29
Complete Archival Appraisal by Appraisal CLEator ........covviiiiiiiiiieieiiiii e 30
Review Archival Appraisal by Appraisal REVIEWET .......ccoiiiiiviiiiiiiiiiiiiccicaes 32
Approve Archival Appraisal by Appraisal APPrOVET ... 34
Departmental APPIOVAL.......cccviiiiciiiiicirce e 37
Request Departmental Approval by Schedule Creator ... 37
Complete Departmental Approval by Signature GIoup .......ccccvviiiviniiiiniii e 38
View Signatures by All GIOUPS ...t 40
ARMC Review and APPLOVAL ....c.viiiiiiiiieiiicieiieieeree ettt saeans 40
Request ARMC Secretariat Review by Schedule Creator.........oviviiiininiiciiiccciccecccnes 40
Schedule Review by ARMOC SECIEATIAL «....viuiuviiiiiiiiiiiiciiiciis s sssans 41

April 2004 Records Scheduling System (RSS) User Manual



Reviewing ARMC Sectetariat COMMENTS.....cceuiiiiueiiiiiieiriieieteeieietseieseseetese et sessassaesessasssssessesessssans 42

Submitting Schedule for ARMOC APPIOVAL ... 43
ARMOC APProval PrOCESS....c.cuiiiiiiiiiiiiiiici s 44
APPLOVE SCREAUIES ... 46
Approve Schedules Pending ClatifICatiON ........ccueueeeueerinieiieuririieieisieeieseeeeie e sessesssesens 47
Deefer SChEUIES. ... s 48
Create an Amendment to an Approved Schedule ... 49
MINOt AMENAMENLS....cviuiiiiciiiciiciic bbb 51
Major Amendments Requiring an Archival Appraisal..........cccvcceiviniieininiceinceesceesece e 52
Major Amendment NOT requiring an Archival Appraisal ... 52
Transter @ SChEAULE ...t 53
Draft Schedule Transfer. ... 53
Transfer of an Approved SChedule ... seeens 54
Cancel 2 SChedule........ouiiiii e 57
SPEICRECKEL ..t 59
REPOIES ettt 60
AdMINIStratioN FUNCHOMNS c....vuieiiiiicieicice et sasees 61
Departmental AAMINISEIATOLS. ....cciiiiuiiiiiiiieiieieiiieisi e sre bbb bbb nen s 601
System AMINISTIATOLS c...iviiiiiiiiiiiiiiiii s s 601
WhO QM T2 i 63
E-Mail REMINAELS ..ottt es 64
PassSWOord Changes .......cciiiiiiiiiii s 04
HEIP s 64

April 2004 Records Scheduling System (RSS) User Manual Page i



1.
Introduction
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The Records Scheduling System (RSS) is a web-based application, that was first
implemented in November 2000. It is administered by Government Services, Information
Management Branch. RSS captures Records Retention and Disposition Schedule (Schedule)
information and manages the workflow between the various stakeholder groups. It also
links with the Inactive Records Information System (IRIS) used by the Alberta Records
Centre to assist with the management of inactive records.

All information related to a Records Retention and Disposition Schedule (Schedule) is
retained in an SQL database including the archival appraisal, opinions (legal, financial,
FOIP, aboriginal), and signatures. Scanned external documents or electronic document
files can also be attached and stored on the database for a specific schedule.
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2.
RSS User Groups and Processes

The workflow processes in creating a schedule, obtaining reviews, appraisals, opinions, departmental
signatures and Alberta Records Management Committee (ARMC) approval have been incorporated into
the system. Each phase in the schedule creation and approval process has been divided into user groups.
Listed below are the user groups and their primary function.

User Group: Schedule Creator
Primary Function/Responsibility: Creates new schedules or amendments to an approved schedule and is

responsible for requesting reviews, opinions, appraisals, signatures and approvals.

® Responsible for initially creating, maintaining, and navigating the schedule through the RSS system.

= (Can belong to more than one organization.

= (Can request feedback, opinions, archival appraisal and approval for schedules that they created or draft
schedules belonging to their organization.

®  Schedule Creator can also be a member of the Review Group and Opinion Group.

New Schedule is created or RSS

new amendment is created Database

Schedule Creator

Changes made to new
schedule or amendments made to
an approved schedule.

- Workflow: Schedule Creation Process

User Group: Review Group

Primary Function/Responsibility: Reviews the new or amended schedule and provides feedback to the
Schedule Creator.

= Responsible for reviewing and making comments on a schedule when notified by the Schedule Creator.

= Currently three Reviewer Groups exists: Information Management Branch (IMB); Provincial Archives
of Alberta (PAA); and Departmental Program contacts.

= Reviewer can also be a Schedule Creator or a member of the Opinion and/or Signature Groups.

April 2004 Records Scheduling System (RSS) User Manual 2



E-Mail notification to Review Groups é

Review Schedule
and amendments

New Schedule Y

or new \ RSS /IDA,Z\Ii

amendment Database

Review completed Progtam Area

and comments placed
on the schedule.

I Review Comments
and make appropriate
adjustments
Schedule Creator E-Mail completion notification

Workflow: Schedule Feedback Request Process.

User Group: Opinion Group

Primary Function/Responsibility: Provides an opinion on a new or amended schedule. There are five
types of opinions: Legal, Financial, FOIP, Aboriginal and IT.

* Responsible for providing opinions on the schedule. Opinion information will remain permanently
with the schedule on the database.

®  Opinions provided in hard copy format, can be scanned and attached to the schedule.

®=  ARMC decision on Legal Opinions: Read-only access to legal opinions in RSS will be available to all
those within government who have a role in records schedule creation and approval. The ARMC's
legal advisor has noted that this could present some risk to solicitor-client privilege, but providing
broader access has advantages.

®  Opinion group member can also be a Schedule Creator or a Reviewer.

E-Mail notification for specific Opinion Groups

Review Schedule

New Schedule and amendments
or new RSS

T
4 amendment Database

o
—

Review Opinion and

— make appropriate
adjustments. If Opinion Analysis completed
Schedule Creator is in hard copy format, a:d opinio: is
scan and add to placed on the Legal
Financial
Schedule. schedule. FOIP

Aboriginal Affairs

E-Mail completion notification

Workflow: Schedule Opinion Request Process.
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User Group: Appraisal Group

Primary Function/Responsibility: Provides an archival appraisal on the records series documented in the
schedule. The appraisal information cannot be viewed until the Appraisal Approver has approved the
appraisal and marked it off as completed. The Appraisal Group is divided into three sub-groups, the
Appraisal Creator, the Appraisal Reviewer and the Appraisal Approver.

Appraisal Creator - Responsible for creating an appraisal of the schedule.

= (Can request an Appraisal Reviewer to review the completed draft appraisal.

= Members are the Archivists from PAA.

= Appraisal Creator can be a member of the Reviewer Group and cannot be an Appraisal Reviewer or
Appraisal Approver.

Appraisal Reviewer - Responsible for reviewing the appraisal.

= Appraisal Reviewer is the Manager, Government Records, PAA.

= Appraisal Reviewer can be a member of the Reviewer Group and cannot be an Appraisal Creator or
Appraisal Approver.

Appraisal Approver - Responsible for approving the reviewed appraisal.

= Appraisal Approver is the Director, Provincial Archives of Alberta.

= Appraisal Approver cannot be a member of any other Group and cannot be an Appraisal Reviewer or
Appraisal Creator.

— E-Mail notification to Archival Appraisal Creator é

Review Schedule
and amendments

RSS
Database i

(@

Archivist

New Schedule
or
amendment

Draft Archival Appraisal E-Mail notification to

is completed. Archives Manager to

review and approve
draft appraisal.

Manager applies
signature once

I appraisal is validated. @
» Review approved ¢
Archival Appraisal.

Schedule Creator G]

Archives Manager

Director applies signature
once appraisal is validated. E-Mail notification to
Archives Director to
review and approve

draft appraisal.

E-mail completion notification

Archives Director

Workflow: Archival Appraisal Process.
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User Group: Signature Group
Primary Function/Responsibility: There are two types of signature users: the Senior Records Officer and

the Senior Program Manager. They both have to provide an electronic signature indicating their approval
of the new or amended schedule.

® Responsible for reviewing the Schedule and providing an electronic signature indicating the schedule
meets their requirements.

=  Senior Records Officer is responsible for requesting transfers and cancellations of approved schedules.

= (Can belong to more than one organization.

*  Members include the Department’s SRO and Senior Program Manager (SPM).

= (Can be a member of the Reviewer and Opinion Groups.

E-Mail notification to Senior Program Manager

Review Schedule
and amendments

/

New Schedule
or new
amendment

Senior Program Manager
Applies signature
once schedule is
validated

RSS
Database

Review Schedule
and amendments

Review validated schedule Applies signature

_> I
once schedule

Schedule Creator is validated.

E-Mail notification to SRO

E-Mail completion notification

Workflow: Organization Approval Process.
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User Group: Secretariat Group (ARMC Secretariat Review)

Primary Function/Responsibility: The Secretariat of the ARMC reviews the new or amended schedules to
ensure there are no concerns with them. The Secretariat also verifies that all ARMC approval standards
have been followed.

= Responsible for reviewing completed draft schedules submitted electronically by the Schedule Creator.

* Resulting action can be return to Schedule Creator for further work or forward to ARMC for approval
consideration.

®  Group members are Information Management Branch staff (Government Services).

E-Mail notification to Secretariat

Schedule Creator notifies the
Secretariat that the schedule is
ready for review and approval.

RSS
Database

\

Review schedule.

|

Checks for
questions/comments
-« —— from the Secretariat

/_I

Secretariat

Enter
Schedule comments regarding the
D h h lem h
Creator schedule deficiencies. oes the schedule meet the

ARMC approval standards?

No ‘

Yes

}

-

|

Secretariat

Forwards schedule to
ARMC Group for approval.

Workflow: Schedule Approval Process.
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User Group: Approval Group (ARMC Review)
Primary Function/Responsibility: ARMC members review the new or amended schedules to ensure no

concerns exist and to approve the new or amended schedules.

* Responsible for reviewing and approving completed schedules submitted electronically by the
Secretariat.

® Resulting action can be approve, defer or approve pending.

*  Group members are the ARMC members.

= (Cannot be a member of any other Group.

E-Mail notification to ARMC Members

Secretariat notifies the
ARMC members that a schedule is
ready for ARMC review and approval.

RSS
Database

Review schedule and enter
comments regarding the

)
schedule. \‘D

ARMC Members

&

/_H

Checks for
questions/comments

from the ARMC Chair approves i

the schedule. Does the schedule need to

be discussed at a meeting?
Secretary documents all ‘
questions/comments of No ‘

the ARMC. i

Secretariat

Yes

Checks for clarification @,
on Pending Schedules.

ARMC Chair
Schedule Creator Pending Schedule is
completed and
can be approved.
Schedule is added
D SCh;d“'e to ARMC Agenda.
Approved
ARMC Secretary

\ Schedule

is Deferred

or Pending

ARMC Meeting

Workflow: Schedule Approval Process.
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Other RSS Users Groups

Viewers Group
®  People who can view schedules.

= Default will display approved schedules only.

= Cannot be a member of any other Group.

Department Administrators

= appointed by SRO

= responsible for creating and maintaining departmental users within the RSS
= can “unlock” schedules

= transfer draft schedules between Schedule Creators

= responsible for departmental training

= cannot be a member of any other group

System Administrators
® Responsible for:

creating Departmental Administrators

creating and updating Organization Codes and descriptions

maintaining the Role Titles (Titles are the names given to various positions within each group.)
maintaining RSS system setting files

data management

= System Administrators are Linda Borys (phone: 427-3927 — e-mail address: Linda.borys@gov.ab.ca)
and Marilyne Gamache (phone: 427-3948 — e-mail address: marilyne.gamache(@gov.ab.ca).

April 2004
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3.
System Screen Layout

Menu Area (Sce Figure 10.)

Left menu section of the screen — dark blue in colour with yellow/white letters

Options available are Search, selected Schedules for viewing, Reports, Administration and System
Utilities.

Options are customized for each User Group.

3 schedules can be selected at one time

For schedules, the + sign means there is more information. Once the detail information is
listed, the + sign changes to a — sign. To collapse detailed information, press the — sign.

Panel Area

top of the screen — light blue in colour with dark blue writing

information is only displayed when a schedule is in memory (selected for viewing) otherwise it
appears as a light blue banner

displays Schedule Number, Sponsor Organization and Program Name. The Itemr Number will also be
displayed if an item is being viewed in the working area.

Schedule Action Area

top right-hand corner of the screen in the light blue area

drop down action box

options in the box are dynamic and depends on the status of the schedule and membership
group of user.

options available are:

- Create Item — allows the creation of a new Item

- Delete Item — allows the deletion of an Item

- Delete Schedule — allows the deletion of a schedule before an archival appraisal has been
added to the schedule. (Once the archival appraisal has been added, the schedule must be
withdrawn.)

- Reguest Feedback — used to generate e-mail feedback to selected members of the User
Groups.

- Withdraw Schedule — used to cancel a schedule that has not been approved by the ARMC
but has an archival appraisal added. (If the schedule is draft and an archival appraisal has
not been attached, the Delete Schedule option can be used to delete the schedule.)

- Create Amendment — used to create an amendment to an existing approved schedule. The
assigned amendment number is the original schedule number plus a “A” followed by
sequential number such as A001 (if it is the first amendment.)

- Cancel Schedule — used to cancel an approved schedule.

- Transfer Schedule — allows the transfer of an approved schedule in the event of a
government reorganization or the transfer of a program to another organization.

- Print Schednle - used to print the schedule and all the items. The archival appraisal will not
be printed.

April 2004
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- Close Schedule — used to close and release a schedule from memory. A user can only have 3
schedules opened at one time. If the user would like to view a 4" schedule, they will have
to close one of the 3 already opened. Schedules are locked when opened. To release a
schedule, the user must close the schedule or logout of the system.

- Auwdit History — used to view the chronological history of changes made to a schedule.
List is in reverse date order.

- Item Modification — used to view the history of changes made to items.

- Move Items — used to rearrange item numbers within a draft schedule.

Working Area

displays the selected schedule information

blue buttons with yellow writing are additional areas where information can be entered.

Back button — use the back button on the screen not the Back button on the Web browser.
You could lose information by using the wrong button. Always look at the screen and if there
is a Back button, use it. If a Back button does not exist on the working area, use the options on
the left side menu section. Some of the confirmation screens do not have a Back button - you
can then web browser back button.

April 2004
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Figure 10. System Screen Layout
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Schedule Statuses

Schedule Statuses are used to control the movement of a schedule from draft to the approved phase. Some
of the statuses are automatically changed once an operation has been completed while other are manually
set as illustrated in Figure 11. The available statuses are:

New Draft — this is the status for newly created schedules. With this status, only the Schedule Creator
can see the schedule.

Preliminary Draft — this is the minimum status for a schedule when asking for feedback from the
Reviewer or Opinion Groups. This status is changed from New Draft by the schedule creator.

Draft (awaiting Appraisal) — schedule should be at this status when asking for an Archival Appraisal.
Reviewer and Opinion feedback can also be requested at this status. The schedule creator changes the
status from Preliminary Draft to this status.

Draft (awaiting Signatures) — schedule will automatically be set to this status once the Archival
Appraisal has been completed and approved. The schedule creator should obtain the SRO and SPM
signatures at this stage.

Draft (awaiting Secretariat Review) — schedule will automatically be changed to this status once both
the SRO and SPM signatures have been applied to the schedule. At this stage, the work on the
schedule is completed and it is ready for ARMC review and approval. The schedule creator can request
ARMC Secretariat Review.

Draft (awaiting Approval) — schedule status will automatically be set to this status once the ARMS
Secretariat has completed their review of the schedule and the schedule has met ARMC approval
standards.

Withdrawn — status of a schedule that has been withdrawn from further action after the archival
appraisal has been completed. The schedule creator can set a schedule to the Withdrawn status.
Approved — once the ARMC has no concerns about the schedule, it can be approved. This status is
one of the statuses that the ARMC Chair assigns.

Pending — the ARMC basically has approved the schedule, but has minor concerns with one or two
items. This status can be set by the ARMC Chair. Once Schedule Creator has resolved the issues, the
schedule can be signed-off without going to the next ARMC meeting.

Deferred — the ARMC has major concerns about the schedule. The ARMC Chair will set a schedule to
Deferred based on the addition work required by the schedule creator.

> Deferred (awaiting Appraisal) — significant work is required on the schedule and additional work or
clarification is required on the Archival Appraisal.

= Deferred (awaiting Signatures) — additional work required by the Schedule Creator.

> Deferred (awaiting Secretatiat Review) — automatically set once the departmental signatures have
been added to the schedule.

> Deferred (awaiting Approval) — automatically set to this status once the ARMS Secretariat has
completed their review of the schedule.

Wait for Cancel - status of a schedule waiting for ARMC approval to be cancelled. The cancellation

request is made by the appropriate SRO.

Cancelled — status of a schedule that is no longer required.

Expired — schedule is marked for cancellation but there are still some records in the inactive storage

locations where the final disposition has not been carried out. Once final disposition has occurred, the

schedule can be cancelled.

April 2004 Records Scheduling System (RSS) User Manual 12



Action

Schedule Status

Changing
Schedule Status

Schedule Creator creates
a new schedule and works
at refining the contents.

Schedule Creator requests
feedback from the Review
Group and from the
Opinion Group.

Schedule Creator requests
Archival Appraisal.

Schedule Creator requests
signatures from the Senior
Records Officer and the
Senior Program Manager.

Schedule Creator requests
the ARMC Secretariat to
review the schedule.

ARMC Secretariat
requests the ARMC
Review group to review the
schedule for approval.

Senior Records Officer
request the cancellation of
an approved schedule.

Figure 11. Schedule Statuses

New Draft

Schedule Creator
changes the
]
status to

Preliminary Draft

44— status to Draft

Draft (awaiting Appraisal)

T
S~

O

Preliminary Draft.

N

Schedule Creator
changes the

(awaiting
Appraisal.

RSS changes
status to Draft
(awaiting

>
<

A

Draft (awaiting Signatures)

N

>
<

\/

A

Draft (awaiting Secretariat
Review)

N
~

A

Draft (awaiting Approval)

Approved

4—————————| Approval) after

Pending

<

Signatures) after
Appraisal is

completed.

RSS changes
status to Draft
(awaiting
Secretariat
Review) after
both signatures

\_ areadded. /

RSS changes
status to Draft
(awaiting

Secretariat has
completed their
review.

ARMC Chair
changes status
4| asdiscussedto
the ARMC

Meeting.

RSS changes
status to

;

Cancelled or
Expired

Cancelled or
Expired based
on the request.
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4.,
RSS System Functions

= 055 - Micresolt Intermet Explorer alslx
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- Department Administrator will create and inform users

of their individual ID and password. Resversongo DT
Government
. Y o
® The schedule creator and signature Ids can belong Atberta

to more than one organization.
® The Login Name has a maximum of 12 characters.
=  User Ids can be deleted from the system only if the
Id was not used to create schedules, provide
feedback, develop/approve archival appraisals or
approve schedules.

| [ et

] oene
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= If the user Id was used to perform any of the above mentioned functions, the Id cannot be deleted.

The User 1d will have to be disabled. To discontinue the use of a User 1d, use the Disabled field to
indicate the Id is not active.

* Each Id is assigned a sequential number used by the system to track each user.
- The system will remember the last User Id used and place it in the Login ID field.
- Enter the password and click on the login button.
- The system will time out after 45 minutes of inactivity and the user will need to login again.

- User Id and password are not case sensitive.

Search

This is the first screen that appears after logging into the system for all user groups.
- Search function is used to find specific schedules according to a selected search criteria.

- If no value is entered, all active schedules except those with a status of New Draff will be listed.

Schedules with a status of Expired and Cancelled will — Ermmmm=mmm— : lal=
. _hwﬁ-*-e.ﬂﬂ’amsﬂmmuumq}-aﬁ-
not be displayed. e O e vt = e [fuke ™

- A new option has been added to the drop-down
menu. A/ Statuses will extract all schedules regardless
of schedule status that meet the search criteria. The
only exceptions are schedules with a status of New
Draft.

Schedule Search

Flald Compatlsan Walus [ AOVANCED SERRTH |
Schodule Number [contans x|

Status =l
ther wquals Select Author =

Funetional squals rugar, Gwendohyme =]

Laking, Danna
Fosdhack Requestod froem Lefleche. Mercel

Progiam Mame  containg lanki, cherd
N Lodesme, Lokt

Organization wouls Leszerak, Chiig |
Lebwin. Collean —

Lt Ismat

Lilay Ismat

oyaln, Johanna

Mackeis. Cherlone

- Searching by Author is the only way to find New Draft
schedules.

F prgum Fomat © State Famat p 01 R

- The system assumes a wild character (%) at the end of

] Bene.
cach field. B[ > © || o oo | B [[Eywss- RGET eam
- The data entry fields are not case sensitive.

- The Search screen is divided into three parts (columns).
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this screen are listed in bold. They are [ S - < s Jjus™
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Schedule Number, Status, Author,

Functional, Feedback Requested, Program

Name, or Organization.

Sechedule Search

Field Comparison Value

Sehoduln Humbor [coman: =] |
Status [eguals 7| [Selec S =]
Muthios ey [Selecsaner 3]
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Feedback Requested fom

Program Namu conlang

= Comparison — is the operation you wish to
carry out and uses operations such as

COﬂtﬂinS,GrCater Than) LCSS Than) Organization equals |-Setect Organization- =]
Equal.Select the one that is appropriate for rrpenrene ©smaromn seemee— A GG

the search.

C

= Value — is the field where you enter the T T T T R

specific string of characters that you are
searching for. The ones that have a drop down menu, have limited choices from which to pick
from.

- Two options for the way search results will be displayed.

*  Program Format — displays schedule number, organization code, functional/non-functional
schedule, program name and status of the schedule

= Status Format — displays summary of the requests for feedback and their responses. For each
schedule, the total reviews, opinions, appraisal, signatures and approvals requested are displayed
along with the number that have been completed. Format is a/ /b where a is the number of
responses and /4 is the total requested.

T R55 - Microsolt Intemet Explorer

5
1

| saBack = = - G (2] Y| Pyzearch [GiFaverres | Frstory | The Jj K5 -

- Option to display a restricted number of T i Je
schedules in the # of Results field.

Search Results

- Press the Search button for results.

- The Search Results screen will indicate the
number of schedules that match the search
criteria. Click on Display Results and a table
listing the schedules should appear.

_au:k--»--a:‘]j Pseorch [SlFmories (Prierr | e O

-

- The Back button will display the initial Search

screen.

- Below the table are four scroll buttons that
allow scrolling through the list; first page;
previous page; next page and; last page.

- Schedule number column is highlighted in blue.
To view a schedule:

= Place your cursor over one of the highlighted
schedule numbers.

=  (Click on the schedule number.

| [ trkerent

i ene
Hston| | AEE @ || Do | Bwos.| Moo [[Erss-— B RRIAW e

®  The schedule number appears on the left menu section.
=  Maximum of 3 schedules can be added to the left menu section at one time.

- The Clear button will reset the fields back to the default values.
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Advanced Searches

- Advanced Search function is available on the main Search screen.

- Enables the searching of the database by individual or a combination of specific search fields.

- The database search fields are not case sensitive.

S R55 - Microsolt Intermet Bxplorer
| weBock - = - @[] | DSearch [alFoverkes (St | T~ Lb B -

‘B

- Database fields available for searching are Schedule T =il
Number, Program Purpose, Brief History,
Department Purpose, Business Function, Item Title,
Item Description, Item Appraisal, Organization Code,

Advanced Search

. Sawares == e
Legal/Mandate, Program Name, Appraisal e R e L |
Comments, Concurrence Condition, Final st | an0] o8] (] 3]
DiSpOSitiOﬂ and Schedule Status. SELECT ALL SCHEDULES WHERE
=
- Each search request has to be added to the search
criteria (by using the .Add Criteria button) and each i

request is joined by an appropriate AND or OR

connector

|4 tremwemt

a@.uem > © || Bk | Swers. | Eoow.. [[ETwss-— Her- | T NE- | e

- The brackets (') are used to group search criteria together within a larger search. For example:
searching for all the Learning schedules that are directly related to deaf or visually impaired students.
Onganization Code Contains T.R’ AND (Program Name Contains ‘deaf’ OR Program Name Contains ‘impair’).

- Press the Search button to initiate the database search.

- When doing a Schedule Status search, all active schedules except those with a status of New Draft will be
listed. Schedules with a status of Expired and Cancelled will not be displayed.

- To retrieve all schedules that meet the search criteria regardless of status, use the A/ Statuses search
option. The only exceptions are those schedules with a status of New Draft.

- If two conditions are being compared using the OR

. . A AR RS5 - Microsolt Inbermet Explorer ST
logic, brackets are required around the entire itk - @ 2 2| Qrorh irowes iy | B & K3 -
R " " | s [0 bt e, i i =  saarchted =l e |fus >
statement. For example, searching for "grants" in e N e N

either the program history or purpose function fields
would enter as: (Brief History contains 'grants” OR Program
Purpose contains 'grants’) If brackets are not placed
around the entire statement, a SQL timeout error will
occur.

Advanced Search Results

- The total number of schedules that meet the search
criteria will be displayed. When a search is done that
lists individual items, the total displayed will be the
total number of schedules not the total number of

] e | |y et
items Hston| | AEE B @ || Bt Bwos..| Moo [[Erss-— B RRIAW e

- Searching for specific item information will display the item numbers in the search results table.
Searching on schedule information will display schedule summary information in the search results
table.

- If your search criteria is for specific items i.e. you are search for a specific word in the item title or item
description, your results will display the number of schedules that match your criteria.
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- Once you display the results, all the schedules and
their items will be displayed in a table. Both the
schedule number and the item numbers are
highlighted and can be clicked on. If you click on the
schedule number, the schedule will be added to your
left side menu.

- To view the items on the table, click on the specific
item number. A pop-up screen will appear displaying
the items details.

- Once you are finished viewing the item, close the
pop-up box by clicking on the “X” on the top right
side of the box and click on the next item number in
the table.

- A new pop-up box will be opened for each item you
view. If you do not close the pop-up box after each
item, the system will continue to open new pop-up
boxes for each item viewed. This is beneficial if you
want to compare two or more items.

- Once the results have been displayed, you can return to
the Advanced Search screen to refine your search. If you
want to do a new search, press the Clear button to erase
the previous search.

- There is no limit to the number of search requests that
can be done at one time.

- The search criterion that was entered cannot be edited.

Fle  Edt  Vew Favortec  Took el

[alFmtes (PHstory | [ O B3 -

impbest.quv.

Advanced Search Results

ALBERTA MUNIEIFAL

P “ 1 [UATER SUPSLY AMD vl Lt Diviiban Ao
100 u SEWADE TREATMENT | MoEIRAl L D i
SRAKT PROGRAM
ARICULTURAL

Mariipal UbHeg Disisisn Appreat

wazmn (W 3 T e TEX wnipal vtitins D Appreve:
i I [SEU— JR—
Lena ORANTS - SPUCIAL
Al B m FROIECT
e e a e
e v 5| Aese
T
] e [ [ toeerent
Bston| | A8 B > @ | Bt B, | B, |[E0ss - Bl | [RETIW s
Llslx
R 3 507030 ot intemetwborer P=TE|
e F L el el Bl oo s
~ View item ]"
B ern Numibes 2
Tithe AGRICULTURAL PROCESSING INDUSTRIES GRANT PROGRAM
Descriplion This program was introduced in 1985 10 355ist municipaities with the

davalopmee and expansion of water and sawage faciiiins to accommodata
Agricukural Processin Industiies such 5 mest packing and food processing
plante, dairies and canneries. The fles see setup for indvdual munscipalities. [
Contain foasitdity studies, Applications for canstnction of the Facibties and
tachnical data such a8 drawngs. Alsn contan apphcatons e grants, -
priyrnent drectives, contracts nd chaque letters. Dales Range. 1966 1o date
.
s

Dato Racgs

Medis I Paper [ = Elec Onher. Maps/Plans & Reports

Legsl Redsrence
FOR Ralerance
Closurs Criteeis  after complation of praject

Onesite Retention S¥earls)  Cfsite Retention 10 Year(s)
Concunence Condiions

S

Final Digpostion  Selsctive Retantion

Agpeaisal =
| [#10ona ;

B harat et
Hston| | AEE @ || Dt | Bwos. | Woecu. | #rs-.| Bler [ETise7- [REE AW zien

If a mistake is made in the search string, the contents will have to be cleared and re-entered with the

correct string.

Creating a New Schedule

- A schedule number is automatically assigned the first time a save is done on a new schedule. This

assigned schedule number will appear in the left menu
section.

- The schedule number consists of the fiscal year and a
sequential number separated by a slash. The fiscal year
portion is updated on April 1 of each year.

- The schedule number will remain with the schedule
throughout the life of the schedule.

- Components are: Schedule, items, archival appraisal,
opinion, review comments, organization charts, ARMC
Secretariat comments, amendment information,
schedule transfer information, schedule cancellation
information, external documents and audit history.

}R5S - Microsolt Inkernet Explorer =lslx
| wotack ~ = - D [ A | Dot [aiFavores (Priwery | Ty S B -
| aekes [@1] Fera: o, Tirdece s — =] P | ks ™

| Pl Kt vew  Faeccter  Took  Mab

Create Schedule Schedule Status -NEW

Craation Date 00004114

& Mon-Functional Schedule © Functional Schaduln

ProgramSeecs |
Sehadula Catagory [Selac Categan- =
Schedule Type [-Select Type- =

Omsion [

Unit [

Lotation [

[T CORTITERSS — QPORRCSET

Foulioed Schwdinn, Sheiiele Cotraverts wd Extstral Docamests ¢ sy be wiwied s S icdedels B deed. =
| oy et

[ oenn
Brort| | A EE B O || vt toos.. | Bloer oy, | Bowmenz - . |[Elrss - haron. [P D 11z
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- Mandatory fields that need to be completed before a save can be done are Program Name, Schedule
Category, and Schedule Type.

- Copy Items should be completed before the save is done. This option is only available at schedule
creation before the schedule number is assigned. (See below for details.)

®  Schedule status for a new schedule is New Draff. No one other than the Schedule Creator can see
this schedule.

NOTE: When searching for a schedule with a status of New Draff, on the Search screen, select the
Schedule Creator’s name in the Awthor field. The schedule can not be found any other way.

- Organization
* will automatically default to the primary organization set up in the user Id.

* more than one organization can have authority to use this schedule for records retention and
disposition, however there can only be one primary organization per schedule.

= the primary organization will be responsible for maintaining the schedule i.e. obtaining required
feedback information and making amendments to approved schedules.

- Copy Items — provides the ability to copy items R e e el L
from other schedules. This feature is only available &l D0 o Dt S O DO 8- e
when a schedule is first created. NOTE: Once a e T
save is done, the feature is no longer available. Copy ltem |

. . Source Schadule 10 |19% m
= Enter Source Schedule ID (which is the ; s gpet Bows
schedule to be copied from). |4 epeaystimdes
= Item numbers for that schedule will appear. e .
= Highlight the required item by clicking on the i At P o
item number. To change the item number, O
enter the new item # in the field provided. —— i
Eloere [ e =
* Jtem numbers must be unique. B | 6 5 2 © || Dt Bt | Bt B RO waw
= Press Add.
= Continue until all items are added to the new schedule.
. ST TS
=  [fitems from more than one schedule need B A e A e A v
to be copied, enter the next schedule Id in —— mm:ﬁ'm‘"?”.;',‘; — —
the appropriate field and continue copying e Dascription
the items.

- Legal/Mandate, Brief History, and
Purpose/Function Fields.

= Enter information in these text fields and
use the Save button before returning to the — [E—

@) porm I wrkeerat
schedule. (Remember to do a save on the st 8 1 || e | s e B | IR
schedule.)

= Spell checking and editing features such as bolding, underlining, italic, and indenting are available on
these three fields as well as the item description field. (See Spellechecker)
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= Single spacing between paragraphs can be achieved by pressing the Shift and Enter key
simultaneously.

- Related Schedule — enter related schedules and schedules that will be cancelled once the draft schedule is
approved. Enter the schedule number and select the appropriate relationship. A relation can be:

= the records series scheduled under this new ’ =T E ‘o
. . cress (8] saevten. e _ CHEbRatm =l @oe | |us ™
schedule are related to the schedule Id listed (...is et v fote T

Schadua. 04000 Spansar. 65 [-Schaduie Actons- =]
Progesm Mam#: April 14 Program Revies

related to “new schedule”),
Schedule Relationships
Rolated Schedute [

suparsedos 2004008
is suporsoded by 2004908
s relatnd 1o 2004008

Related . —- tnlasionship

® the new schedule cancels an approved schedule
(-..is superseded by “new schedule”), or

® the new schedule has been cancelled by another
schedule (...supersedes “new schedule”). This option
will not be used when entering a new schedule.
When a schedule is canceled, this option will be

B neret

. . . oo
used to indicate which schedule superseded the Boiee] | B > @ || Givtes| B | B [F5 RUCT wwm
canceled schedule.

NOTE: Once the new schedule is approved, the links between the schedules will be added.
Schedules that are replaced by new schedules will be cancelled or expired automatically.

®  When creating new schedules that will supersede previously approved schedules that have inactive
records stored at the Alberta Records Centre, two options are available: all inactive records stored
under the items of the previously approved schedules can be transferred to the newly created
schedule and item; OR all inactive records stored under the old items of the previously approved

schedules would continue to follow the old schedules and any new transfers would follow the new
schedule.

-  For option one where the inactive records stored under the previously approved schedule are
be transferred to the new schedule, the item relationships must be documented. For each
new item, use the I7em Relationships button to enter the old schedule and item number
combinations that will be superseded by this new item. There is no limit as to the number of
entries that can be entered. The old schedule number must be entered in the Related Schedules
field as a related schedule or a schedule that is superseded by this new schedule. Once the
new schedule is approved, the old schedule will be cancelled and all items will be cancelled.
IRIS will update its storage records to reflect the new schedule and item numbers. (This is an
automatic process that will be run on a regular basis.)

= The second option is where the new schedule supersedes older previously approved schedules
but the inactive records stored at the Alberta Records Centre will continue to follow the items

on the old schedule until they have gone St 15517100 B 3| Qe e ooy e G = ‘=
through final disposition. The older e e S Pl e

Schedsle; 2004008 Sponser: G5 |-Schadue Actons- =|
Pragram Mams: Agal 14 Pragram Rview

previously approved schedule number must
be entered in the Related Schedules field as a
schedule that is superseded by this new
schedule. Once the new schedule is
approved, the old schedule status will be
changed to Expired. The items with records
stored will remain active.

External Files currently on file

Organizational Decument: 2004008 00 gf
Other Document:

External Files to be uploaded

Chart: | _Bowse.. |

other Fite: fiv¥rom O Dmempay DacumentsiFaveiwng Scheduis | Biowsn.

Frocess Uploed

- External Documents — provides the ability to add the
organization chart and external documents to the
schedule. Two files containing external documents can

& it

‘g,.l_:_ﬁsm PO || e v | enss-. | #jocoss- . |[80ss - M. |[RBE M nman
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be added:

®  Organization Chart field contains the name of the file that contains the organization chart document.

= Other File tield contains other documents related to the file such as hardcopy legal opinion, annual

report, etc.
or a scanned image.

This is one file and all documents should be in the same format — electronic document

- Appraisal - is used by the Provincial Archives of Alberta to document the archival appraisal for the

schedule.

- Remember to Save regularly and to use the Back button in the working area not the Browser back

button.

- Use the Schedule Actions drop-down menu (located on the top right-hand side of the screen) to add items

to the schedule. Select Create Iters.

= Jtem detail screen will appear. Enter required
fields.

®  'The Itern Number must be a numeric numbet.
® The item Title is a required field.

= The Closure Criteria field has been split to provide
more flexibility. This first field provides a drop-
down menu for predetermined common criteria
eg. fiscal year, calendar year or superseded or
obsolete.

®»  The second Closure Criteria Note field can be used
to enter the appropriate text to describe when

AR RS5 - Microsolt Inbermet Explorer

=lolx

| wmok - & - D[ | Dsearch [EForkes Jrsterr | [T O B -
| adress [0 frdk "
Fle  Edt Vs Favories  Took  Help

= e E

impbest.quv.

=8 Schedule: 20400 Sponsor. G5 | Schedule Achors =]
Prograen Name: Aged 14 Program Renew
Create ltem -
e Nostiber | —
Titha |
Dieseription
BT TERT
Date Range [
Modia [ Paper [ Micoofim T Electronie — omee [
Legal Ruference [
FOIF Rafarsnce |
vy Crtwria [Seteet Clasure | B
Clatuss Crteri [
Mote
i ———Y Ot Relertion Select Time =] Cffsie Retention [SekdToe =] .

| oy et

[ e |
Hston| | AEE B || Do twoo. | Mo tans. | Blocamiz- . [[E1RsE - Moo [QRL D 1nam

closure is to take place eg. “Once program has ended”.

= The Concurrence Condition provides a text field to enter any conditions that must be checked before
final disposition can occur e.g. "Providing no outstanding litigation".

® The Final Disposition field has a drop-down menu for the valid disposition actions. Valid options

include Archives, Destroy and Transfer.

= The Ifem Relationship button provides the ability to cancel items on previously approved schedules
and to change the link so that records stored at the Alberta Records Centre will follow the items on

the new schedule.

= Click on the blue Ifem Relationship button. The item cancellation data entry screen will appear

with two fields: schedule number and item
number.

> After entering a schedule and item number
combination, press the 4dd button.

-  Continuing adding combinations until
completed.

> If 2 combination has been entered in error,
press the Remove button beside the

combination and the line will be eliminated.

STES
) | Dsewrch [airwontns Pristory | [ b 1 -
Ackcrass [@) hatp: o enptest gure. de: _ker, =] @5 ||unks ™
View  Favirtes  Tosk  Hel
‘Schedule: 2004000 em: 1 Sponsor G5 |-Echedule Actiors- =]
Prograen Nare: Aged 14 Progeam Feviow
Item Relationships
Any itams entered on this Soem will be cancellod once this schedule is approved
Schadute  [1993,020 tem | [ W)
S T 7=
1wa0z0 Pt et Afmey
1wa0z0 2

|4 treerrer

G [
Mstort] | 2 B = @ || [reer oo, | B Mo | Mooz - (@RS - bero.. [CQEIL A qiazan
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> Once all combinations have been entered, click on the item number on the left menu section
and the item screen will appear. (Alternatively, the GO button can be used.)

® Press the Save button once the data entry for the item is completed. The system will display a
message indicating that the save was completed .
successfully. Lt 3 - @D G| Somdh Gt Gty | G ED - e

Adchess (& aivekest gare, ™ = @
Fle Lt View Favortes Took  Help

15 - Macrosolt btermet Dnplorer

Schedule: 2002040 Sponsor. EG | -Schedule Actiors =]
Prograen Name: Ersegy

® The item number will be added to on the left
menu section under the specific schedule.

Delete Itemis) —

Items in Schedule

= Continue entering items as required.

SEE

Freshold Mineral Tax - Ganaral Dalsta
Freshald Mineral Tax guiried - (cawe serivs) Delete
Losen Tile Traneaction - (cane senes] Delete
Tan Summary Fiepons - (case series) Daleta
x Rebaf - ¢ 0] Dalsto

Delete Item 1s a menu option under Schedule Actions.
After selecting this option, the system will list a table
of all the items for the schedule, item title and a Delete
button towards the right of each item.

Appial Bised App
Minaral Tifls Fisdes

=53 BBEBRE

Dalete
Calete
Unit Values Dolsio

=

[ [ treeemet

= After selecting this option, press the Delete button | s e | By Wz [Er oo [N T
located on the same line as the on the item number that is to be deleted.

* The system will display the item and item description, and verify that this item is to be deleted.
There are two grey option bars that can be pressed: Yes, delete this iten and No, do not delete this item.

= Selecting Yes will proceed with the deletion of the item on the schedule. The system will give a
message regarding the status of the deletion. The Audit History will be changed to eliminate any
reference to this deleted item.

= Selecting No goes back to the list of items. To

155 - Microsolt Intermet Explorer =l
go back to the schedule, click on the schedule [y > O 8| Soro rewse oo [ G- Sor N
number on the left menu section. EN R P P M

B -8 Schedule 20010044001 Speraen. FD |-Scheduie Ackans- =]
- Pragraen Name: PDO (Persons wilh Developmantal Desabilties)
The Audit History option under Schedule Actions AudltHistory Scheculs 20011004-A001 =
. . . . Dare Action Auwthor Addiessee Hotes 1
provides information about the actions that were RIEO G s T Tckany NSt Aond
made to the schedule. It records transactions ARSI oy Setio

AugBION  Cohack Requestod  Tod Shaphard  Sochon Signatures Sanior

related to schedule creation, item creation, changes

53AM Tite: Degt Mirisger
. Tl RO e Mrke
to schedule status, cancellations, transfers, requests EToT .
¢ IMROT FeodbackRequestod  Tod Shapherd  ocon an K
for feedback and Completlon Of feedback “'g'm' Status Changed Ted Shephard  Mow Status: Drat (swaiting Aggraise
comments. HE oot S
Shaa " Foodback Requested  Ted Shapherd ’I";IZ"';;‘:I':"'J: e
']',".'.!‘.'.2'“’ Fuoodbuck Reaoestud  Ted Shephard  soror ~RMC Rivaw Suuj'_
Printin h | e s
t g a SC ed u e Bstort] | E D > 0 || Dot e | Mpsertion.|[FTR55 - e EJoscient.| [RPED 1w

To print a schedule, the schedule must be loaded into memory first. Press the Search button and display
the schedules. Schedules are listed in reverse

255 - Mic =lglx

numerical order - current schedules are listed first. e 003 A e G D OE e
Fle  Edt  Vew Favories  Took  Hel

Add the specific schedule to the left menu section by T - G IO <= - )

clicking on the highlighted schedule number in the EditSchedute Schedule Status [Fening =] |

Craslion Dsta DTS 111448 PM

table.

Functional © Yes & HNo

Program/Serace  [Program for the Drsabled. Merally Hontica
Schedule Categry New

Schedule Type IEu'nuulllu =

Division [

Bring the schedule into memory by clicking on the
schedule number in the left menu section.

There are two methods for printing a schedule.
Using the Reports option on the left side menu section
or using Schedule Actions.

unt |

Locstion] |

LEGAL | MANDATE

. [0 I
Reports Option. (See Reports.) Bt [0 6 5 > @ | Dl ] w108 [T e Bt R o
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Schedule Actions Option.

This option provides the most flexibility and control over what is reported. Selections can be made
on which items to print and if the archival appraisal is to be printed.

Under the Reports function on the left side menu, RSS has pre-defined reports of which one is the
Schedule Report. The schedule number should be listed beside the Schedule Report button. If it is not,
click on the schedule number on the left side menu and press Repor? option again.

Click on Schedule Report button.

Select individual items to be printed or all items to be printed. To select individual items, click on
the item number and wait for the screen to refresh. The grey bar should be on the selected item.
Press the Add button. Continue this process until all required items are selected.

Select the sections of the report. There are six sections:

> Schedule Administration — prints the related o ,..d. o g L 38 g
e [ . TiTghest. gov. =] o | ks ™
schedules, cancelled and replaced schedules, [ e v e Wk
amendment history, cancellation history and
. Schedule Repnn -
traHSfer hlStOfy. Please seloct the kems you wish 10 report an
. Jecimasan |
> Schedule Approvals — print the departmental S — ;::::::,:. f':?;:“ B
and ARMC approval information. -
—> Opinions — prints the opinion information. P i ;;‘:;;;;m P
F Opaions ¥ Comments
> Appraisal Information — prints the archival g |
appraisal information. If the archival appraisal ,@;“-_;_mww — |

report in not completed, it will be greyed out e —
and cannot be selected. The system will verify —#s=/@8E»o Eummmon || moem- EIUR e
that the user and schedule status permit the

printing of this information. oot [ >+ @ (2 0| Qs G s | 5@ - ‘o

|

Records Retention and
Disposition Schedule

> Program/Setvice Information — prints the brief
history, purpose/function and legal mandate

Alberia Frcords Munagement Connter

Cvgunirarien Name Org Cote Scheduls Number/Staas =

e = 2002/044

FrogrumService Nume:
Land Tules Offizes Approved

- Comments — print the comments entered in the
comments field.

SCHEDULE ADMINISTRATION

Type: Organdsasan Chare:
Conarumng Sctsuls mrmal Dorumenss:
Comments: N

The item information will print as a default for the
sections requested. At least one item has to be
selected along with the above sections.

Fielated Sehedubets
1950048 Land Tides Otfices

Camcels/Replaces Schedulefss
R e —
Numker

Amenimentts D Agproved et}

ADLMyed 2002044

Roeasun for Ame nimens; =
] ore o ewre =

Press 177ew Report. 'The report will be displayed on = -
the screen. If some of the changes do not appear Boo||DSE > | Brim| Sowe] G- | Woron| EREEVens- [EIOR 2050

on the report, press the refresh button. The system will recreate the report.

Thwss - Mool btermet Explarer almix]

To obtain a hard copy, press the printer button and === 903 aws e g S o8- ,,,
the schedule report will print at your default printer.

Fle Ed Vew Frees ek Hel

Schedule: 2004017 Spensor. G5 -“Schedule Acions- =]
[Program Nama: Progesm for the Dissbled, Mantally Hande spped and oll oo scredue Achons-
[Fequest Faedback

Edit Schedule Schedule Staty

Creation Date O/0A2000 1114340 PM
Funetionsl © ¥es ®No

There is no flexibility with this option. It will print Prpunence [y G Vo s
all sections of the schedule except the archival

appraisal and all the items.

Under the Schedule Actions drop-down menu, a new
option, Print Schedule has been added. Click on this

option and the report will be generated. This SR e
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option is available for all user groups regardless of the schedule status.

Editing a Draft Schedule P e e =

I T —r— g — o e
Wen Purtss e e

- Only individuals who created a schedule can make
changes to it.

Schedule Search

Flatd Comparksan Valun [ ADVINCEESERREN )

Sehadule Humber [cooine = [
St [ = L=

- Schedule with a status of New Draft will not appear on
the normal Search list.

Faadback Requestad
Program Kame
Oeganization

- On the Search screen, put the Schedule Creator’s name
in the Author field using the drop-down menu.

5= ® et

- Press the Search button and display all schedules that P S~ S S g P | -
belong to the Schedule Creator. All schedules belonging to the selected Schedule Creator will appear in
the search results table. Schedules are listed in reverse  prmmmm L
numerical order so that current ones are listed first. ?::w - : ﬂ‘:s‘: e e et

- Add the schedule to the left menu section by clicking s
on the highlighted schedule number in the table. St schecuis Schedule Stotus Pernay ot 3] |
Crastion Dste 11152000 3:52=42 PM
Functional © Yes & No

- Bring the schedule into memory by clicking on the
schedule number in the left menu section. Once
clicked,

Program/Gerace  |Aluera Commurscaton Cerire for Educatior
Schedule Categery New

Schedule Type IEr:: Time o

Division [Curriculun Branch

- The GO button enables direct access to any item on the
schedule. Enter the item number and press the GO
button. Item details will display in the working area.

Unt  [Leernng Fesources Unil

| [ et

. . . . . . . e‘ o st —
- To view the item titles without loading the item into the — Bewli@@m >0 |mue fEws - e |0 | B | o EI9RD
working are, place the cursor over top of the specific item. A pop-up box will appear with the item
title. Simply move the cursor and the pop-up box will disappear.

- Continue to make changes as identified in section Creating New Schedule.

- If you cannot change the item number field but have

155 - Microsolt Intermet Explorer =l
access to the rest of the data fields, then you are not the Teai=S 555 ames v e e S+
| addesss | imphest.qov. . 4 hedhesd: =l 2o |[uwes =
Schedule Creator but you do belong to the same et 1o 0
organization as the schedule. Your departmental BRI | v At Coericon ot Emenen S S 300558~
administrator can transfer the draft schedule to you tove toms [0 2210 "
from e
. . o (Disposition Chss)
- The Move Items option under the Schedule Actions @ Gvposton G
. [17] (Easpasition Class)
drop-down menu can be used to rearrange item w ssoston Ovsd
. . 25 (Dvaposttion C“-d»!
numbers. Click on the item number and, at the bottom @ Duprenen el
of the screen, enter the new item number and press the ® Dpoton G
blue Move Item button. The system will change the R e e v i
item numbers. Mue om0
JIRCEEHENT] =

il .

| et

(oo
Rzot| | AEE >0 | Bute |[Erss - Bo | o | Bl | ewe. | [FRAPRE wam
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- Any changes made to the item on the schedule by oot 508 g o S 38 ‘i
the Appraisal Creator or the Systems e f,.;.“: T e —
Administrator will be documented in the Izew n | [ fsominime 3
Modification Table. The Schedule Creator can
search this table to identify items that were
changed, who made the change and what data

field was changed.

Item Modifications

List of tem changes since Schedule Creation

WM“I

Concurence

Riepons and Statetics. Conditiong

Appraisal Crestor (1417) .
]

1 Repons and Statwtics e Tithe st test G70)

4 Epo 5 Final Disposition | Appraisal Crestor (1417) :

Reviewer Feedback

Request Reviewer Feedback by Schedule
Creator

4l | v
| |y et

[ e |
Hston| | AEE @ || Bt | Blien [[Erss - Eoem. | sioea . | AT zmem

- Reviewer feedback is requested once the Schedule Creator has completed a draft of the schedule.

- Schedule status must be changed to Preliminary Draft. 1f status remains as New Draft, the Reviewer will
not be able to see or access the schedule. Once it is in Preliminary Draft status, anyone can see the

schedule.

- To provide feedback, the Schedule Creator has to invite individuals to comment. People not invited
cannot use the system to provide comments. (They will be able to look at the schedule, but will not be
able to comment on any of the fields electronically.)

- To invite comments, from the Schedule Actions — select Reguest Feedback. On the next screen, Select
Selection should be Review. The Display as tield provides the title that will be displayed for this individual’s

review.
T R55 - Micrasolt Intermet Dxplorer ..I.ﬁ
.o . .. . . | ok - »-agﬂnmnﬁWqu¢aﬁ
- A table listing the individuals that are in the Review [ [8) mesiotet e e = e [fuke ™

Fle  Edt  Vew Favortec  Took el

Schedule: 00005 Sponsor. G5 | Schedule Achors =]
Prograen Name: Aged 10 - Exeter Parade

Request Feedback =

Group within the Schedule Creatot's organization will
display. To see all the Reviewers for all the
organizations, press the button titled A/ Reviews within
System. A complete list will be displayed in the Se/ect:

R = i
Request | Faisws for this schedule, o witin st
Display a |RISE v| an the man.

bO . Seloct:
) I —— =
- For each review individual, press the 4dd button to , o B
the right of the individual’s name. Note: The title
selected above will be added to the To: table. e et e e 3
=
- Ensure the title matches the e-mail address. If it does 4 | o

@] oene [ [ et
not, press the Rewove button in the table beside e-mail =~ Sl @& 5@ | S| g Ens g dee. IV
address and select the title and e-mail address again.

- Use the Remove button on each selected individual if they are no longer required.

- Additional Notes — is the e-mail message that will be send to each selected individual. Additional
information regarding the review can be communicated in this field.

- Send Request button will send the message to the individual(s). A message will appear indicating that the
action was successful.

- Under the schedule number on the left menu section, there will have a + in front of Revzews. A line will
be added for each request for review send. Note: The Titles field is used to indicate the individuals
who will be providing review comments and in the Awudit Trail, title is used to identify individuals.
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- Under Schedule Actions — select Audit Trail to see activity to date. Activity is in reverse date order,

however it is in chronological time order.

Complete Reviewer Feedback by Reviewer

- Only individuals who have been invited can provide
review comments.

- Search function can help find the schedules that
need comments.

- On the Schedule Search screen, for Feedback Reguest
use the drop down menu and select the appropriate
name. Press the Search button and display all
outstanding schedules that the particular individual
has been asked to comment on. The schedules are
listed in reverse numerical order.

- Add the schedule to the left menu section by
clicking on the highlighted schedule number.

AR RS5 - Microsolt Inbermet Explorer
_wau:k +-DE & nm_uwudﬂm &.-tﬁ

| aeess |

r——

Favirts  Took el

Schedule Search

Fiald Camparisnn Valun

Schadule Number [contens =]
Stanus |equels 7] [-Select Sions =
Muther  wquals [ Seleceutior =]
Eunctinnal auale [Saleo Bernpnn o]
Faadback Heguestad from

~Salect Ugar- -

Program Hame  contains

Organization wouls

| [ et

[ pene
Hston| | AEE B @ || Bt | sarwre [[Erss - Blien | Blocm. | [QRED s

- Bring the schedule into memory by clicking on the left menu section.

- C(Click on the schedule number on the left menu section. Click the + beside Reviews.

- Click on the title listed under Revzews that pertains to the reviewer. There may be more that one
individual who is providing comments. Select the approprlate one.

- Response Screen — has an area to provide comments.

* The drop-down menu provides an opportunity to
comment on the entire schedule or on individual
items. Select the schedule or an item number.

=  Enter comments.

= At the bottom of the entry box, is a question "Is
this feedback to be visible after schedule approval?”.
Select Yes or No. NOTE: All comments are
viewable until the schedule is approved.

ARMC decision on Legal Opinions: Read-only

- ricrosolt ntermet Explorer

=lolx

_wau:k + bgﬁﬁmgwudﬂm&&ﬁ

| aeess |

=] o |[us =

r——
View  Fartes  Tock  He

=3 Schedule 2001133 Sperison. AL
Prograen Name: AGROFORESTRY PROGRAMS

|-Schedude Acvons- =]

Response

"5 [Scheduie 20011133
Schaua 2000133

1.1 - FARMSTEAD PROGRAM CASE FILES - MASTER
hem 1.2 - FARMETEAD PROGRAM CAZE FILES - COPY
ham 7.1 - FRAIRIE FARM REHABILITATION ADMMISTRATION (FFFA) FROGRAM - MAS™

ham 2.2 - PRAIFIE FARM REHABILITATIONADMINIS TRATION (PFRA) COFY
hem 2.3 - PRAIRIE FARM

FEHABILITATION ADMMNISTRATION (PFRA) FROGRAM
GRAM STER

et WETER
hem 4.2 - PRIVATIZATION SUEMISSION - COPY

access to legal opinions in RSS will be available to all those within government who have a role in

records schedule creation and approval. The
ARMC's legal advisor has noted that this could

o 5.1 - AGREEMENT REFORTING - MASTER ) .
=
I this fuedback to be visible aber schedue approval? € Yes € N
I TR R |
] » £ 1l 1 J'_
[0 [ [ wereves
Bt | AEE > 0 || Erte .| Blosers | Eloom.. | ioea . [[Erss-- TAPE  uem
=lalx
_wau:k -+ Q‘Jﬂ nm_uwosdﬂm B M-
| e | rervy— = et |[us >

View  Fartes  Tock  He

present some risk to solicitor-client privilege, but | Pt bt vy ot B et 2
. q Response -
providing broader access has advantages.
o [ Mem 1001 - Adwdicaton and Fegdeton - General
* Do a Save before moving to another item or back —
. e fee 2! as been saved successfully
to the schedule. By not doing a save, the e T G 1o v, e srovise s gty
information entered on the previous screen will
be lost.
. . ;I
= The reviewer can jump between the schedule and 4 tis feadhack to ba viaibe sher scheduls approval? @ Yo ©© No
. . eadual el -
the response area by clicking on the schedule g E—— = =
A . . < el | i
number ot the Review individual on the left menu  @s= T e
. Hston| | AEE B @ || Bt | sarw e [[Eres - Ewerst | Blovm. | RRET o
section.
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Continue until all comments are added.

System Setting has an option to delete review comments after the schedule is approved. Currently the
setting is to keep the comments. (This will change once a schedule for these records is developed.)

Once the review is completed and all comments are entered, press the Mark Feedback Complete
button.

- A warning message will appear to verify that the review is really completed.

Press Mark comments as Complete button if the review is complete. Once review comments have been
marked as completed, the reviewer will not be able to enter any more comments. (If further
comments are required, the Schedule Creator will have to invite the review to comment again.)

Press Return to Comments button if more comments are needed. The reviewer will return back to the
response screen.

A check mark v will be added to the right of the reviewer’s title in the left menu section to indicate the
review is completed.

An e-mail notification will automatically be sent to the Schedule Creator informing them the review is
completed.

View Reviewer Feedback by All Groups

. 55 - Microsolt Inbermet Explorer almlx
Select the schedule through the Search function. [eve—2 00 3| Sre e Grer S ., &
Add schedule to left menu section. | T o O '

Click on the schedule number and on the +
beside Revzews.

The check marks v beside the titles under Reviews
indicate that the comments are completed.
Click on the reviewer’s title.

Reviewer’s name, capacity, request dates
(requested and completed) and comments on the

Schadule: 2002021 Spenzor; EC |-schadule Acions- x|
Program Name: Alborta Econcmic Drelopment Authority (AETWA)

Read Current Feadback

Schedule: 2

Request Dats

Addresses che,
Capacity RISE

Schedule
Commants provided in a masting with Economic Development, Linda Borys

Last Moddy. 107902001

Reguest Hals. Completsd
Complate Date 10V18001 1108 23 AM

schedule and items will be displayed. paid R —

&
Bstort| A EE B o | Bt | Blosers, | Blovem...| sdoaes . [[Erss- - TANRE =

The Schedule Creator can take appropriate action based on the reviewers' comments. The Schedule
Creator can request the reviewer to review the schedule again as required.

Opinion Feedback

Opinions are requested when the Schedule Creator
has some concerns regarding the legal, financial,
FOIP or Aboriginal issues associated with the
schedule or items on a schedule. Not all schedules
required an opinion.

An Opinion can be requested at any time during the

AR RS5 - Microsolt Inbermet Explorer ST

| wemok - = - D[] 2| Dseorch [alFmetes (FHsterr | [y Cb B - 3
- - | adress [0 mphest.gor. ik i e =schedhead =] o ||uds >
Request Opinion by Schedule Creator o 10 Ven_foots Tols b
- Schedule: 2001122 Sporwor. MA | Schedule Achors =]

Prograen Name: Local Govemment

Request Feadback

itaquest | Cpinions x| tor this sehadula,
All Opinioers as per Schedule
isplay w |Logsl =| on the meny.

Firancisl

abcriginas
Select  [oip
Hik

18 Thata Bamgar ab cx U

G
22 arda lehe o ab oo LTI
ra chyhmaoat com AT
es [T - CRTIE

u
u
u
“
“

184 e ] @5 4l

schedule review/approval cycle. The schedule status
can be any of the draft or deferred statuses except H ot — |
New Draft. 1f status remains as New Draff, the ] |G | v e | o] g | e
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individual requested to give the opinion will received the request but will not be able to see the
schedule.

- To provide an opinion, the Schedule Creator has to invite individuals to comment. People not invited
cannot use the system to provide comments. (They will be able to look at the schedule, but will not be
able to comment on any of the fields electronically.)

- To invite comments, from the Schedule Actions drop-down menu, select Reguest Feedback. On the next
screen, Select Selection should be Opinions. The line will read “Request Opinions for this schedule.” The
Display as field provides the title for the type of opinion that will be displayed. Select Legal, Financial,
Aboriginal, FOIP, or IT for each individual’s opinion.

- A table will be displayed listing the individuals that are in the Opinion Group within the Schedule
Creator's organization. To see all the individuals in the Opinion Group, press the button titled A7/
Opinions within System. A complete list will be displayed in the Se/ect: box.

- For each opinion individual, press the 4dd button to the right of the individual’s name. Note: the title
selected above will be added to the To: table.

- Ensure the title matches the e-mail address. If it does not, press the Remove button in the table beside e-
mail address and select the title and e-mail address again.

- Use the Remove button on each selected individual if they are no longer required.
- regarding the opinion can be communicated in this field.

- Send button will send the message to the individual and a message will appear indicating that the action
was successful.

- On the left menu section under the schedule number, there will be a + in front of Opinions. A line will
be added for each opinion request that was sent. Note: The titles field is used to indicate the types of
opinions requested and in the Audit Trail, title is used to identify individuals. Under Schedule Actions —
select Audit Trail to see activity to date. Activity is in reverse date order, however it is in chronological
time order.

Complete Opinions by Opinion Group

- Only individuals who have been invited can provide _ .
an opinion using the system. otod 2 % - @ ) Y| Do ifoeren Srwicr | B B B8 -

| ks |1 et v it . e, ek =h L = Pw ||ws ™
Flo Bt Vew Feries Tock  Heb

- Search function can help find the schedules that
need comments.

- On the Schedule Search screen, for Feedback Reguest
use the drop down menu and select the appropriate
name. Press the Search button and display all
outstanding schedules that the particular individual
has been asked to comment on. The schedules are
listed in reverse numerical order.

Schedule Search

Fiald Camparisnn Valun

Schadule Number [contens =]
Stanus |equels 7]

Auther wquals
Eunctinaal

Faadhack Requestad froen

Program Hame  contains

Organization aquals

- Add the schedule to the left menu section by - —
clicking on the highlighted schedule number. o] |20 8 > @ || b vt [ET o Bt Bl | e

- Bring the schedule into memory by clicking on the left menu section.

- Click on the schedule number on the left menu section. Click the + beside Opinions.
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- Click on the title listed under Opznions that pertains to the user. Opinions may be requested from any of
the five groups (legal, financial, Aboriginal, FOIP or IT). Select the appropriate one.

- Response Screen — has an area to provide comments.

* The drop—down menu provides an opportunity [ Bnss - rcrosalt kemet bptorer

alElx
. | Bk - - @ F) | Dewch dFarter (St | e b B - [ |
to comment on the entire schedule or on [aaess[@2 prT——T e ue>
. .o . . | Fe B Vew Favrkes Tock e
individual items. Select the schedule or an item A T —— ey
Program Name: Land Titles
number.
Responze
* Enter comments. Resperss o [Schmdus ZU0TZ3 3] View previcus respanses
. . . .. T wy Leaal cpinton. ... |
= There is an option of having opinion comments
viewable after the schedule is approved — Yes or
No. It is recommended that Yes always be
z

selected.

I this feedback 10 be visible after schedule approval? © Yes # Ho

Mok Fandback Comploin Seve

ARMC decision on Legal Opinions: Read-only
access to legal opinions in RSS will be available
to all those within government who have a role
in records schedule creation and approval. Clark Dalton noted that this could present some risk to
solicitor-client privilege, but providing broader access has advantages.

o e

5]
Bstort| A E B B @ || Bicbor -, | Berownsv. | Blomeiz - [[Eirss - ricror. [RBE D s57an

®= Do a Save before moving to another item or back to the schedule. By not doing a save, the
information entered on the previous screen will be lost.

® The user can jump between the schedule and the response area by clicking on the schedule number
or the Opinion title on the left menu section.

=  Continue until all comments are added.

- Once the opinion is completed and all comments are entered, press the Mark Feedback Complete button.
- A warning message will appear to verify that the review is really completed.

= Press Mark comments as Complete button if the opinion is complete. Once the opinion has been
marked as completed, the user will not be able to enter any more comments. (If further comments
are required, the Schedule Creator will have to invite the user to comment again.)

®  Press Return to Comments button if more comments are needed. The user will return back to the
response screen.

- A check mark v will be added to the right of the user’s title in the left menu section to indicate the
opinion is completed.

- An e-mail notification will automatically be sent to the Schedule Creator informing them the review is
completed.

- The Opinion comments will stay with the schedule permanently. When an amendment is created, the
Opinion comments will be copied to the new amended version of the schedule.
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AR RS5 - Microsolt Inbermet Explorer ST
View Opinions by All Groups Jotod 2 % - @ ) Q| Do Gifonrn S | B B B8 - e
| rdress [ oy 4 = ] a-1t70 7] o |[uks
| e Bt Vew Favrtes Tk Heb
P - Schedule: 2001029 Sponsor. G5 | Schedule Achors- =]
Prograen Name: Land Titles

Read Current Fesdback

- Select the schedule through the Search function.
Add schedule to left menu section.

|*

Schedule: 2001/029
Resquest Data: 0116/2002 241:37 PM
Addresses. FOIF, Opinion
Capacty. FOIP

- Click on the schedule number and on the + beside
Opinions.

Schedule
A FOIR rasiew was requested for items 01 1 and 113

Last Mody D1M62002

- The check marks v beside the titles under Opinions
indicate that the comments are completed.

Itern 01.1 Land Titles - General —
The land titkes infarmation mey contain soms personal infarmation on individuals and

akok ormation for COMpOratons. I concur that sechons 15 and 16 should be
queted in the FOIP Redferance portion of this erm
- Click on one of the opinion titles. R
= .F3m112TﬂNNﬂl= | L,'_
: : S : & | [ e
- The system will display for each opinion provider, ] 210 5 40| | @ v gz [ o | CPRREET AT

their name, capacity, request dates (requested and completed) and comments on the schedule and items.

- The opinions will also be printed on the schedule report.

Archival Appraisal
Request Archival Appraisal by Schedule Creator

- An archival appraisal must be completed for all new schedules. Archival appraisals are also required for
amendments to schedules if they include new items or changes to final disposition on existing items.

- The schedule status must be changed to Draft (Awaiting Appraisal). 1f the status is not changed, the
Appraisal Group will not be able to access the

255 - Microsolt Intermet Explorer alglx

schedule appraisal information. e ., =
- Once the status is at Draft (awaiting Appraisal), no T — ué:z:"::lmz T [ Tl
more changes should be made to the schedule. If Request Feedback =
changes are required, it should be coordinated with Reques (55737 o s shedle,
the Information Management Branch. P e
Setet
- The Schedule Creator has to invite the archivist to 51 I (% 2 o e e e
complete an archival appraisal. e e e
- From the Schedule Actions drop-down menu, select S A [ )
Reguest Feedback. On the next screen, Select Selection
should be Appraisal. 'The Display as tield provides a E iy et — B |
title of the PAA archivist that is assigned to your | O | e e e - [[ROOGE iaz
organization.

- Press the Add button to the right of the archivist’s name. Note: the title selected will be added to the
To: table.

- Use the Remove button on each selected individual if they are no longer required.

- Additional Notes — is the e-mail message that will be send to each selected individual. Additional
information regarding the appraisal can be communicated in this field.

- Send button will send the message to the individual and a message will appear indicating that the action
was successful.

- Under the schedule number on the left menu section, there will be a + in front of Appraisals. A line,
with a title of P44 will be displayed.
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- Under Schedule Actions — select Audit Trail to see activity to date. Activity is in reverse date order,
however it is in chronological time order.

Complete Archival Appraisal by Appraisal Creator

- Only individuals who have been invited can provide an Archival Appraisal.

- The archival appraisal information is locked in the

system so that only the Appraisal Group members e OB s e Gy B BT o
can view the information during development of the %t w o e o e
appraisal. Once the Archival Approver has approved -

the appraisal, it then becomes viewable by all Schedule Search

individuals. Comparion

Schadule Number [contans x|
- The archival appraisal is a part of the schedule and o [eods 3] [ 3

Auther wquals -Select Author
Eunctinnal "

will never be deleted from the system.

Fandhack Requestad froen

Program Hame

Organization

- Search function can help find the schedules that need
Archival Appraisals for each archivist.

- On the Schedule Search screen, for Feedback Reguest use - -
the drop down menu and select the appropriate Aot LB ¥ © || Bt e [E Bl S| R v
archivist name.

- Press the Search button and display the outstanding schedules that the particular individual has been
asked to comment on in a table. The schedules are listed in reverse numerical order.

r55 - Microsolt Inbermet Explorer ST
- Add the schedule to the left menu section by clicking | imfsm s B g e
on the highlighted schedule number. T —
Prograen Name: Vital Stalistics
. . SCBOUIE LATEGery HEw a
- Bring the first page of the schedule into memory by SchdeTrpe_ Contans E
clicking on the schedule number on the left menu e —
section. .
- Scroll down to the bottom of the schedule where six e ————
L. . X . [ @ Schedule Relationships
blue buttons are visible, Purpose/ Function, Brief History, N relabonstips defned
Legal/ Mandate, Appraisal, Signature, and Approval. T ———
- Click on the Appraisal button. i = — i
. . . :c:]m- - [ [y teorres =
- Edit Schedule Appraisal screen will appear. The top of — ssw| 9 @6 » o | Sk n.| 2w | B [T o RO E
the screen provides high level information on the = = "o
| s [ ] risfertes. =] @oe |[uks ™
schedule. I i
R Schedule’ 2001113 Sponsor MA |-Schedule Aoions- =]
Programn Name: Vitsl Statiatics
- Scroll down to Appraisal Notes. The Appraisal S — Sehedute Status oot mvang =
Creator will complete the fields: Department Purpose, e o ‘-
Business Function, Comments, Preservation and Storage. oy =
- Press Save Appraisal button located at the bottom of o Chah i g g A S
the schedule. A save should be done regularly to ARRiaiEal Nows
. . . . Department PUrpose apprisal Group Matey
ensure information is not lost in the event of a | i |
power failure. e TR P e L L s
. . . . Storage Appmissl Guup histe
- To enter item appraisals, the Appraisal Creator will: =
=
- Seve Appisaal | Sand Emsi o Appraissl groun membar | | |
ii_‘l!n“ A o || ko | B | #)ooomenn | [ETRes - = !?q;-rq 1z B
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= (Click on the schedule number on the left menu section.
= Select an item number either by:
> clicking on the item number located on the left menu section
OR

= entering the item number in the GO box at the beginning of the item list on the left menu
section. Press the GO button and the system will display the item details in the working area.

® The Appraisal field is located at the bottom of the item screen. Enter the appraisal comments for
the item. Spell checking and editing features such as bolding, underlining, italic and indenting are
available on this field.

AR RS5 - Microsolt Inbermet Explorer ST

= Press the Save button once item appraisal is [tk = 7 @3] 3] Bysowch aiFovotne” Ckir| B 8 55
. . | s [ e rivest. g, . cafrssind I ke, = Pw ||ws ™
completed. If a save is not done before changing o o
screen, the entered data will be lost.

Schedule: 2001119 Hem 01 Spenwor MA |-Schedude Acvons- =]
Prograen Name: Vital Stalistics

Legal Reference |

ol

tararce |

Crdenia 1 Clasu -]

Crteria

® The system will display a message stating Ien
Update Successfully and the item details will display

in view mode.

Clos
Hote
Oresite Retention 1 ! vl Ofsite Retention ‘Al x

Concumence Conditions [

® The Appraisal Creator can change the Final ri Dsposion_[Boiey 3]
Disposition tield as required. Any changes made on e
the schedule by the Appraisal Creator will be —
recorded in the Items Modification Table. —— i
. . . . . oo [ [ et ]
= Continue on with the next item until all item Bt | B 5 2 © | Dt .| @i | ot [Es RUET

appraisals have been completed.

- Once the Appraisal Creator has completed the appraisal work on the schedule, a request should be sent
to the Appraisal Reviewer to review, approve and forward the schedule to the Appraisal Approver for
approval.

- The Appraisal Creator will bring the first page of the schedule into memory by clicking on the schedule
number on the left menu section.

r55 - Microsolt Inbermet Explorer =l
= Scroll down to the bottom of the schedule where Jote 2 O Al S Grevtn Yoo | B I - .,
six blue buttons ate visible, Purpose/ Function, Brief - - —
History, 1.egal/ Mandate, Appraisal, Signature, and e i
Approval. J
»  Select the Appraisal button. panmers -
|
»  Edit Schedule Appraisal screen will appear. The top rgssrvation supesd o
of the screen provides summary information on the j
SCthulC. Storage Aporaisal Group Motes
=
= Scroll down to the bottom of the screen until the Id
.. . Save Appreisal d Emal 1o Appesi wp member |
two grey button are visible: Save Appraisal and Send 2 i
Email to Appraisal group member. S GO 8 8 5 | o] | e+ RN

»  Press the Send Email to Appraisal group member button.

* The Appraisal Messaging screen will appear. Select the Appraisal Reviewer by clicking on the blue
Add word beside the appropriate name in the table.

* Any additional information can be added to the e-mail note field. Click on Send Reguest.
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- The request will be sent to the Appraisal Reviewer.

Review Archival Appraisal by Appraisal Reviewer

- The Appraisal Reviewer can only comment on the archival appraisal once the Appraisal Creator has

requested them to do so.

- Search function can help find the schedules that need archival appraisal reviews.

- On the Schedule Search screen, for Feedback Request use the drop down menu and select the Appraisal

Reviewer's name.

- Press the Search button and display all the outstanding schedules that the Appraisal Reviewer has been
asked to review. The schedules are listed in a table in reverse numerical order.

- Add the schedule to the left menu section by clicking on the highlighted schedule number in the table.

- Bring the schedule into memory by clicking on the left menu section.

- Scroll down to the bottom of the schedule where six blue buttons are visible, Purpose/ Function, Brief
History, 1.egal/ Mandate, Appraisal, Signature, and Approval.

- Select the Appraisal button.

- View Schedule Appraisal screen will appear. The top of the screen provides summary information on the

schedule.

- Scroll down to Apprazsal Notes. The Appraisal Reviewer can view the fields: Department Purpose, Business

Function, Comments, Preservation and Storage.

- The Appraisal Reviewer can comment on these fields by using the Appraisal Group Notes field. The
Appraisal group members will use this field to provide comments to each other.

- For each field that requires a comment, click on the appropriate Appraisal Group Notes field.

- A data entry pop-up screen will appear that will be
used to enter any comments they want to provide to
the Appraisal Creator or the Appraisal Approver.

- When the comment has been entered for that field,
click on the Save button.

- The entered comment will be displayed at the top of
the pop-up screen. If required, more comments can
be entered.

- Click on the Close button to close the pop-up screen.

- An asterisk will be placed beside the appropriate
Appraisal Group Notes field to indicate that comments
have been entered.

- To review item appraisals, the Appraisal Reviewer will:

Y RS5 - Micresolt Inbermet Explorer =lmlx
N 7 1w, Aguor el Lt s - el Intermed Eglores
ddkess (8] v =L -
4 21 fssien Department Purpose Comments el o [Jus
e |
J0S/05/2003 = Appraisal Reviewer =
]
atids tis guacp
Save | Closs I
|
Depanrnent Purpogs  Appraisal Groug Motes
Trics is the slacteonic mctredatabass conainierelatisticsl dita gatheeed in flam 1.1
(Traffic Countz). This dstabase is backed up regulary by the EDS System House. Archives
meed nol acqure Ihese records aer retention peviods are met
Business Funch poraissl Group Notes
RECOMMENDED FIRRL DISPOSMON DESTBAY, This is the electronic récoeds database
rredaininn eatizhical dat adin i TTrafic Conrdh Thic datshaza ie harkad z
£l I .

| treerens

53]
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= All the items should be listed on the left menu section. If they are not, click on the schedule

number on the left menu section.

= Select an item number either by:
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> clicking on the item number located on the left

menu section
OR

entering the item number in the GO box at the
beginning of the item list on the left menu
section. Press the GO button and the system

will display the item details in the working area.

= At the bottom of the item screen beside the

Appraisal field, is the App Group Notes field. Any

comments on the item appraisal data should be
entered in this field.

= Click on the App Group Notes field.

AR RS5 - Microsolt Inbermet Explorer
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= A data entry pop-up screen will appear that will be used to enter any comments to the Appraisal

Creator or the Appraisal Approver.

= When the comment has been entered for that field, click on the Save button.

® The entered comment will be displayed at the top of the pop-up screen. If required, more

comments can be entered.

®  Click on the Close button to close the pop-up screen.

= An asterisk will be placed beside the appropriate App Group Notes field to indicate that comments

have been entered.

= An asterisk will also appear beside the item number on the left side menu. This will make it easier

for the other members of the Appraisal group to see which items have comments attached.

= Continue on with the next item until all item appraisal reviews have been completed.

Once the Appraisal Reviewer has completed their appraisal review on this schedule, they can either
send the appraisal back to the Appraisal Creator for further work or approve the review and forward

the schedule to the Appraisal Approver for approval.

Click on the schedule number on the left menu section.

the working area.

Scroll down to the bottom of the schedule where six
blue buttons are visible, Purpose/ Function, Brief History,
Legal/ Mandate, Appraisal, Signature, and Approval.

Click on the Appraisal button.

View Schedule Appraisal screen will appear. The top of
the screen provides summary information on the
schedule.

Scroll down to the bottom of the screen until the two
grey button are visible: Send Email to Appraisal group

The first page of the schedule should appear in

| Bk - =+

S DG A Dseech [lFeerdes (Prster | By Ob B -
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Sehedule: 20040005 Seereee. G5
Prograen Name: Aged 10 - Easter Parade

containing statstical data gathered in itemn 1.1 (Traffic Counts). This database is backed up
regularly by the EDS System House. Archives need not scquins thest records sher
tataetion pariods are mat

Preservalion Asgaisal Group Htes

RECOMMENDED FINAL DISPOSITION DESTROY. This is b electionic reconds datubase
containing statsticsl data gathered in itemn 1.1 (Traffic Counts). This database is backed up
raqularly by the EDS System House. Archines need nat acquie these recands afier
raterion penods are mat

Storage Aparssal Grou Hotas

RECOMMENDED FINAL DISPOSITION DESTROY. This is the electronic records database
containing statsticsl data gathered in itemn 1.1 (Traffic Counts). This database is backed up
reqularly by the EDS System House Archivgs need not acquine thest records after
tataetion pariods are mat

Sind Email in othar Appenissl mambies

|-Schedude Acvons- =]

Appraisal NOT Complete

. . . o
member and Appraisal Review is Complete. 5] N S E——
Bt | AEE >0 || Evten| Bhsertn | Booomt[[E055 - QUL sen
If the appraisal requires more work by the Appraisal Creator, select the first grey button to send an
email to the Appraisal Creator for further work.
April 2004 Records Scheduling System (RSS) User Manual 33

RPET uwen

Appraisel MNISD



- Select the Appraisal Creator by pressing the blue Add word in the entry in the table that corresponds to
the name of the Appraisal Creator. Press the Send Request button.

- If the appraisal is completed to the satisfaction of the Appraisal Reviewer:
= Press on the grey Appraisal Review is Complete button.
® The Schedule Approval Process screen will appear.

= (Click on the line that indicates the review is
955 - Microsolt Inbermet Enplorer ST
Complete. | bk v b - @) Y| Dsech [alFmortes (Pritory | e S8 A -

| acdss [ @] s, aspid Obrp=i ' = Pw ||ws ™
| Fe Edt vew Freries Tock  Hek

=8 Schedule: 204005 Sporeer. G5 | -Schedule Actons- =]
Prograen Name: Aged 10 - Easler Parade

= Press on the Process Appraisal button.

® A message will appear indicated the Appraisal
has been successfully updated.

Schedule Approval Process

Schedule ID; 2004005
Program Mame, Apdl 10 . Easter Parade
Primary Organization:  Govamment Sanicas

® The Archival Approver now must be notified
that the schedule appraisal is ready for their
review and approval. Return back to the first
page of the appraisal (by clicking on the
schedule number on the left menu section,
pressing the blue Appraisal button at the bottom = —
of the schedule screen, and scrolling down to Bt DB @ | Dot Dot | Bpomt [ ROED
the bottom of the appraisal page).

™ Thiz appraizal is REVIEWED  Avaiting Appraisal Revew

T This appraisal is APPROVED

Procass Appraissl

= Select Send Email to Appraisal group member button. The Appraisal Messaging screen will appear.

= Select the Appraisal Approver by pressing the blue Add word in the entry in the table that
corresponds to the name of the Appraisal Approver. Press the Send Request button.

- The request will be sent to the Appraisal Approver.

Approve Archival Appraisal by Appraisal Approver

- The Appraisal Approver can approve the archival = ottt g L
. . . | wemack - = - D[] 2| Dseorch [alFmetes st | [ S B -
appraisal once the Appraisal Reviewer has [ e evau = 0w fun>

| Fe Bl vew Fartes Tock  Heb

completed his review and made a request for
approval to the Appraisal Approver.

Schedule Search

- Search function can help find the schedules that
need archival appraisal approvals.

- On the Schedule Search screen, for Feedback Reguest
use the drop down menu and select the appropriate
Appraisal Approver’s name.

Fiald Camparisnn Valun

Schaduls Numher [contans

- Press the Search button and display all the
outstanding schedules that the Appraisal Approver
has been asked to review. The schedules in the
table are listed in reverse numerical order.

(@) vene | |y e

Rston| | E B > @ || Biton . | s ie. [[ETRES  Blusertt | B)owan..| [RRET sz

- Add the schedule to the left menu section by clicking on the highlighted schedule number.
- Bring the schedule into memory by clicking on the schedule number in the left menu section.

- Scroll down to the bottom of the schedule whete six blue buttons are visible, Purpose/ Function, Brief
History, 1egal/ Mandate, Appraisal, Signature, and Approval.
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Click on the Appraisal button.
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For each field that requires a comment, click on the appropriate Appraisal Group Notes tield.

A data entry pop-up screen will appear that will be used to enter any comments they want to provide to
the Appraisal Reviewer.

When the comment has been entered for that field, click on the Save button.

The entered comment will be displayed at the top of the pop-up screen. If required, more comments
can be entered.

Click on the Close button to close the pop-up screen.

An asterisk will be placed beside the appropriate Appraisal Group Notes field to indicate that comments
have been entered.

To review item appraisals, the Appraisal Approver will:

Select an item number either by:
- clicking on the item number located on the left menu section

OR

—> entering the item number in the GO box at the beginning of the item list on the left menu
section. Press the GO button and the system will display the item details in the working area.

At the bottom of the item screen beside the Apprazsal tield, is the App Group Notes tield. Any
comments on the appraisal data should be entered in this field.

Click on the Appraisal Group Notes field.

. . 155 - Microsolt Intermet Explorer =l
A data entry pop-up screen will appear that will be  [#0 =503 & Gt rowte Siser 2 S5~
R | s [ e rivest. g, . cafrssind ke, = Pw ||ws ™
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Final Disposition [Dastroy -

Appraiesl RECOMMENDED FINAL DISPOSITION DESTROY

Creator or the Appraisal Reviewer.

When the comment has been entered for that
field, click on the Save button.

The entered comment will be displayed at the top
of the pop-up screen. If required, more
comments can be entered.

igp Siaig e ) }
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= An asterisk will be placed beside the appropriate Appraisal Group Notes field to indicate that
comments have been entered.

* An asterisk will also appear beside the item number. This will make it easier for the other members
of the Appraisal group to see which items have comments attached.

- Continue on with the next item until all item appraisal reviews have been completed.

- Once the Appraisal Approver has completed their appraisal review on this schedule, they can either
send the appraisal back to the Appraisal Reviewer to answer any questions and make modifications as
required, or approve the schedule appraisal.

- Click on the schedule number on the left menu section. The first page of the schedule should appear in
the working area.

- Scroll down to the bottom of the schedule whete six blue buttons are visible, Purpose/ Function, Brief
History, 1egal/ Mandate, Appraisal, Signature, and Approval.

- Click on the Appraisal button.

- View Schedule Appraisal screen will appear. The top s L
. . . . Bk - =+ - (D[] Search [alFovories  (BHiskory | [Fye =
of the screen provides high level information on the T T e e e e e T LE
Fo Bk Ve Freeim Tock e
SChedule- Schedule: 00005 Sporeer. G5 | -Schedule Actons- =]
Prograen Name: Aged 10 - Easter Parade
RECOMMENDED FINAL DISPOSMON DESTROY. This is the ebectiunic reconds database =

- Scroll down to the bottom of the screen until the
two grey button are visible: Send Email to Appraisal
group member and Approve this schedule.

containing S1atistical Sata gathered in fem 1.1 (Trafe Courts). This datsbase is backed v
sagularly by the EDS System Mouss. Archams nesd ol 3cqure 1hase meons ster
relenbon penods are mel
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sral Girgup
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- If the appraisal requires more work by the Appraisal
Creator, select the first grey button to send an email
to the Appraisal Reviewer for further work.

Slorage Appraissl

RECOMMENDED FIN POSMON DESTROY. This is the ekectronic recoeds database
conaining statistical data gathered in lem 1.1 (Trafic Counts). This datsbase is backed wp
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Appraisal NOT Complete

- This cycle will continue to repeat itself until the
Appraisal Approver has no concerns with the
archival appraisal and approves the appraisal.
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- If the appraisal is completed with all required information, the Appraisal Approver can approve the
appraisal:

= Press on the grey Approve this schedule button.
®  The Schedule Approval Process screen will appear.

ZhR55 - Micrasolt Inbermet Explorer =lEe
. . . . bk v+ - @3 A ; : By b -
=  (lick on the box beside the line that says This e e s iz O LE

appraisal is APPROVED. 0 ST

Spersor.
Prograen Name: Aged 10 - Easler Parade

| -Schedule Actons- =]

= Press on the Process Appraisal button.

Schedule Approval Process

Schedule ID; 2004005
Program Mame, Apdl 10 . Easter Parade

= A message will appear indicating the Appraisal
has been successfully updated.

Primary Organization:  Govamment Sanicas

Complated 05053003 30301 PM by

P This appraisal (s REVIEWED Z CBIS S ower

- The status of the schedule will change to Draft
(awaiting Signatures).

™ This appraisal is APPROVED

Process Appraisel
- An e-mail notification will be sent to the Schedule
Creator indicating that the archival appraisal has _ N
been completed. el G5 30| o Q] G pamse e ISR
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Departmental Approval
Request Departmental Approval by Schedule Creator
- Before a schedule can be submitted for approval, the Senior Program Manager (SPM) and the Senior

Records Officer (SRO) should review the schedule and apply their electronic signature to the schedule.

- Schedule status must be Draff (awaiting Signatures). (This status occurs once the Archival Appraisal is
completed and approved by the Appraisal Approver.)

- To provide departmental approval, the Schedule Creator has to invite individuals to “sign” the
schedule.

ZhR55 - Micrasolt Inbermet Explorer =lEe
. . . . | womok - & - D[ | Dsearch [alFeortes (Pristerr | - S [ -
- To invite signatures, from the Schedule Actions drop- — ssmleivs iemmes i . e BRI
Fle  Edt  Vew Favirter  Took el

Schedule: 00005 Sponsor. G5 | Schedule Achors- =]
Prograen Name: Aged 10 - Easler Parade
Reguest Feedback |

down menu, select Reguest Feedback. On the next
screen, from Select Selection choose Signatures. The
Display as field provides two titles: Dept Manager and
SRO. Select the appropriate choice.

Sigratures - s ac
Ragques | =I5 fur this schedule, Al Signahiras whtin Sysiom
Digplay as | Dept Mannger ) an the manu.

- RSS will list the individuals that are in the Signature
Group within the same organization as the Schedule

Creator. To see all the individuals in the Signature |

Group, press the button titled A4 Signatures within o s .

System. A complete list will be displayed in the Se/ect: e ! ——
] oeee | |y oot

box. Bt | AEE > @ || Dt | Bpser i, | Bosmert..|[Eres - e RRED zum

- For each individual, select the appropriate title and press the .Add button to the right of the individual’s
name. Note: the title selected above will be added to the To: table.

- Ensure the title and the e-mail address match.
- Use the Remove button on each selected individual if a particular individual is no longer required.

- Additional Notes — is the e-mail message that will be send to each selected individual. Additional

information regarding the departmental approval — Fimear 55 5 e s e o o o
. . . @ rerwp— v m———— " —y -
can be communicated in this field. T L L

- Send button will send the message to the
individual. A message will appear indicating that
the action was successful. Records Scheduling System

Feedback request has been sent

- Under the schedule number on the left menu
section, there will be a + in front of Signatures. A
line, with a title of SRO or Dept Manager will
display.

Please make a selection
frem the Menu or the
Actions dropdown list

- Under Schedule Actions — select Audit Trail to see
. . . .o [0 | |y et
activity to date. Activity is in reverse date order, B | D B > @ | Do | Wt lovomer [F - = e
however it is in chronological time order.

- An email notification will be sent to the Schedule Creator once the signature has been applied to the
schedule.
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Complete Departmental Approval by Signature Group

Only users who have been invited to provide a signature can do so.

Search function can help find the schedules that require the user’s signature.

On the Schedule Search screen, for Feedback e e ‘B
Request use the drop down menu and select e e - =
the appropriate user name. Press the Search

button and display all outstanding schedules Schedule Search

that the particular user has been asked to sign. Comparion v
The schedules are listed in reverse numerical
order.

Schodule Mumbar [cortaine =] |
Status [equals =] [-Select Stans =

Auithar wquils

Fredback Heguested fram

Pragram Name cordaing

Gamachs, Marilyne

Organication equals Seled Oigonration

Add the schedule to the left menu section by

clicking on the highlighted schedule number Tren e Creerene coren [ I ———
in the table.
@] pona [ | |a inbernet
o G2 8 B 0% 0 || oo o v G55 o | o] oo | REED A

The user has three options: provide
comments to the Schedule Creator about the schedule and/or items; indicate that they agree with the
schedule by placing their signature on the schedule; or provide comments and sign the schedule. To
provide comments and sign the schedule, the user would perform both of the options listed below.

If the user wants to provide comments:

® Click on the + beside Signatures on the schedule .klt--{l- £ 0| e o S : _— -:i
number in the left menu section. Listed under %= & s s o o B
Signatures are the titles selected by the Schedule ' Py A0S s
Creator (either Dept Manger or SRO). Select the Retponse
appropriate one. — 'W' — —

= Response Screen will appear and has an area to
provide comments. The drop-down menu
provides an opportunity to comment on the 4
entire schedule or on specific items. Select the T
schedule or an item number.

| |y e

] [ |
Eﬂter comments. Rstont] |20 & B > @ || Evtun oo, | Moo | B)ocamenz- . |[ETRES oo [(QEIL A sa0rn |

®* Do a Save before moving to another item or moving back to the schedule. If you do not save, the
information entered on the previous screen will be lost.

= As screens are saved, an option of having comments viewable after the schedule is approved is
available. Answer Yes or No. This option goes into effect after the schedule is approved. All
comments are viewable until the schedule is approved.

®= To move between the schedule and the response area, click on the schedule number or the Signature
title on the left menu section.

= Continue until all comments are added.
® Once the comments are completed, press the Mark Feedback Complete button.

= A warning message will appear to verify that the comments are really completed. There are two
options:
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> Press Mark comments as Complete button if the comments are complete. Once marked as
completed, the user will not be able to enter any more comments. (If further comments are
required, the Schedule Creator will have to invite the user to comment again).

= Press Return to Comments button if more comments are needed. The user will return back to the
response screen.

= A check mark v will be added to the right of the user’s title in the left menu section to indicate the
comments are completed.

® The Schedule Creator will receive an e-mail notification informing them request has been
completed.

- The SRO has the ability to note a disagreement within the system on the final disposition of any item if
they do not agree with the Provincial Archives.

® This function is only available to the SRO.

®  On the View Ifem screen, a second Final Disposition field is available for the SRO to select from the
drop-down menu which final disposition they would prefer for this item. (The final disposition
value selected by the Provincial Archives cannot be changed.)

. Ry
®= The SRO can only select alternative final [80 <5 0] O Qoo ot St | B & 8D - _
. .. . . | e ] e P x| e |[unes
dispositions before they have applied their b ca_ven_rovtn et

Schedule: 004005 Spensor. G5 [-Schacuia Actons- x|
Program Name: April 10 - Eastor Parade

electronic signature. Once the electronic signature
has been applied, the drop-down menu disappears.

Organuzationsl Chart  Other Esternal Fide

Schedule Relationships
{Hulaind Schuduls [Program Name

®= The ARMC group will see both final dispositions

97T Debtor's Assistance Boards s ralatad to 2004005

. .. 1936002 Financial Rugerting and Cortrol i relited 10 2004005

and will make the final decision at an ARMC P Aberta Agrcullursl Products Markebeg | o

i Counci s nriad ! J

3 19FTN2E Records Managemant Branch i3 ralstad fo 004005
meetlng' 1415746 PERSONNEL RECORDS SCHEDULE i supersedtd by 2004005

I | N N 1

CEGAL T MAMDRTE

- If the user wants to indicate that they agree with the

schedule by placing their electronic signature on the
schedule:

I

] e [
® The schedule should be loaded into memory. Click — Sl /&5 >0 | S| S| S R e REEIL 2o
on the schedule number in the left menu section.

* In the working area, scroll down to the bottom of the screen to the six blue buttons.

= Press the Signature button.

. . AR RS5 - Microsolt Inbermet Explorer =l
®  The Schedule Signature Process screen will appear. The — TEa== 005 au srman e b 55
. . . | Abess [ 8] des s ‘ " = Pw ||ws ™
user has a choice of selecting the type of electronic Do e o

28 Schedule 0040104002 Spemser G5 | -Schedule Actong- =]
Prograen Name: Minister's Office

signature they are applying. (SPM = Senior
Program Manager, SRO = Senior Records Officer).

Schedule Signature Process

Schedule IO 2004/010-A002
Frogram Name: Minister™s Office
Frimary Organization: Government Senvices

= Select signature type and press the Process Schedule

button. - Sebect the type o signature you sre proiding
Chick on the Process Schedule’ button.
= Message should appear indicating that the signature Satuns Typs
. ®SRO CSPM
process was successfully completed. An electronic F—

signature will be placed on the schedule.

- After both the SPM and the SRO have applied their o N
. . . Tene | | trteremt
electronic signatures, the schedule status will change to it | & I © || Eii o | Bt | W sz [[ETe oo (RO 5
Draft (awaiting Secretariat Review).
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- Actual electronic signatures are not viewable. (There is no button to display the signature information.)
- Select the schedule report to display the names and dates of the departmental approval.

- The audit history has a transaction for each request and completed response made for the schedule.

- An email notification will be sent to the Schedule Creator once the signature has been applied to the

schedule.

View Signatures by All Groups

- To view comments made by individuals in the Signatures group:
= Select the schedule through the Search function. Add schedule to left menu section.
=  (lick on the schedule number and on the + beside Signatures.
® The check marks v beside the titles under Signatures indicate that the comments are completed.
= C(lick on one of the signature titles.

® The system will display for each signature provider, their name, capacity, request dates (requested
and completed) and comments on the schedule and items
- Actual electronic signatures are not viewable. (There is no button to display the signature information.)

- Select the schedule report to display the names and dates of the departmental approval.

- The audit history has a transaction for each signature individual.

ARMC Review and Approval

The schedule approval process is divided in to two steps: the review by the ARMC Secretariat and the
approval by the ARMC Committee. The schedule creator will submit the draft schedule to the ARMC
Secretariat for review and comments. Once all the issues have been resolved, the ARMC Secretariat will
submit the draft schedule to the ARMC members for their review and approval.

Draft schedules can be approved at any time during the month provided that all ARMC members have
reviewed the schedules. If the ARMC Secretariat and ARMC members have no concerns with a draft
schedule, the schedule does not have to be brought forward for discussion at the ARMC meetings and the
schedule can be approved immediately. If, however, one or more ARMC members have a concern with the
draft schedule, it will have to be discussed at the next ARMC meeting.

_ _ Ie—_—. o=
Request ARMC Secretariat Review by e e e —
Schedule Creator : e S [ )

Prograen Name: Aggregstes
Request Fesdback

- Once a schedule has been completed and all
information/signatures provided, the Schedule
Creator can submit the schedule for review and

approval to the ARMC. L e | m |
- Schedule status must be Draft (Awaiting Secretariat P | |

Review) ot Deferred (awaiting Secretariat Review) if o i

previously deferred by the ARMC Committee. _ i | o

e care

[ [ et
st | LA B 0 || e |[Ensss e | Hooc. | e | sarwe S RAWR s

April 2004 Records Scheduling System (RSS) User Manual 40



- ARMC Secretariat needs to be notified when draft schedules are ready for ARMC review and approval.

- To invite the ARMC Secretariat Review, from the Schedule Actions menu, select Reguest Feedback. On the
next screen, Select Selection, choice Secretariat Review. The Display as field will be Secretariat.

- The table will have one entry. Press the Add button located to the right of the entry armc-
sec@gov.ab.ca and it will be added to the To: table.

- Additional Notes — will be added to the e-mail message that is sent. Additional information regarding the
schedule approval can be communicated in this field.

- Send button will send the request message to the ARMC Secretariat. A message will appear indicating
that the action was successful.

- Under the schedule number in the left menu section, a + will now be in front of Secretariat Review. A
line with the appropriate title will be added.

- Under Schedule Actions — select Audit Trail to see activity to date. Activity is in reverse date order,
however it is in chronological time order.

Schedule Review by ARMC Secretariat

- Once the ARMC Secretariat has been notified that a schedule is awaiting review and approval, they will
review the schedule and determine if the schedule I —
meets the established ARMC approval standards. If 22 8| O B G [ OH- R e
there are any concerns, the schedule will be sent back  pEm—
to the schedule creator for correction. This cycle can
be repeated as many times as required.

Fechedules to be Reviewed:

- After the ARMC Secretariat logs in, the Secretariat
Summary Screen will list the draft schedules that need
to be reviewed. There are three option available for

WEAIES | FNANGIAL SERVICES BRANCH - Chang
mat

Pund Commariy Baviee

g I s L T3}
each schedule:
®  Print — will produce a complete copy of the
schedule report; B T e
etort|| |2 @ B = D || ko .| Epoam...| Bt [[Enss - samon.. | TN, vy e, o
»  Comments — feedback comments related to — -
. . . 30 Dt werimptest gov.ab.cs res Teedback SECaspTed =2004,01 Thren =24 408summar == |
deficiencies in the schedule. rresa A A s 2L .-
Raspnnns /i p—
»  Review — all feedback comments and the schedule T — ,
creator’s replies can be viewed in a report format. B
- Each member of the ARMC Secretariat will review |
H

the schedule against the schedule approval standards
established by the ARMC. Any concerns will be
documented in the Comments section.

Your response [Z004M 7 =]

T - Racaipt of Matenals of Senices DFC 51
= Maotice of Commancemant of Employmant DPC 151
haen 03 - Trenswl Expionies Accounts

e 04 - Tedaphone lists

hien 05 - Corpry Sats

=
Mark Fepdback as complote ®SM Agprove |

5]
et | LA G @ || Fosinan..| ¥loomens...| Wjuserran...| §1055 e |[Fprrm. [RBE T i

toen 01
teen 02

= The top half of the Comments Response screen
shows the concerns that other members already
identified.

® The bottom half is used to enter new concerns. These concerns will be sent back to the schedule
creator for resolution. There is no need to repeat concerns already identified. Concerns can be at
the schedule level or at the item level. In the Your Response line, ensure the correct item number is
selected for the comments being entered.
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. e
= Once all ARMC Secretariat members have . TTre—— x| K
: : : [# | Bk - = - @ 5] | Dseorch [alFavetes (FHstery | - 06 B - ks ™
completed their review, the schedule creator will | -
. . Secretariat Review Summary
be notified. One of the ARMC Secretariat 1997/038-A00 1
members will click on the grey No#ify Creator Bl o o —
button located at the bottom of the screen. te, et O3RN, Resion o smanda w3 3888
ABRMC, Secretanat [O22003) Please wn spell chacker on the entire schedule. -
* An e-mail notification will be sent to the schedule  Wfuetcome parsecmemecss |
creator informing thern to review the draft AR, Secretaiat (TBO0031 Whal is the change thal you are making on this fem?

schedule and make the appropriate changes.

The ARMC Secretariat can view the comments by
clicking on the Review word beside the specific

schedule they wish to see. -

1 e [l :
Hsort| | AEE > o | Doosiedn.. | Boomet | B tion | £ mo [Ehiprm. QPED vzm

Reviewing ARMC Secretariat Comments

The schedule creator will need to review the comments made by the ARMC Secretariat and make
appropriate changes to the schedule or provide answers to their concerns.

Once the schedule is loaded on to the left-side menu, click on the + sign beside the Secrezariat Review.

Click on the title Secretariat. 'The Response screen will 8055 Hereat nerc oo —
ik e = - (] S| Dsewch [afFeertss (Jeeey | Ly Jb B - -

appear. | Aress (@] timor.revct ..o e i e < e ||
Fls [de Vew Faorbes  Todk el

Schedule: 2008017 Sgonsar. G5 [Scheduie Actions- =]
Program Marme. Program for the Disabled, Mestally Handicspped and all ether pecple

The top half of the screen displays the comments that
the ARMC Secretariat had on this schedule. The a5
bottom half of the screen provides the schedule creator e »
with an area to enter any responses or comments they By T T T =
may have for the ARMC Secretariat. -

Response

o

A report of all the comments made by the ARMC o spors G 3 N

Secretariat can be viewed by clicking on the zew A/ !

Secretariat Review Comments line at the top of the -
B e

Response screen. This report will include all cycles of
comments made by the ARMC Secretariat and the
schedule creator

EYT- s ere | #ioe.| Bjse.. | s2ew. FAWRE wzm
I

Mark, Feedback as complete Seve

, o 4 o
The schedule creator should review gll the. comments gnd -
make appropriate modifications. It is advisable to indicate
in the comments field that the changes have been made and if required, the rational for making the
changes or not making the changes.

Once the schedule creator has completed the revisions and documented the appropriate comments, the
schedule creator must close this request. Click on the grey Mark feedback as Complete button.

Respond according to whether to continue with the completion of the feedback. Click on the Mark

comments as Complete. A check mark v will be added to the right of the Secretariat title in the left menu
section to indicate the cycle is completed.

The schedule creator must now do a second request for the ARMC Secretariat Review. (See Request
ARMC Secretariat Review by Schedule Creator above.

This request and comments cycle can be repeated as many times as necessary.
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Submitting Schedule for ARMC Approval

- Once all members of the ARMC Secretariat concur that the schedule meets the ARMC approval
standards, it can be submitted to the ARMC Committee for approval.

- The ARMC Secretary will, from the Secretariat Summary ‘*ﬁr:-J
screen, click on the Comments button for the specific 1 — T—
schedule. st e 2 -

- At the bottom of the Comments screen, are four grey "
buttons. The Approve button is used to indicate that the A

schedule has met the scheduling standards and can move
on to the approval stage.

- Once the Approve button is clicked: L
pp Mok Footionch mh complate | Moty Cretor i

* The schedule status will be changed to Draff (awaiting — ‘asmiiaes » e | s | sy sy | o o QUEa

Approval).

"  The schedule will be removed from the table.
"  The schedule number will be added to the left side menu.

- The ARMC Secretary will click on the schedule numberon e
the left side menu and submit a request to the ARMC — A 8 G S S 298 L., =
Members to start their review and approval process for this
specific schedule.

T O Ve Freots Tok e

o =B Schedue 1P0ANA0  Sponsor G5 | -Schedsle Acsons- =]
Progeam Name: Consumar Debt Aepayment
Requast Feedback

2
chilp

I . Roquesa [FFC oo ] fon i scodule. bty s
- To invite the ARMC member, from the Schedule Actions ilog e[S 5 ] e e mem =
menu, select Reguest Feedback. On the next screen, Select

Selection, choice ARMC Review. The Display as field will have

a drop-down menu of all the ARMC members. ) T

1| |

- For each ARMC member, select the correct title, wait for >
the screen to refresh and press the ADD button to the right & : A —
Bow| | AE D >0 || Do .| Hooomet...| W |[Elnss - v RPEQD zoem

of the member’s name. Note: The title selected will be
added to the To: table.

- Ensure the title and e-mail address match. If they do not, [tr 200 8| Geer Groee G B S 8-
remove the individual with the wrong title and add them
again with the correct title.

- Use the Remove button on each selected individual if they are
no longer required.

Additiamal Notes:

[Flense npprove chis schedule. =
L]

e
- Send button will send the request message to the ARMC = ol -
members. A message will appear indicating that the action =~ #=//@@@xe me o wjmjme fuwl - HIURL

was successful.

- Additional Notes — will be added to the e-mail message that is
sent. Additional information regarding the schedule
approval can be communicated in this field.

- Under the schedule number in the left menu section, a + will now be in front of ARMC Review. A line
with the appropriate title will be added for each ARMC member that was selected.
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- Under Schedule Actions — select Audit Trail to see activity to date. Activity is in reverse date order,
however it is in chronological time order.

ARMC Approval Process

- Each ARMC member will be invited to review the draft schedule that is ready for approval. Once the
ARMC member has been notified that a schedule is awaiting approval, they will determine if it needs to
be discussed at an ARMC meeting.

_ 1 1 1 TyR5 - Ficrosolt Intermet Explorer almlx
After logging in, the ARMC ummary screen Wil the B o
displayed. The screen ahs two sections: e z ew o>

| Fe Bl vew Fartes Tock  Heb

= Schedules to be Reviewed —showing the schedules
that the ARMC member has yet to review.

Sghedules to be Reviewsd:

LA MA Aainal mourty Dhssr | Pt

= Schedules to be Approved — showing the schedules
that the ARMC member has reviewed but have

not yet been approved by the committee.

ARSI (95 | Coneurnat DAM Baparmant Pl

to baEpp
AR 01 L Prattica Rastie Preca amating Appreeal)
LSBT a001 (€ | FINANCIAL SERVICES BRANCH  CAmmget At | Dalaned maring Azpsonal)

- The Schedules to be Reviewed section has three options

IR NN ] T 1
for each schedule:
= Print Schedule — will produce a complete copy of T —
the schedule report; Bt |1 65 > @ | G| B | B |50 QUL o

»  ARMC Comments — feedback comments related to deficiencies in the schedule.

= Secretariat Review — all feedback comments by the ARMC Secretariat and the schedule creator’s
replies can be viewed in a report format. It is advisable to review this area because some of the
questions the ARMC member has may have already been addressed in the Secretariat review.

- To enter comments once the review has been completed, the ARMC member will chick on their name
in the ARMC Review list on the left menu section. . .
Any concerns will be documented in the Comzments I B P e ‘m-; x
section. | B

= Response Screen will appear with two comment
fields. The first one lists all the comments
already provided by ARMC members. The
second field provides an area for the ARMC
member to enter comments.

rammed by the ARMC Secretscist.

=l

Dows this schaduls nead b be Sacusasd o the noxl ARME mesting?  © Yes & No

&s Mars Feadback Complets G
s |2 @ S @ | ik | Bjoooen, | Mmersu | dnss e |[Etpim- (RE DR s

=  Enter comments in the second field.

*  Under the comment box, is a question: Does this
schedule need to be discussed at an ARMC meeting?

If there are no concerns or questions, select NO to the question. (The schedule can be approved
outside of an ARMC meeting.)

If there are concerns or questions, select YES to the question. The schedule will be discussed at the
next ARMC meeting.

* Once you have finished entering all the review comments, press the Mark Feedback Complete button
located at the bottom of the screen. A warning message will appear to verify that the review is
completed.
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Press Mark comments as Complete button if you are completed with the review comments on the
schedules.

If you want to go back and enter more comments, press the Rezurn to Comments button to return to

the response screen.

When the ARMC member has marked their comments as complete, the schedule will be removed
from the first section and added to the second section — Schedules to be Approved.

" A check mark v will be added to the right of the T il
y - . . e o QD G Bt (Eieores (Goamry | - b R - ER
membet’s title in the left menu section to e T
indicate the review is completed. Schedul °
Schaduls Praquam Mama )
The ARMC Secretariat will review schedules with a st ey o Rogpes Comptons
status of Draft (Awaiting Approval) to determine TTEmCTTTETT
which schedules have been completed by the SEG oo 3
ARMC Review Group. A report is available to e Mot Ee T
identify which schedules have been marked for 600 s [t st
diSCU.SSiOﬂ at ARMC meetings. 0010064001 Praciice Ruvlow Process Eamers
Status: Drat (swsiting Approval] Raquestiz3  Complate: 2
. ARMC Reviewor 1 This amendment is good and | think it should be appeowed
®= From the left menu section, select Reports T T T

option. B R

B[ A BT >0 | D s || @ | s [F [ AR s
Under ARMC Reports, select the blue Schedules
Reguiring ARMC Discussion button.

A report will be generated that lists all the schedules that have been marked for discussion and also
lists the comments made by ARMC members.

The ARMC Secretary will use this report to determine which schedules must be placed on the
ARMC agenda.

The ARMC Secretary will also determine which schedules do not have to be discussed at an ARMC
meeting and can be approved immediately. (See section Approve Schedules.)

Each ARMC Member will be responsible for bringing a copy of all schedules listed on the agenda for
discussion at the ARMC meeting. The schedule numbers will be placed on the agenda but a copy of
the schedule will not be in the ARMC package.

At the ARMC meeting, the ARMC Sectetary will document any questions and/or comments the
ARMC members have for each schedule. After the meeting the schedule's status will be changed.

ARMC members will discuss the schedule and if all questions or concerns have been resolved, the
schedule will be approved. See section Approve Schedules.

Schedules with minor concerns can be approved pending clarification. (See section Approve
Schedules Pending Clarification)

Schedules that have major concerns will be deferred. (See section Defer Schedules.)
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Approve Schedules

- Only the Chair of the ARMC can approve a schedule

=8l x)

. . . L . | ach [alrwvortas (Joamory | (- b [ - [ = |
electronically in RSS. This process is the same as wWith s i i i s =l 0w

| Pl DR Vew Favokes Tos M

the paper version of a schedule.

- The ARMC Secretary will notify the ARMC Chair of
schedules that do not need to be brought forward to
an ARMC meeting for discussion and can be

approved.
- The ARMC Chair will:

Schedules to be Reviewed:

®  From the ARMC Summary screen, select and add
the schedule to the left menu section by clicking
on the highlighted schedule number. Only three
schedules can be placed in the menu at one time.

L] [ [ inkeemen
Wstort] | DB E ¥ 0 || Firbex- . | Mlooamen. | #omer [[Flrss - i, | [Q@EIS sam

® Bring the schedule into memory by clicking on the schedule number on the left menu section.

= At the bottom of the schedule display screen, there are 6 blue buttons, one of them being Approval.
Select this button.

2§t - Microsolt Intesmet Enplarer i8ix

) ;um--.gﬂg-am_g-mmé-aﬂ-
= The Schedule Approval Process screen will appear. o [ o ZEe|ju
There are four schedule statuses listed: Draft RO ERRIO | St o 220 oo PRI
| = | =l

(Awaiting Approval), Approved, Deferred and Pending.

Drvesion Houging & Consumes Afisirs
Unit Conurmar Dokt Rugagmant
Laeatien 1 A0155-102 Strat, Edensnte

® The system will also list items where the Provincial
Archives and the Senior Records Officer do not
agree with the final disposition for specific items.
These schedules would have been discussed at an
ARMC meeting to resolve the final dispositions.

r Other External Fil

Schedule RG|!||0I’|9|\|D!

199703 Consurmar Dubi Foapaaymant EETAB.M01 15 8 M

4444 e

= Select Approved by highlighting the selection and R
press the grey Process Schedule button. T P T T R sam

® The system will display a message stating that the approval process is complete. The schedule
status has been changed to Approved. For amendments, the original schedule will be cancelled.

= If previously approved schedules have been identified on this newly approved schedule as being
superseded, the system will check to see if there are any records stored at the Alberta Records
Centre. If there are records and the items have not — Tea 27575 5 Gsa Seem s o 2 -
been superseded, the schedule status will be e e 8 m:' S
changed to Expired. If there are no records or if Bl | 7 G s S
the items were superseded by the new schedule
items, the schedule status will be changed to

Cancelled.

=l#i =l

Schadule Appraval Process
Schedule 10 1997/038-A001
Frogram Mame: Consumer Debt Repayment

Sponsor. Government Sendces

Schedule Status

Detenred (owating Aapeoval)

- An e-malil notification will be sent to the Schedule
Creator indicating that the ARMC review has been
completed.

Detamad
Pondng

Ering Forward Date
I
Procaes Schedule |

- The approval transaction will be added to the Audit o .
. . . . . LAl [N T
History indicating that the ARMC Chair has placed ]| 0 B > 0 || G | B | S [ RO o
their electronic signature on the schedule.
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Approve Schedules Pending Clarification

The ARMC can approve a schedule pending clarifications if they have some minor concerns with the
schedule and do not think these concerns should hold up the approval of the schedule. The ARMC
Secretary will convey the concerns to the Schedule Creator.

Add the schedule to the left menu section by clicking on the highlighted schedule number. Only three
schedules can be placed in the menu at one time.

The ARMC Secretary will enter the comments that require some action by the Schedule Creator.
= (Click on the schedule number on the left menu section
= (Click on the Comments field on the first schedule screen.

= Comments data entry screen will appear and the Secretary will enter the concerns of the ARMC
members.

= Click on the Save button when all concerns have been entered. Not doing a save will result in the
information entered being lost.

The Secretary will notify the Chair of the ARMC that the status of the schedule can be changed to
Pending.

The ARMC Chair will:

®  From the ARMC Summary screen, select and add the schedule to the left menu section by clicking
on the highlighted schedule number. Only three schedules can be placed in the menu at one time.

® Bring the schedule into memory by clicking on the schedule number on the left menu section.

= At the bottom of the schedule display screen, there are 6 blue buttons, one of them being Approval.
Select this button.

®  The Schedule Approval Process screen will appear. There are four schedule statuses listed: Draft
(Awaiting Approval), Approved, Deferred and Pending.

= Select Pending by highlighting the selection and press the grey Process Schedule button.

® The system will display a message stating that the process is complete. The schedule status has
been changed to Pending.

The approval transaction will be added to the Audit T S8l
. . . . . bk = = < D) (7] | Disesch [ajFworter Pty | e O B - -
History indicating that the ARMC Chair has changed = sl e e = o Juie®

W -] Scheddlo: 13TOMWA0N  Spensor; G5 [-Schedule Actions- =]
Pragram Mame: Censumer Dbt Repayment

the schedule status.

Schadule Appraval Process
Schedule 10 1997/038-A001
Frogram Mame: Consumer Deot Repaymant

An e-mail notification will be sent to the Schedule
Creator indicating that the ARMC review has been
completed.

The Schedule Creator will:

Sponsor. Government Sendces

Schedule Status

Credered (awating Aapeoval)

= Review the concerns in the Comments field. .
Procass Schadus

= Make appropriate changes or provide
1 pP p . § p ] I
2 pone. [ & e
CXp anations as requlre : iston]| 20 8 B || o] ot | Wit [0 - e RWYETD 2mm

® Notify the Secretary that the changes and explanations have been completed as required. See
Request ARMC Secretariat Review by Schedule Creator.
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- The Secretary will review the changes made by the Schedule Creator and if all concerns have been
addressed, will ask the ARMC Chair to approve the schedule. (See section Approved Schedule.)

- If all the concerns have not been addressed satisfactorily, the Secretary will repeat the above process.

- If Secretary feels that the changes and/or explanations have raised more concerns, the Secretary may
decide to bring the schedule back before the ARMC.

® The Secretary will document the new concerns in the Comments data entry screen and notify the
schedule creator.

® The schedule creator will try to address the concerns and will send a notification to ARMC
Secretary for approval processing.

®* The ARMC Chair will be notified to change the status of the schedule to Deferred. See Defer
Schedules.

Defer Schedules

- The ARMC will defer a schedule if they have major concerns with the schedule. The ARMC Secretary
will convey these concerns to the Schedule Creator.

- The ARMC Secretary will retrieve the schedule.

*  From the ARMC Summary screen, select and add the schedule to the left menu section by clicking
on the highlighted schedule number. Only three schedules can be placed in the menu at one time.

® Bring the schedule into memory by clicking on the schedule number on the left menu section.
- The Secretary will enter the comments that require action by the Schedule Creator.

= (Click on the Comments field on the first schedule screen.

= Comments data entry screen will appear and the Secretary will enter the concerns of the ARMC
members.

= Click on the Save button when all concerns have been entered. Not doing a save will result in the
information entered being lost.

- The Secretary will notify the Chair of the ARMC that the status of the schedule can be changed to
Deferred.

- The ARMC Chair will: T — |
[ etk < = - @A) 4| @oewch [alFovartes ooy | U5 3 - [ & |
ke [i] cex s e 7] oo |[unks ™

®  From the ARMC Summary screen, select and add e_tn v _re ok
. . . WO =) Schedole: 197OEAD01 Spensor GS |-Sehedute Actians- =|
the schedule to the left menu section by clicking B |
on the highlighted schedule number. Only three
schedules can be placed in the menu at one time.
® Bring the schedule into memory by clicking on
the schedule number on the left menu section.
hson] | A B B @ || B, | Hooamen..| #omsn [[Srss -1 'Q‘;Tama s
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= At the bottom of the schedule display screen, there are 6 blue buttons, one of them being Approval.
Select this button.

®  The Schedute Approval Process screen will appear. There are four schedule statuses listed: Draft

(Awaiting Approval), Approved, Deferred and Pending.  prememmmemmrs S
| wemok - = - D[] 2| Dseorch [alFmetes (FHsterr | [y Cb B -
*  Select Deferred status by highlighting the selection e & e —

28 Schedule 1900200 Spemtor G5 |-Schedude Actons- =]
Pragraen Name: Cerpuner Detd Regayment

and press the grey Process Schedule button.

Schedule Approval Process

® The system will display a message stating that the
approval process is complete. The schedule status
has been changed to Approved. For
amendments, the original schedule will be

ot Dbl Repaymernt

Government Services

Schedule Status

cancelled. E
Bring Forward Date
- This transaction will be added to the Audit Histor R
y Process Schedule

indicating that the ARMC Chair has changed the
schedule status.

| tterens

] pene.

Boet| | A BT >0 || BT e [ W e [e0]  EAORE

- An e-mail notification will be sent to the Schedule Creator indicating that the ARMC review has been
completed.

- The Schedule Creator will:
® Review the concerns in the Comments tield.
= Make appropriate changes or provide explanations as required.

® Resubmit the schedule for approval by the ARMC. (See section Request ARMC Secretariat
Review by Schedule Creator above.)

Create an Amendment to an Approved Schedule

- There are three types of amendments:

® Minor amendments which include changes to the such as changes to date ranges, reallocation of
retention periods (without increasing the overall retention period), minor changes to the brief
history, purpose or legal mandate fields,

® Major amendments that require an archival appraisal for such as adding a new item, changing the
final disposition of an item and making significant changes to the item description.

*  Major amendments that do not require an archival appraisal for changes such as increases and/or
decreases in total retention periods, closure criteria and major changes to items.

- A Schedule Creator can create an amendment for an approved schedule providing the Schedule Creator
belongs to the same organization as the approved schedule.

- After selecting the schedule and bringing the schedule into memory, the Schedule Creator will, under
Schedule Actions, select Create Amendment.
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- The Create Amendment screen will appear.

255 - Fecrosm Isemek B I
- Select the appropriate Amendment Type — Minor or e i [jme®

Major. . u- w:;; TSR Sposor CU Ty — |

Progeaem Nasne. Al Collections - Curstersl CanPublic Accass

- For a major amendment, a second question will appear Fros o

asking if an archival appraisal is required. Respond — s o o it et et e
- The Reason for Amendment field should be completed T .

with a summary of the change requirement. (This field R

is also repeated for each item.) -
- Two options are available — Create the amendment or —— =

Cancel the amendment. Use cancel if you do not want ~ § : =

Bew| [ ASE P @ || Freom| Sosomce. | By [ RO v

to proceed with the amendment.

- Create the amendment will generate a new schedule. All information on the original schedule will be
copied over to the amendment. The Review, Signature and ARMC Review comments will not be
copied over because this data has to be generated as part of this new amendment.

- A copy of the approved schedule will be made. The schedule number will be the same except that an “-
A001” or the next sequential number, will be added to end of the schedule number.

- The amendment schedule will automatically be added to the left side menu.

- If three schedules are already loaded on the menu, a message will be displayed saying the menu is full.

Close one of the schedules and do a search to 5 pIrmm—————— i xElE
1 | #Bb || i - - - (D F - Cretery | [ae b [ -
retrieve the amendment schedule. e D0 5| Quvor Garmarw sy | B O B %“»

SCHEDULE ADMINISTRATION

- All information from the approved schedule will be

e
b

Type:

copied to the amendment including archival B

appraisal, opinions and external documents. A cm;:;mm

schedule relationship will be added in the Re/ated e vt Deltprwd o)
AWIMino)  J04016 May 03,2008 4

Mirsn it 1 prviods for dom 4

Schedule area to supersede the previously-approved
schedule.

ANDMyge)  FMOISANL My 0LmO 3
Reeasom for Amendment: 430 [tems 3 to coves the copy sets

ANGMues)  HMAOI6.A0
Roeason for Amendment: Major smevdment to chisge the gaogram history

T

- The amendment history will be documented on the
schedule report.

Sehedule Transfer History
Nane

Sekedule Caneellatisn Hivary

[N ——

— b
® it

et | 2 8 ] B o || Eivboe - B i | et | @5 v [t [CRRIEED o

H
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Minor Amendments

- The status of the schedule will be Draft (Awaiting Signatures).
- Make the changes as required. See Editing a

B rs5 - Microsolt Intermet Explorer =lElx
Draft Schedule. [tk 4~ @ () 2| Do lrmtes bty | - 3 B -

| e [0 i sh.cale d b d_hem, w6 =] P ||uds ™
| Fa Edt Vew Feertes Tock  Heb

Schedule: 1980162001 Rem: 105 Spenser CU | Schedule Achors =]
Prograen Name: GAl Cellections - Cursborial CarePubbe Access

- For item level changes, after making the required
changed, enter the description of the change in
the Reason for Amendment field. It is not
necessary to put an asterisk after the item number.
The system will automatically generate the asterisk
for each item that has been amended

Edit temn

tern Id

Titia

[Collechons - Occumence Feparts

Description Reports oF any cccurrence relating to damage o theft of arfacts, Thes

Becomes an mportant part of the collection o artfaer’s story. this makes

this enaterial essential to the masmtenance ofthe colictions. ®5I0 means

“Adter dtaceescion and depasal of collection(s) or objects.” TGAI=t be
snamtamed by service prondss as culbural property undsy the tevmns of L]

serace agreenvt LialE
[ 0 |
Dain Range [fessmdee -
- Once the changes are completed, the schedule i ke
creator should ask for a review by Information ed  Bogn Bitcin B woo e, ]

Legal Referanca |

Management Branch.

FOIP Refererce | |

- If Information Management Branch agrees with e £ > © | Do, | Bownet. | B [ .';;TQI s
the changes, they will indicate their concurrence in e oo PR T e e e
the feedback comments field and mark their feedback ,Wm. ————
as completed. (See section Reviewer Feedback) for
information on completing a review. =
Amendrrent d
- If Information Management Branch has a concern

with the amendment, they will document their o —
concerns as feedback comments under the o |20 B > @ || oot Bt | Bl v [ vaee ROET sam

REVIEWS on the left-side menu.

® The schedule creator will have to respond and make the required changes or provide more details
on the amendment.

= Schedule creator will resubmit for review and concurrence.

- Once the review has been completed, the schedule creator will obtain internal signature from the Senior
Records Officer. Minor amendments do not require the Senior Program Manager’s signature.

- The schedule creator will then seek schedule approval from the Secretary of the ARMC.
- For the amended schedule, click on the Schedule Action drop down menu.

- Select Request Feedback.

- Select ARMC Review.

- The title should match the name of the ARMC Secretary.

- From the table, select the appropriate e-mail address.

- Enter any additional comments as required.

- Click on Send Request.

- The Secretary of the ARMC will review the amendment request and:

= Approve the amendment. The system will automatically cancel the previously approved schedule.
The status of the amended schedule will be changed to Approved; or
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=  Defer the amendment. The Secretary may have some concerns that will be documented to the
schedule creator in the COMMENTS field. The schedule creator will provide the addition
information and resubmit the schedule for approval. For further information on processing a
deferred schedule, (see section ARMC Review and Approval, Defer Schedules.)

- An e-mail notification will automatically be sent to the Schedule Creator informing them that the
Secretary's action is completed. The Schedule Creator should view the amended schedule to determine
the schedule status.

Major Amendments Requiring an Archival Appraisal

- The status of the amended draft schedule will be Preliminary Draft. All information from the approved
schedule will be copied to the amendment. A schedule relationship will be added to supersede the

11 955 - Microsolt Inbermet Enplorer alEix
original schedule. T
| Aebess [0 eep sbca =155 b dt_em, wi6 =] oo ||Lnks ™
. b b1 | P Edt Vew Favorter  Took  Hel
- Make the changes as required. (See section Editin T —_—

Prograen Name: GAl Cellections - Curatorial CarePubbe Access

a Draft Schedule.) Reasons for change will also be
documented in the Reason for Amendment field.

Edit temn

tern Id

Titia

[Collechonrs - Dccurencs Fepors

- Ifanew item is being added to the schedule, select

Reponts of any accurrence relating b damage or theft o arfacts, Thet

Description
DAY TEXT
Becomes an important part $Ethe coltction or artfact's bstory. this makes

Create Item from the Schedule Actions drop- it e e s e colchons S0 s
down menu. Once all field are completed, save the P e S
item. Click on the new item number from the left- T — . LE
side menu and scroll down to the bottom of the Meda R Paper i B v T
item information. Complete the Reason for togunacs | =
Amendment ficld. o | Fe——
| Elikos .| vt | Bt |[Ers5- e REET smm

- Once the major amendment is completed, the Concumsecs Condins by AEHCTord wien corend s mins
schedule creator can ask for a review by Information ot S
Management Branch. -

- The Archival Appraisal will have to be updated. The e o j
schedule creator will request feedback from the
Appraisal group to update the archival appraisal. (See —— —
section Request Archival Appraisal.) Bson] |2 B E > © || Evbor | Bt | @i [F555 v | ReEd e

- Once Archives have completed their portion, the schedule status will automatically change to Draft
(awaiting Signatures).

- The schedule creator will obtain signatures from the Senior Program Manager and the Senior Records
Officer. (See section Departmental Approval.)

- The schedule will then be sent to the ARMC Secretariat for review and approval. (See section ARMC
Review and Approval.)

Major Amendment NOT requiring an Archival Appraisal

- The status of the schedule will be Draft (Awaiting Signatures). All information from the approved
schedule will be copied to the amendment. A schedule relationship will be added to supersede the
original schedule.

- Make the changes as required. (See section Editing a Draft Schedule.) Reasons for change will also
be documented in the Reason for Amendment field.
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Once the changes are completed, the schedule creator  prrmmmmms Sl

| weBak - = - D [F] | Poeweh [wlFovetes Sriterr | [Ty Lb [ -
prapon 150 .

should ask for a review by Information Management — juwfe:
Branch, PAA (Wayne Murdoch) and ARC (Uli Will). -

de_em, wis =] oo || ™

Favirts  Took el

Schedule: 1980162001 Rem: 105 Sponaer CU | Schedule Achors =]
Prograen Name: GAl Cellections - Cursborial CarePubbe Access

Edit temn

tern Id

Titia

If the reviewers agree with the changes, each reviewer
will:

® add aline in the COMMENTS field (located on

[Collechons - Occumence Feparts

Description Reports oF any cccurrence relating to damage o theft of arfacts, Thes

Becomes an mportant part of the collection o artfaer’s story. this makes
this enaterial essential to the masmtenance of the coliections, =50

. . . . “After deaccesnon and deposal of collection(s) or objeces,
the first screen of the schedule) indicating their ’,'l?‘;'l.‘."';;‘.‘;’:i’,“"”’“":“’ bs exturl popeny e e vorusof | .
concutrence with the amendment. ————— [« ]
oo i -
=" The reviewers should also mark their feedback as Meda B B B By |

completed. From the left menu section, click on
the + beside the Review title.

Legal Referanca |

FOIP Refererce | |

P o
—> Click on the appropriate review name Oomomrecs Comlrn by AR i e riied
underneath the Review title. M'DI [t
> Press Mark comments as Complete button. There is
no need to enter comments here as the comments prov i j
were already entered in the COMMENTS field on
the first page of the schedule. f “ _— =
Hston| | A E D @ || Evtorn | et | Bt [[Ess - REEA o

> A check mark v will be added to the right of the
reviewer’s title in the left menu section to indicate the review is completed.

= An e-mail notification will automatically be sent to the Schedule Creator informing them the
review is completed.

If one of the Reviewers has a concern with the amendment, they will document their concerns in the
COMMENTS field on the first page of the schedule and mark their feedback as complete under the
Review on the left-side menu.

® The schedule creator will have to respond and make required changes or provide more details on
the amendment.

= Schedule creator will resubmit to obtain concurrence.

Once the reviews have been completed, the schedule creator will obtain internal signatures from the
Senior Program Manager and the Senior Records Officer. (See section Departmental Approval.)

The schedule will then be sent to the ARMC Secretariat for review and approval. (See section ARMC
Review Approval)

Transfer a Schedule

Draft Schedule Transfer

The Departmental Administrator can transfer draft schedules from one Schedule Creator to another
Schedule Creator in the same organization or another organization. Draft schedules are schedules with
one of the following statuses: Prelinzinary Draft, Draft (awaiting Appraisal), Draft (awaiting Signatures), Draft
(awaiting Secretariat Review), Draft (awaiting Approval), Pending and Deferred.

The Departmental Administrator can only transfer draft schedules created for their organization.

The Transfer Schedules option is listed under Syszerz Utils on the left menu section.
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After clicking on Transfer Schedules, the Transfer Schedules (Assign new creator) screen will appear.

The Department Administrator can transfer one draft schedule to a new owner or all the draft
schedules from one schedule creator to a new schedule creator.

To transfer one draft schedule:

Enter the schedule number and press the blue
Search button.

The system will display the summary schedule
information and provide a drop-down menu to
select the schedule creator who is to become the
new owner of the schedule.

Once the new schedule creator has been
selected, press the Transfer Selected Schedules
button.

The system will produce a message stating the

il
| bk = - (D A Dsewch [aifwetrs (Prieey | Py S -
| Bekess [ it fvewan.rimpeest. gov. ah.calrssinden. ascde by =headertiscimats ansfer creshorkemad) ] oo | [Lnks ™
Favarbes  Took o
Transfer Schedules (Assign new creator)
Schadule No. or Creator ID G717 —i
Curmant Craator: Ted Shapheed
20111z P —— =
¢ [ 3 7]
PBerwr Creator | Traiming - esght (1451} '|
| il
[T tene [ [ et
Mstort| | T D = @ || Elirbe M| BDocment... ng«-m...[.:_]ngs-m_ L] " Hille BT

transfer has been completed successfully and the summary schedule information will be updated
showing the new schedule owner. (The system will display the owner Id number not their name.)

To transfer all draft schedules to a new schedule creator:

Enter the schedule creator id number and press the blue Searvh button. (To find the schedule
creator id, use the User Maintenance function to view the schedule creator information. The schedule
creator id number is located at the top right corner of the working area.)

The system will display summary schedule
information for each of the schedules assigned
to the schedule creator.

At the drop-down menu beneath the summary
schedule information, select the new schedule
creator that the schedules will be transferred to.

Once the new schedule creator has been
selected, press the Transfer All Schedules button.

The system will produce a message stating the
transfer has been completed successfully and
will give a count of how many schedules were
transferred.

Transfer of an Approved Schedule

=lalx
=l cw [ws ™
ransfer Schedules (Assion new creator)
Schedule No. or Craater 10577 -
Cumert Crestor. Maureen Goulet
Schedule Program ___________________[Creator |Status |
M43 Canhaat Claima and Eesustier LAl R Lo
20011138 Cantiast Claims and Easusitier L Pralimiraw Diarm
I | < 3 3
e oot TN~
1 ]
(@) vene | |y e
Hsort| | AEE > o | Brten| Bt | Blueron,. |[E7055 - e QUL suen

This process is used to request the transfer of an entire approved schedule or portions of an approved
schedule to a different organization.

If only some items of an approved schedule are to be transferred, the system will copy the schedule
information, transfer the identified items and assign a new schedule number. The original schedule will
retain the same schedule number, schedule information and will contain the remaining items. The
transferred items will be removed from the original schedule.
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- Once the request has been completed, it will be r—— EE
ot~ =+ - @ ) 2| Prsomh GalFometrs Civery | - 6 D -
forwarded to the Secretary of the ARMC for ] — e
. Fle  Edt  Vew Favortec  Took el
approval. Once approved, the transfer will be Schd WOEE G 00
. . Prograen Name. Sersors’ Advisory Counca far Albers
completed automatically and the user will be
notified via email. If the request is declined, the
transfer will be cancelled and the user will be

notified by email.

- Oanly the Senior Records Officer (SRO) has the
feature to request the transfer of approved
schedules from one organization to another

View Schedule Schedule:

Creation Date 11152000 3:38:57 PM Bring Forward Date HA

© Functions Schedde @ Non-Functional Schedule [MStFseny

Prograe/Serce  Seniors’ Adwsery Council for Alberta
Schedule Calegory New
Schedule Type Qe Time

Dimsion Saninrg’ Aassey Council for Abaria
Unit Saninrg’ Aassey Council for Abaria
Lacstion eia 7eh flanr, Standard Lés Contrs, 10405 Jaspar Avenus, Edmonton

Orgarezational Chart  Other External File

Schedule Relationships

organization. tacd Schedut [Program ame Rl
CLEer 15 relabed fo 190E/005. =l
. S o L
- The SRO must have authority over the organization — ms/@& 6> | S| S| B [F RUED wam

for which the approved schedule is being transferred from.

- The SRO will select the schedule that is to be transferred by using the Search screen and bringing the
schedule into the working area.

- At the top right corner of the working area is the

. AR5 - Mcrosolt Inbernet Euplorer alaix]
Schedule Actions drop-down menu. Select Transfer 20201 Qe e Yo |3 S8 o
Schedule. The schedule transfer is divided into three s o
DRPPR - | =cteduie 19658005 Spossor. CU |-Schedule ctons- =]
Steps. - Progeam Name: Seriors’ Advisary Council for Albarta
Request Schedule Transfer - Step 1 of 3 _.u.l_l
ﬂ:xﬁ;nxa;:ihuexnl the tranaler »[:vr.hr ;:‘:::m v aperion ofa E
= The first step provides summary information on e et e RMC o it '
. o . . 3y s o b =
the schedule and a history of transfer requests for Rl s J
be notified by el =
the schedule. At the bottom of the screen, the -
outstanding transfers will be listed and the blue o
New Transfer button is located. Click on this i -
- Comenunéy Development (FPramary)
button to create a new transfer request.
History of Transfers
P - . =l
[Egees © et
iset] [ B B 5 0 || B Blosmmer.| Bhvechin. [[EF o QYLD
u ‘History of Transfers
Tiequert Date Stanzr  Comments Trems
* In the second step, the SRO will select the . - |
organization that the schedule will be transferred to. g aip. 225 20 e ome a8 ol
Select the primary organization and any additional e g
. . . . Program Name: Sariors" Advisary Caunc for Alberta
organizations that will be using the schedule. — El
* From the table, highlight the organization that the
schedule will be transferred to and press either the
Add Primary Org or Add Additional Org button. The p—
schedule must have a primary organization which is
responsible for managing the schedule. Additional
organizations are used when a schedule is shared L ! N . E—C— |
between more than organization. o Fe——
Wstart| | B > @ || vt m. | Ejocament...| Bse s [[E]nss e YLD amem

® Once the new organizations have been selected, press the blue Continue button. (The blue Back
button beside the Continue button will go back to step one.)
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The third step allows the SRO to select the items that are to be transferred. Selecting the grey Add

All button will select all the items to be transferred — s izl
i - . bk s o - (D[] AY| Disewch GlFsertes (Sraey | Dye b B =
to the new organization. To select only specific Rl ' : EESVLL
items, click on the item number to be transferred. s e O ErrT
Once the screen has refreshed, click on the grey RequestSchcule Transter -Step3 of3
Add button' !\'r'rr'.lnhlrm".:\'.':('::r‘ll:j :::yl:‘:n'.’wlnnal and dsplay
Items to be transferred will be listed in a table at the "
bottom of the screen. Use the grey Re;@w button e
to remove any items that were selected in error. ) ] e ] ) i) 2
A | Addn | | P || emoil | 1
The Comments field should be used to document the .
details for this transfer and what event required this 8 -1, — el
schedule transfer. These comments will be added —r T T T ST !
to the COMMENTS field on the first page of the _J i I
schedule and will serve as an audit trail of where this = 2 e
Beet| | A B E > @ || Blreen| Bosomers..| Bomrin |[Elrss -ree XYL wam

schedule have moved.

Click on the blue Send Reguest button. An e-mail notification will be send to the Secretary of the
ARMC informing them of this request.

A record of this request transaction will be added to the Audit History table.

- The Secretary of the ARMC will receive the e-mail notification and will log into the system.

The Secretary of the ARMC will select the schedule that is to be transferred by using the Search
screen and bringing the schedule into the working area.

At the top right corner of the working area is the Schedule Actions drop-down menu. Select Transfer
Schedule.

5 1ot B rs5 - Microsolt Intermet Explorer ==
The Transfer Requests screen will appear listing N —
the outstanding transfer request. Click on the L B = s =l &0 =

Favirts  Took el

Schedule: 1996005 Speenen; CU | -Schedule Actong- =]
Prograen Name. Sereors’ Advisory Councd for Alberla

highlighted date to obtain the transfer details.

Transfer Requests

The Transfer Acknowledgement screen will appear
displaying the items to be transferred and the

Schedule
Humbes 1am003

intended organizations that they will be Pram N S At G b e

transferred to. [ ety Dot P

The Secretary of the ARMC can either e —— .
acknowledge or decline the transfer request. A e e O
comment field is provided for the Secretary to o ne

enter any details. These comments will be O — ——
added to the e-mail notification that is sent to M| 65 5 || Bitvn] Bt | @ [Er-sa et | (RO i

the SRO at the end of this process indicating if the transfer was successful or not.
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To acknowledge the transfer, click on the blue Acknowledged button. The system will process the
transfer and indicate that the transfer was completed successfully.

The new schedule number will be displayed if the transfer was for some of the items on a schedule.

The schedule information, including the

. . K . R m'_’s TR g v g e ol e, b i = 1 - AUNDE Beview, — mﬂrﬁ
archival appraisal will be copied into the new — [w.lc = 933 e G o |0 S L fher
: e el s el 3
schedule along with the identified items. The N ™ Mz =
items numbers will remain the same. The Sl Trancie sy -
. P . Sehedule Subwit Dase Status Dase =
transferred items on the original schedule will A S S o e e ~
RMC Reviewer LARMEC QAOL200T) Commerts Ho 1 will not
be removed' appreved shis transfer Find o were & really belongs and then let ne know,
S hedule Submmit Date Status Drase B
. . . 1A AN May04 3000 Completed May i, 3003
If the entire schedule is being transferred, the T Commn R0 SIS SO Comee Tt b bt N
schedule number will remain the same. The Shebie  Orguitn Db Shie  Duk -
1996403 A001  Lesming May 04 2003 mvllkd M!S‘M o3 -
. . . ‘Transfer Cs 2 5RO,
system will change the organization code for i o e ARG e | A TV Comars OF vt =
the existing schedule. e B
Sehedule Iiem 1D Superseding Schedule Superseding em
. . . . VAL AL WAL
An e-mail notification will be sent to the SRO AT P L 2 o
@m DT I ineemet

informing them the transfer was completed
successfully.

Bsort| | AEE P o | Brten| Bt | Buebn, | £pss e‘wp:.fr-. RPED e

A record of this transaction will be added to the Audit History table. The transfer information will
also print on the schedule report.

To declines the transfer, click on the blue Declined button. An e-mail notification will be sent to the
SRO informing them that the transfer was declined.

Cancel a Schedule

There are two methods for canceling a schedule — automated and manually.

A schedule will automatically be canceled when it is superseded by a new schedule. This cancellation

will occur when a draft schedule is approved.

The Senior Records Officer (SRO) can manually
request the cancellation of an approved schedule.
The SRO is the only individual with this option.

The SRO and the approved schedule to be
canceled must belong to the same organization.

The SRO will:

When a new schedule is created or amended, the Schedule Creator will enter in the Related Schedules
area and all schedules that will be superseded once this schedule is approved. If there are specific
items that will be superseded, the Izems to be Cancelled portion of each item on the new schedule
should be completed linking the new items to the old items. (See Creating a new Schedule.)

Once the new schedule is approved, RSS will automatically cancel all superseded schedules listed in
the Related Schedules area. The status for
these schedules will be changed to Canceled.

AR RS5 - Microsolt Inbermet Explorer

| ek - & - D[ | Dsearch [alFavortes \Jum - S B -
| tress [0
| Fe Bl vew Fartes Tock  Heb

Sehedule: 1998005 Sperven. U
Prograen Name. Sersors” Advisory Councal for Alberla

impbest.quv. ik ” chedhradh

Cancel Existing Schedule { Approved

[Aadit Histony
e Modificatons

Flease select the cancellation type:
& Camee] specic Dens
© Canee] entire Schadule

i Canee] Schedas and supersade mems

Once the schedule is loaded into memory,
select from the Schedule Actions drop-down

@] oene [ [ et
menu, Cancel Schedule. = e —
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®  Cancel Existing Schedule screen will appear. There are three types of cancellation transactions.

— Cancel specific Items — only some of the items on an approved schedule will be cancelled.
The schedule will remain at the Approved status. The SRO has the opportunity to provide
superseding information for each cancelled item.

—> Cancel the entire schedule — The schedule will be cancelled and none of the items will be
superseded by another approved schedule.

—> Cancel schedule and supersede items — The schedule will be cancelled but, all or some of
the items will be superseded by other items on an approved schedule.

= Jf there are records stored at the Alberta T =
Records Centre under this schedule, a S Ty I
warning message will appear "You are T [Revars raorw 5
canceling a schedule that still has records :sm::m:::{mcwhm =
stored at the Alberta Records Centre". F—
Because of this, the status of the schedule I —— T
will be changed to Expired when the e S 1 S—
cancellation request is approved. Records at S vemunna ot ot
the Alberta Records Centre will continue to R s
be stored and will go through final N T O il E
disposition under this expired schedule. T e o o

®  When superseding items, click on the item : T
number in the second table. B e

e e e | S ] e

= A pop-up screen will appear requesting a Stpaadet by [~ kb e ot g by st
schedule number and items number. Enter the _— .
superseding information and click on the Save .
button. The information will be added to the
table.

»  The Comments field should be used to document @ T ot =

Bt | AEE > @ || Dt | Moot | Bloerton.. |[Eres e QEED e

the details for this cancellation. The originating
organization should be identified and what event required this schedule cancellation should be
documented in this field. These comments will be added to the COMMENTS field on the first
page of the schedule and will print on the schedule report.

® A message will appear indicating the action was successful and the schedule has been flagged for
cancellation.

® The status of the schedule will be changed to Waiting for Cancel and a request will go to the ARMC
Secretary to acknowledge the cancellation.

® An e-mail message will automatically be sent to the ARMC Secretary regarding the cancellation.
- The request for cancellation transaction is recorded in the Audit History table.

- The ARMC Secretary will:

®  Once the schedule is loaded into memory, review the cancellation request to ensure the cancellation
of this schedule is appropriate. The ARMC Secretary should direct any questions to the SRO.

= To process the cancellation, from the -Schedule Actions- button, select Cancel Schedule.
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= Cancel Existing Schedule screen will appear. Summary schedule information will be displayed and will
also indicate the name of the SRO who requested the cancellation, and the date and time the
cancellation was made.

® The Secretary will select the appropriate button indicating if the cancellation is to proceed.

= If Nois selected, click on the Process Cancellation grey button (the cancellation will not proceed)
— A message will appear stating the cancellation has been revoked.
—> The schedule status will be changed back to Approved.

—> The transaction will be recorded in the Audit History table indicating that the schedule status
was changed back to approved.

= If Yesis selected, click on the Process Cancellation grey button (the cancellation will proceed)
— A message will appear stating the cancellation has been successful.
— The schedule status has been changed to Cancelled.
—> The transaction will be recorded in the Audit History table indicating that the schedule status

was been changed to cancelled.

Spellchecker

- 'The spell checking routine is available on five data fields: Legal/Mandate, Brief History,
Purpose/Functions, Item Description and

. . . r55 - Microsolt Inbermet Explorer =
Item Appraisal The Spell Check function is one — [=w- = 933 Qw S Sy 2 36 - L=
. . Ak | @1 it et g, b calssfnc ke, =] e |uks ™

of the options available on these five data fields s Tt

Schedule: 2001133 Rem: 1.1 Sponsor AL | Schedule Achors =]
Prograen Name: AGROFORESTRY PROGRAMS

and will be listed on the bottom right side of the
text box for each field.

Item Diescription

Becords relating to the detribution of trees for the development of shelterbehs on the
firm. Fies are muntamed in an alphabetical fbng syitem by sppbeant name. Files may

- Be sure to do a Save before running the spell
checker routine.

wantam, but are not bated bo, an cognal apphicaticn, admimstraben fee documentation,
mwaace, receipt, back ceder notification, replacement sppleation, correspeadence amd
atber relabed documents. PIB: May contem, but not bmited bo: name, address, phone

ermniber, fase mnber, e-mul address and apphbeation sumber =l
- Click on the blue function Spell Check. — Ea=a
(ST
- The Spell Check routine will appear in a pop- up
box. If there are no spelling errors in the text, the
spell checker will display a message saying no
. . L | [y teorres
more spelling errors. Click on the Accept or o] |20 8 6 > © || Bt oo B ([ [RG o
Cancel option to go back to the schedule. The i -
. : . ) 5
Accept option will have to be clicked twice. See et~ o - D ) 3| Do alfomets bty | B 2 3 - ) [ |
. . [T [T 3 5ol Chck - Mcrosot ket Cplorer I 1o | mevror = on [ [Pror
below for option explanation. | —
- Words with questionable spelling will be i Sehahecd g s by applicanns ==
’ [+ saron i ]

highlighted in red. Several options are available:

4 ADD T BICTIDMARY

belierbehs o the
ot name. Files may

Fee documentation,
mespesdence md

* Ignore/Ignore All — provides the option to
Change to [appicant . address, phone

accept the spelling of a word as entered

without making any changes. - ﬁ
* Add to Dictionary — provides the ability to wepices 4 o=
Lr acceer Lo cance |

add the word to the dictionary. This
installation of Spell Checker is new and

| |y et

] e [
Rsort| | AEE > o | Biten| Bhsemn | Blrss mo | Bt [Edithe. Q@GR
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common words like Canada or Edmonton have not yet been added to the dictionary. This common
dictionary is used by RSS and all other applications on the server.

* Change/Change All — for words in error, select the correct spelling from the list provided. If none
of the word options are correct, you may enter the correct spelling in the Change to: field. The
spell checker does not put in the appropriate capitalization. This will have to be done manually.

* Accept — Accept the changes that were selected. NOTE: Accept must be clicked twice, once to
accept the changes and a second time to go back to the schedule.

* Cancel — cancel all spelling changes that were selected and go back to the schedule.

- Once the spell checker has been completed, a Save should be done to permanently save the spelling
corrections.

Reports

- RSS has ten pre-defined reports: Schedule Report and nine General Reports. Users can create their
own reports using Crystal Writer. (Details to follow.)

= Schedule Report — report listing of a schedule.
The Archival Appraisal report will be generated
from this option. Note: A schedule has to be
loaded into memory first.

AR RS5 - Microsolt Inbermet Explorer ST
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Reports

=  Schedule Report by Organization — lists the
schedules for a specific organization within a
selected date range. The date range can be
based on the creation date or the schedule
approval date.

= Statistics Report by Organization — lists the
schedules for a specific organization and the

@ it

status of the feedback comments (number of P P PR e L
feedback groups requested and the number of responses received).

= TFunction Listing — listing of the functions created in the system by organization or for the all the
organizations.

= Status Update Report — provides a listing of the schedules by status.

= ARMC Schedules — provides a list of schedules that were processed by ARMC within a specific date
range.

= Statistics Report — summary of schedule statuses for a specific organization within a selected date
range. The date range can be based on the creation date or the schedule approval date.

®  Organization Listing — list of organizations in the system.
= Activity Listing — listing of the activities created in the system by organizations.

® Functional Schedule Map — used for functional schedules. This report will list all the disposition
classes descriptions.
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Administration Functions

- There are different system utilities for the departmental administrators and the system administrator.

Departmental Administrators

. . AR RS5 - Microsolt Inbermet Explorer ST
- User Maintenance — ability to add and update users Lot - - @ (D) O] Doweh Cilfomeis Sy | B &8 -
| s [0 bt e, des sk =h  saarchted =l e |fus >
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- Unlock Schedule — ability to provide access to a
schedule. Once selecting this option, enter the
schedule number. The system will display the

Schedule Search

Fiald Camparison Valus

Schodule Number [contens =]

program name, status and sponsor. If the -
Functional  squals  |-Salect Functional =]

schedule is locked, a message (in red) will appear
stating that the schedule is locked. By pressing the
Unlock Schedule button, the system will unlock the
schedule and make it available. A message will
appear indicating the schedule has been unlocked
successfully.

Faadback Requestod froen -Salect Lisar- »
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- Unlock RSS Server - This page is a maintenance page to be used when the system continually reports that
the "Server is currently busy". This is caused by a user abandoning a creation process in the middle of
creating a schedule or amendment. This utility can be run at any time. Its main purpose to prevent
two or more schedules from being created with the same schedule ID. Before pressing the grey Reser
'Busy' 1., please call the System Administrator.

- Transfer Schedules - The Departmental Administrators can transfer draft schedules from one schedule
creator to another schedule creator who belongs to
another organization. For detailed instructions, See
section Transfer a Schedule, sub-section Draft
Schedule Transfer.
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System Administrators

- The System Administrator has access to all the
available system utilities.

B ot

- er Maintenance — abili u c e R S e l] E e et e R e Lo
User Maintenance — ability to add users Ids and to create o -

the departmental administrators.

- Unlock Schedule — ability to provide access to a schedule. Once selecting this option, enter the schedule
number. The system will display the program name, status and sponsor. If the schedule is locked, a
message (in red) will appear stating that the schedule is locked. By pressing the Unlock Schedule button,
the system will unlock the schedule and make it available. A message will appear indicating the
schedule has been unlocked successfully.

- Unlock RSS Server - This page is a maintenance page to be used when the system continually reports that
the "Server is currently busy". This is caused by a user abandoning a creation process in the middle of
creating a schedule or amendment. This utility can be run at any time. Its main purpose to prevent two
or more schedules from being created with the same schedule ID.
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- Transfer Schednles - The System Administrators can transfer draft schedules from one schedule creator to
another schedule creator that belongs to any organization. For detailed instructions, See section
Transfer a Schedule, sub-section Draft Schedule Transfet.

- Functions and Activities - By default, the panel shows the new functions or activities listed by organization.
These are the new functions/activities that Schedule Creators have built while creating functional
schedules. As Schedule Creators build functional schedules, they can select existing functions and
activities or create new ones. If a Schedule Creator creates a new function or activity, it is the
responsibility of the System Administrator to accept the new information to place it into RSS for future
use.

There are two links on the Function/Activity screen for each entry. Lis# Items will list all the items that
contain the new function/activity and the Edit Description allows the System Administrator to change the
description. Should a new function/activity be unacceptable, the System Administrator can tell which
Schedule(s) and Item(s) contain the invalid function/activity by using the Lis# Item feature.

The Show existing functions button will change the panel to show the functions/activities that have
previously been accepted. Just as with new functions/activities, the List Items and Edit Description links
are available for existing functions. The System Administrator can change the description of accepted
functions/activities.

- Onganizations — System Administrators have the ability to add new organizations to RSS or edit existing
organization information. To enter a new organization, click on the New Organization button in the
upper right corner of the panel. Complete the necessary information and click the Save button at the
bottom of the panel.

The data fields are as follows:
®  Organization Code - unique two characters.

= Entity Code is a ten character code that is assigned by the Data Standards Group. This is a
government-wide standard however, because the organization code is used by other records
management systems, the entity code could not be used as the organization code.

= Euntity Number is an eight digit code that is also assigned by the Data Standards Group.
= Name which is the legal name of the new organization.
= Status is the current status of organization. The choices are Active or Inactive.

= Effective Date is the date that the organization came into existence. If this organization was created
from a defunct organization, enter that organization’s name in the Supersedes field.

®  Inactive Date is the date that the organization became defunct. If another organization has taken
over the functions of this defunct organization, enter that organization in the Superseded By field.

= Comments field provides an area to enter additional information about the organization.
= Supersedes identifies the defunct organization that this organization replaced.
= Superseded By identifies the organization that has replaced this defunct organization.

- System Settings — controls the settings and location of various data files.

= Deletion of Feedback - indicates for each group (Reviews, Appraisals, Signatures and ARMC Review)
when the feedback comments can be deleted. These feedback comments are deleted once a
schedule is approved. Note: The archival appraisals and opinions are part of the schedule and will
be retained indefinitely.
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Currently, none of the feedback comments are being deleted. A records schedule is required.

= External files - the location of the web server is indicated here. The path for saving external files is
also set here. The sub-directory should be the same as the sub-directory of the website. For security
reasons, these locations are not documented in this publication.

= URL to start RSS Application - application web site address. The e-mail notes that are sent when
feedback is requested will contain this web site address.

The address is: https://www.rimp.gov.ab.ca/rss/default.asp

- Titles are the names given to various positions within each group. The System Administrator can add or
change Titles.

® To add a new Title, select the user group under Feedback Section and press the New Title button.
Enter a unique 2 digit code and the new title. Press the Save button. The system will provide a
message indicating the operation was successful.

® To change a title for a specific user group, select the user group under Feedback Section. Select the
title to be changed under Addressee Title. Make required changes and press the Save button. The
system will provide a message indicating the operation was successful.

® For the ARMC Review group (Approval Group), the ARMC Chair person must have the title with
the code of AP. The AP identifies the individual with this title on the schedule as the individual
that can approve a draft schedule. All other ARMC members cannot approve a draft schedule.

- System Clean Up - Use caution when using this utility. This page is a maintenance page designed for
system cleaning. It is imperative that no users be in the RSS system except the administrator at this
time. Any schedules or items left open while this routine is running will surely result in lost or
corrupted data. To process with this utility, press the grey Start System Clean Up button.

Who am I?
- This feature under the Administration heading on the e
X
_Q{ 1 1 { ol 28 htip: wwn sinigdest gov.ab.ca/res user_info.asp - Microselt Internet Explorer =100 -
left-side menu provides information on current user o PRI S P e
Id F Bebress [ bt frov vkt gov.sb calrsshaser_nfo.am = @ [k ™ L
Fin Bt Vew Favortes  Took el
. . . . . d
- The information will be displayed in a separate Current User Information |
window. This enables the user to leave the window User Name: Kely, Tory (636] ¥
. . . . Organization(s): Cormmumty Development
open while working on schedules. If the user is in R
doubt as to the level of access for a specific schedule, semedutes i mamory:
this window will provide the information. DR e A
- For each schedule in memory, the system will list: SR e
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" Owner— indicates if the user 1d is the owner of the
schedule (Yes or No). " | uill
2] Dens B Irterar
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= Mode — will either be Edit or View. Schedule Bot| QBT >0 || Do | vl | B | Bl | v e [EAOR s
Creator Ids will be Edit and all other Ids will be View.

= Opinions, Reviews, Appraisals, Signatures, and Approvals — will either be View or Yes. For users within

each of these groups, the entry for them will be Yes which indicates that can add/update this
information.

- Bach user Id is assigned a sequential number for tracking purposes. This number is listed on the
bottom left side of the information screen.
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- The user can change password for their Id on this screen.
= Press the Change Password button on the top right hand corner of the screen.

= A screen will appear requesting the user to enter the current password and the new password twice
to confirm no typing errors.

E-Mail Reminders

- This feature enables the Schedule Creator to send e-mail reminders to all outstanding requests that have
not been completed.

- All outstanding requests made by the Schedule Creator for all schedules will receive a reminder.

- The Schedule Creator can specify how old the : aldlz
. . . | wBach - TIRN m.-m-am.-..m_r.a_.-m.--m_(WJ-um-mn-— Euplores. ..I.H!JI\“'_
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Change Password
Password Changes . | E— — L
L. . RLEN | Mew Password '7 I
- When editing a user Id, the Password field will be | covtm e Paccrs
blank. Department/System Administrators are not T —

allowed to view a uset's password. The password
that the user has set is still in effect just not
viewable.

- Ifauser has forgotten their password and d
requests it to be reset, the Departmental i B —
Administrator can enter a New Password. The == @@ me sl famme e HR0R5
user, once logged in, can then change the password to one of their choosing.

- To change a password, see section Who AM I? above.

Help
- The Help feature provides the user with information about how to use RSS.

- Information can be retrieved by content or by an
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- If required, the contents of the help on-line manual
can be printed.
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