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Changing a Classification on a

Classification Folder
(Changing a Retention Schedule)
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Step 1. Find the Classification Folder

on which you wish to change the current
Classification (or Retention Schedule). oot ey

Clear Ctrl+Delete
New .3
Step 2. RIGHT-CLICK on the folder, — 5
Mavigation 3
hover your cursor over DETAILS, then
¥ Contained Records
click on CLASSIFICATION. — :
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Classification - ACF/25/1 0 %
Step 3. On the pop-up window, click on ml Classification 125/

the magnifying glass Q. icon.
gnitying 8 OChangeclassification

Classification

' Kity of Dallas - Accounting: Bonds - Bond Records [ H

E] Upgrade retention schedule to match new classification

{:} Remove classification

<Enter an update comment for the audit log=
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Step 4- In the new WlndOW, CliCk on the TOP [I8 Select from Classifications - name:"City of Dallas - Accounting: Bonds - Bond Records*... ] X
LEVEL button to bring back the full list of Search by  Matchngriteria _

. A IE Classification title « Q) Av2sn v [ Q
Classifications. Favorites :

Number
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Step 5. Find your agency in the listed selections, SR mE——
A . . A Search by Matching criteria
then select the appropriate Classification title. B cesmetonme  UlQ avesn LR
If your agency is not listed, use the applicable P [ ame - Number
. . . @ » ¥ City of Beaverton ¥ oo0s
Classification from the appropriate general toptevet || ¥ city ot Datas % o1
. % & Accounting: Bonds V& 048001/
records schedule (e.g. city, county, state agency, Eﬁ © ¥ Accounting: Disbursements 6 ots002/

etc.). [ ccouns Poabirecorss [ ossovzo0n

[I8 credit Slips [if 04s002/002/
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ﬂﬁ Emergency Management Assistance Expe... ﬂﬁ 048002/003/
- - Jump [I Purchasing Records [ 04a002/004/
Note: Click on the » arrow icons to expand the Q 5 ¥§ Accounting: Financial Reporting ¥ ss003/
. . )@ Accounting: Grants @ 043004/
contents of the selected Top-Level Classification, v || ;e acounting: recondiation ¥ 045005/
. . . e . > W& Accountina: R W 043006/
which will display all classifications nested Iy e o)
within that section User Labels | 1602006210
(1} Accounts Payable Records (166-200-D010(23); 166-200-0050(1), (13); 166-200-0075(6}) — Minimum
a retention: 3 years after annual audit report has been completed.
Refine
Search

Step 6. Click on the OK button.

Properties » Notes /
Cancel Search Help
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Step 7. Once your new Classification is B8 Classification - ACF/25/1 O X

selected, click on the empty box next to

“Upgrade retention schedule to match O Change dassification
. . Classification
new classification” to make a checkmark. & :

City of Dallas - Accounting: Disbursements - Accounts

Payable Records

v

Note: It is very important to check the
“Upgrade retention schedule to match new
classification” option, otherwise the retention
schedule triggers will not be updated.

Step 8. Click on the OK button.

I H Upgrade retention schedule to match new classification I

() Remove classification

<Enter an update comment for the audit log>

__'b' oK Cancel Help
Note: If you need more clarification on the [ setect from Classifications - parentnull - 31 o
retention schedule, click on the NOTES tab for Searchby __ Matching riteria .
[ﬁ Classification title ~ Q) Av/25N1 ~ [
more detailed information. Favorites
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@ % B City of Beaverton S 005
Top level | F& City of Dallas 5 048
w F§ Accounting: Bonds ¥ 042001/
[Eﬁ ﬂﬂ Bond Foreclosure Records ﬂﬂ 043001,/001/
All [f} Bond Records (I8 o4s001/002/
ﬂﬂ Bonds Registers and Receipts ﬂﬂ 043001,/000/
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Jump % B¢ Accounting: Financial Reporting V& 048003/
Q % B¢ Accounting: Grants V& 043004/
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User Labels f166-200-0205
a (2) Bond Records [166-200-0035(4], (7], (%)) — Minimum retention: 3 years after final payment.
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