Searching a non domino files using the EDRMS

1. Open EDRMS

EDRMS is available via RoS Apps on Chrome.

2. Select Record Search
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Available Functions

Use the menu above or the list below to access the following functions. If you
need to use additig pctions, please contact your system administrater,

@ My Work Tray - [&cal and checked out records
Record Search - gearch and display records

File Flan - browglk the record classification hierarchy
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RECORD MANAGER

ord Reguests - your requests for physical records
#* Hold Orders - search for Hold Orders & place containers and
records on hold

Record Management
# File Plan - build and edit the file plan

* Manage Requests - fulfill requests for physical records
® Manage Lifecycle - handle record retention and disposal
# Holds - search for containers and records with 2 Hold Order

o | Reports
will ® Generate Reports - run a range of reports
* Manage Reports - add, edit and delete report definitions

Administration
| ® Roles - security and access for users and groups

® Capture - manage how documents get inte VRD

#* Repository - manage the storage structure underlying WRD

® Import / Expert - get configuration information inte and out of
VRD

* Apply / Discard Changes - save the changes made in the
administration area
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3. Select Saved Searches
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4. Select A Non Domino

n

'@ Vignette - Record Search - Windows Internet Explorer provided by RoS - Websense v1.0 o
6@! - |° http:/fedrms /fpsearch.jsp?zMENU =28zHMENU =1 M|§| |E| |Google ||EZ|
File Edit View Favorites Tools Help
w & [Othhe—RﬁoordSearm ]_l - e~ [:2F Page - {C Took -

&4 VIGNETTE

Records Record Management Reports Administration < Logout Home Help

" Record Search

Search | Advanced Search  Saved Searches o

A Mon Dominc

ARTL Customep L1

ARTL Licenses

ARTL Perscnal Statements
Board

BusDev

CS5C Completed

CSC Complated {Officer)
CSC Completed (method)
CSC CustomerComplaints
CS5C Dats Creatad

CSC Search Tracker Toal
CSC Searches (MY outstanding cases)

CSC Searches (RO2)

AR R R R e e R
PEEBPEFEEFEEEEEEEEEP

CSC Searches (S01)

[F | Car Cazrrhas (aobsbandinn rzeas] M
http:/jedrmsfworktray.jsp?zMEMU = 2&zHMENU =0 G‘Q Local intranet & 100% ~




5. ... and you arrive at the search screen
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6. How to do a typical search

Now, let's say you're searching for an a nhon domino file relating to
High Street, Wick.

Type High Street into the Street field

Type Wick into the Town field

Important: Enter the text between the asterisks

Then press Search
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7. Viewing the results

You will now see a window that looks like this.

There might be a few results that aren't relevant. This is because
the EDRMS will look for High Street, North Berwick, High Street,
Hawick, etc, as well as High Street, Wick. But in this case, it's easy
to see which is the correct result, because only one result is in

Caithness.

Select the Container Name - that's the blue link circled in this

diagram.
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8. Viewing the a non domino file

Select the Acrobat icon - that's the small white rectangle with the
red logo - and the a non domino file will pop up in a new window.
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9. Making a copy of the a non domino file

If you need to make a copy of the file you can print a copy, or save
a copy to your My Documents folder.

Remember to delete or discard any copies as soon as they are no
longer required.



