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The following instructions will take you through the steps to identify Classification Folders that 

do not currently have a retention period applied. This is usually because the folder’s Classification 

field has been left blank. 

Click on Search Menu> search for records (by clicking on the magnifying lens): 

Search by Classification> leave the second-row blank ‘enter the classification to search’ and 

select the search style for classifications ‘a list of classifications’ from the drop down (as 

highlighted below):
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Tag the record Type/s (Classification Folder) 
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Once you choose the record type, go back to the Search tab, and select the following option again 

‘a list of classifications’ (it resets every time when you switch tabs): 

Hit ok> the results will appear on the list pane:  


