Content Manager Guidance
Edit a Box

This is guidance for how to Edit a Box in Content Manager.

+ £ Record Number

Title [Free Text Part)

W B405546 Misc, ERMS Project files
'i' Misc. ERMS Project files
W B459336 Test Box - ABC
W B464137 X¥Z Project
<
Record Number | & B40s563
Eox Title # || Misc, ERMS Project files
Box Motes # || [Migrated Box Description:] Franklin, Micol
Category # | [IB DES-RALS-[ARMMS] Archives, Records N
Owner (Organization) E DES-RALS-[ARMMS]) Archives, Records N
Box Start Date 4 m Sunday, October 1, 2006
Eox End Date r m Monday, December 31, 2012
Cutoff Date ry m iy, December 31, 2012
Agency Number 2.0 3|
Creator IE Centenera, Rowena
Date Created Tuesdav Fehroare 5 2013 at 207 PR

Editing Titles Pro Tip!
Check “Change free text”, then choose from three
options:

A. To change the title to something else, erase the
title and enter the new one in “New free text
title”

B. To add something to the beginning of the
existing title, choose “Prepend to free text”

C. To add something to the end of the existing
title, choose “Append to free text”

Wl Change Title - DF643847 [m} >

I Change free text

Mew free text title JEL Project

%
Prepend to free text | |qa
Append to free text | | k=l

To edit one box:

1. Left click on a box to edit
Refer to separate guidance on how to search
for boxes

2. Scroll down to the details plane and click the
pencil icon to edit any field you have access to

3. Follow prompts as directed.
From this process, you can edit the Title,
Notes, Category, or Cutoff Date of any box you

have access to.

To edit more than one box at a time, go to the
next page.

For other edits, contact the Records
Management Program.

[continued next page]
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+ E2 Record Mumber Title (Free Text Part) TO Edit more than one folder:
W B405546 Misc, ERMS Project files
5 | B0ses Misc. ERMS Project files 1. Tag all boxes you want to edit (manually
)| B459336 . .
V|5 a1z p— click to the left of the box icon or use “tag”
roje
buttons on the Search tab)
Title
Reject From Consignment after Cutoff Date (Custom Property 2. Right click on any of the tagged boxes
na . December 31, 2027
Details ’ Title . .
A Security and Audit b HE Notes 3. From the menu, follow these instructions
A Lowtions v{15] oates based on what you want to edit:
Requests L4 Category
Notes: Title = Details -> Title (title options on previous
Od REJECL TTOTT COTTETOITITETT ecember 31 2‘}2? page) .
E— 5 Notes = Details -> Notes
s Security and Audit P B notes Category = Details -> Category
4 Locations »|[i] Dates Cutoff Date = Details -> Custom Properties
Requests Y| Categon Box Start Date = Details -> Custom Properties
Warkfl ’ Record Cl . .
e ’ scord Hlass Box End Date = Details -> Custom Properties
Category: Agency Number = Details -> Custom Properties
_ X Of FTOPEMy] |
- Reject From Consignment c;:;t::;::a;;;:ust
—— S B 4. Follow prompts. (Choose “All Tagged Rows”
s Security and Audit b ER notes and “Yes to All” when prom pted)
’ Locations ¥ | [i] Dates
Requests N Category =il Custom Properties - All tagged Records m} s
Workflow 4 Record Class |Emmmpmpmy value ~
AQ sdditional Notes
Cutoff Date, Box Start Date, Box End Date, ] Ageng Humber
2= Alphabetized (DPD)
or Agency Number: %Analyits Category Notes
Is atter LUtoif Date [CUstom Proper @,ﬁ:i:::::ﬁzm oo
Meth Reject From Consignment ay, December 31, 2027 2= Artificial (DPD)
AQ Award £
Details RS ]
Security and Audit 3 ﬂ Motes 2] Box End Date2
[S: Box Pickup Dedlined
Locations ] m Dates [%] Box Start Date
Requests 4 Category g::;t:;::f
[B% Category Status
Workflow 4 Record Class 14 Container Cutoff Date
Communications 4 Thesaurus Terms %Z:::;i:
Electronic | @ Relationships Efm_v
Archiving ’ Other Record Fields £ ’
Administrative Tools 4 Custom Properties == —
Prex send To . oK Cancel Help
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