Attachment 4

CHANGING FOLDER SECURITY WITHIN ERMS

1. Go to CARM / ARM Web Interface by selecting “My Records” within Outlook Folder structure:
“‘ "'75: My Records
e Categories

i -
[» %} Favorites
= Recent Folders

=

2. From the CARM / ARM Web Interface, select “Folders”

Documents
Folders ’
Box

Categories

Search of Profiles and/or Content
Document Filed By Me in the Last 7 Days

EV Search

CBE  mrelL,

PR

3. Search for folder title, by either typing full title or a partial title in the “folder title” block. If utilizing
partial titles, you will need use the * either at the beginning or end depending on what is left out of the
title. Example: If folder title is: “EMCBC — Weekly Reports” you can search either with full title or the
following:

e *weekly reports
e *weekly*
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Cateqgory B <All>

Include Sub-Categories
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AU MW

Folder Title

In Redweld <All= -

@

Motes

Folder Type <all> -
Begin Date E]
End Date [:]

Folder Owner E] <Al

@

Office Rights  <All=

Date Created [:]

Entered By [:] Al

Hits Limit 200 ~ Sort by Code ~ [¥|Show Tree[ Search ” Cuum”CLear ][ Hume]

4. Prior to searching, also select the proper folder owner. If you prefer, you can just select folder owner
which will provide a list of all your folders. From this list, you can select the proper folder that security

needs to be changed.

Once folder is located, click on folder and select “security”

EE: Categories

Ell‘ng ADM 23 RECORDS COMMOM TO MOST OFFICES
= ITE% 01-A-[OLM] Office Administrative Files. Records accumulated by individual off
.J% Records Management Weekly Reports (Reid & Schoultheis)

8 'Heelci “i

Details

Add to Favorites
Documents
Edit

Email Grid List
Holds

Lirk

MNew

Refresh Mode
Remove Nod
Reports
Security:
Ticklers
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A security webpage dialog box will appear,

Security -- Webpage Dialog

- Weekly Reports (FY10) (10/01/09 - D9/30/10})

Save |Add: :'f',.| ﬁ| Delete | Clnse|

a Reid, Kathy[Full Access]

5. You can add or remove individuals and/or groups from this dialog box.

Jm:ld: 28| Delete

6. Once you have selected the individual(s) and/or groups, you can also select the proper level of
security (e.g., full access, view, edit and place).

i A’

Security -- Webpage Dialog

=i

-/ Weekly Reports (FY10) (10/01/09 - 09/30/10)

Save |Add: :',.| %| Delate | Clcse|

2 Reid, Kathy v view [+ Edit ¥ Place

e Selection of view, edit and place gives full access.

e Selection of view, allows individual(s) and/or groups to “view” the records.

e Selection of edit, allows individual(s) and/or groups “edit” the folder and records within
utilizing revision/rendition.

e Selection of “place” allows individual(s) and/or groups to place records within the folder.

See your Records Management Field Officer (RMFO) for any questions to ensure security is properly set.
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