BRORMS

Adding Date Closed to Folders

Step 1. Locate the folder that you want to add a DATE CLOSED to.
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Step 2. RIGHT-CLICK on the record,
hover your cursor over the
ARCHIVING option, then click on
CLOSE CONTAINER. Faste e

MNew 3

oieiosioo TTET o 409095 3t 3:23:36 PM
Tag All Ctri+A
Untag all Ctrl=U

B0 EE o= A
i

Invert all tags

Search 3

Mavigation 3

@ Contained Records

Details
Security and Audit

Locations

Workflow

3
3
3
Requests 3
3
Communications 4

3

e

\ Electronic
|| Archiving >| I Close Container I

Administrative Tools »

ﬁ Retention
Send To 3 X
Review Schedule |
Properties » Notes 4 Preview,{Previous /(Rendition Remove From L Promote Schedule

Property Editor
5§ Properties Alt=Enter

Make Inactive

f Disposal Suitability

Step 3. On the pop-up window, click Close a container - ACF/25/1 *

on the empty box nextto “Use a
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Note: The date and time will
automatically set to the current, but

you are able to type inthe appropriate inue processing contents if an error occurs

date and time if needed.

Step 4. Click the OK button.
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BRORMS
Adding Date Closed to Folders

Your record will now have a listed DATE CLOSED time.
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