BRORMS

Editing Metadata in
Content Manager

Step 1. RIGHT-CLICK on any record
that you wish to edit.

Step 2. Click on PROPERTIES

Step 3. Proceed to edit any fields
that you need.

Step 4. Click on the OK button.
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Additional questions?

Contact ORMS Support:
1-888-354-2006
ormshelp@chavessupport.com

L >
[% Records - favorite - 1
o ‘i'.i E2 Record Number Title Date Created
AV2501 DWL Volume 2
LR 25 g owvo 2 Tag Al Ctrl=A B
g Untagall Ctrl=U
E Invert all tags
Clear Ctrl+Delete
Mew b
Search 3
Mavigation »
Wi Contained Records I
Dretails »
Security and Audit 3
Locations 3
Requests b
Workflow 4
Communications L4
Electronic L4
Archiving 3
Administrative Tools »
Send To 3
Remove From »
Properties ‘;\Notes/(' Preview /i' Previous /(Rendition

Property Editor
E-i Properties Alt-Enter

Il 1- Template Valume - AV/25/1 O b4
p
General Title (Free Text Part) . pwWL Volume TEST
Record Actions w B
Contacts
Related Records
Motes
Ta
<Enter an update comment for the audit log> e Help



mailto:ormshelp@chavessupport.com

