Content Manager Guidance

Search Results - Reviewing and Opening

This is guidance for how to review search results and open records in Content Manager. Refer to separate job

aids for guidance on how to perform searches.
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Review Search results:

1. The number of records in the
search results

The list of all records in the
search results (pro tip: you can
click the column headings to sort
by those columns)

3. The metadata or details about
each highlighted record

4. A preview or image of each
highlighted record

[continued on next page]

RECORDS
MANAGEMENT

1of3

King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
www.kingcounty.gov/recordsmanagement

02/2022


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

Cont

ent Manager Guidance

Search Results - Reviewing and Opening

B8 Records - keyword:"multnomah county" and ownerDES-RALS-(ARMMS) Archives, Records Management and Mail Services - Filtered - 216 Records

+ £ Record Number  Title (Free Text Part)

R 12574575

‘% Home Container title
Jennifer Thiele, Information request T DFS33945

KCRMS 8/25 Core Team Meeting Notes T DF640157

2017 Research Requests

Records Management System Migrj

s ¥ Drsisea2

KCRMS 8/25 Care Team Meeting Notes

Lift of recards

Autonomy Recards Manager to Con
2Ms o 5 019

To Open One Record:

1. Double click on arecord in
Content Manager

=7 eat15a4 Message  Help Q  Tell me what you want to do
Eil . . . .
2 et <JIIol | B ]| [~ o] & 5% 2. It will open in its native format
Wi 17053267 Delete | Respond | Sensitivity | Move = Tags | Editing | Read | Translate . . . )
£ tecezest |- S e | with its native application
& 16592778 Sensitivity Speech | language
& 16719195 Portland Trip Recap
Wi 1647185 Portiand visit recap KCRMS 8/25 Care Team Meeting Notes
Fﬁ 16047187 Portland visit recap 3.7.1
g 3301059 RE:szBunding,ps:za:: # Anderson, Dan EI
2 3301082 RE: 2014 Building_Space To © Snow, Gail: © Kennedy, Deborah; ) Pedersen, Collin; 8/25/2017
hd 17272251 RE: 2014 Building_Space e O;J;;T:::E’a:m Bishop, Ron; +3 others
& 17272253 RE: 2014 Building_Space N e M'Et AT
- i) I ove oo Mesting Agenda Notes £ 25 17d0c _
S w8 |
&4 17272258 RE: 2014 Building_Space
d 17272287 RE: 2014 Building_Space Hi see the KCRMS 8/25 Core Team Meeting notes. | have also
& 16016926 AE: 2-25-13 Q1 to David upﬂj to the SharePoint site. Please let me know if you have any
& 16072066 RE: 2-25-13 Q1 to David € J0SSHOMS-
] 16188706 List of records To Export Multiple Records:
Eﬂ 16028070 Materials for JDAI Site Visit
j % 6810675 MDYFSdata_ALBERGN[LARS-BPOPTY1][FSOUTLOOK] Io 1. Click in the white space to the
=l 6311584) % MOVFS paeiiiiiiaaaaasiiam
: — - Tag Al Ctrl=A left of each record to place a
+ | =1 6811523 FS JOK]I
] [P - Untag all Ctri+U |0 purple check mark next to all
vl wiizaeas67 Multno Invert all tags records to be exported
X 857 OMWE] Copy e
2775 PEP A 2. Right click on any of the checked
g Clear Ctrl=Delete g y
il 16719135 Portlan records
Wl 16947185 Portland (A Copy Link
wl 16847187 Partlan New v 3. Select Supercopy
ld 3301059 RE: 201 search » lives_H
hd 3301062 RE: 201 S ives_R ,
SELTELIT d [continued on next page]
hd 17272251 RE: 201 ives_R
i 17272253 Re: 201) % Contained Records ives_F
hd 17272254 RE: 201 View ives_R
b 17272256 RE: 201{ (8 Check Out ives_F
d 17272258 RE: 2014 # Check Out to OneDrive ives_H
d 17272287 RE: 201 s Check In ives_H
i 16015926 - 2 3¢ R I
Eﬂ 16072066 =3 Reject From Consignment
il 16009925 RE: Aut D des

King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
www.kingcounty.gov/recordsmanagement

RECORDS
MANAGEMENT 02/2022

20f3


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

Content Manager Guidance

Search Results - Reviewing and Opening

E Supercopy Document X

4. Click OK

Aoply To: Leave All Tagged Rows selected

(®) All Tagged Rows
(O Currertly Highlighted Row Only

ﬁ 5. Under Local file, as choose a
B Aways log folder in File Explorer (i.e.
ok | cancd | | Hel | OneDrive) to export to (do not

change any other settings)

E Supercopy Document - All tagged Records >

e 6. Click OK
Extract document to
() Offline Records
®Loca fie, =5 7. Click Yes to All
IC:\Users\wadleil\OneDrNe - King County\Desktop\Export 2-22-2022 |QI

(e tination path to the dipboard
[ Extr s
act renditions with extension of
Extract renditions to

CAUsers\wadleir\OneDrive - Kil Desktoph\Export 2-22-2022 | |
I oK I Help

E Supercopy Document - All tagged Records X
S 6310675

= | MDYFSdata_ALBERGN[LARS-BPQP7Y1][FSOUTLOOK]log

| YestoAl |

Make a supercopy of the electronic document for Record *6810675°2 ?

Lt |

King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
www.kingcounty.gov/recordsmanagement

RECORDS
MANAGEMENT 02/2022

30f3


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

