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SEARCHING RECORDS IN THE ERMS: 

To complete a search within CARM, select the “MY RECORDS” folder within Outlook 

 

 

 

  

Selecting “My File Plan…” will provide 

you a report showing all record 

categories available to your 

organization (Organizational File 

Plan). 

By selecting “folders” and 

then search, you can view 

all the folders you have 

access to. 
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Select “Search of Profiles and/or Content” 

 

This search will allow you to complete full text searches (email and attachments), as well as paper folders. 

Enter search content like “tank vault” and click “search” 

Search results are for only those records “you” have authorization to see.  For complete search contact your Records 

Management Field Officer (RMFO)/Records Manager 

 


