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Note: Only ORMS team (Arikkan, Chaves and Archives team) can create a Hold 
for clients. Clients can then add or remove records from a Hold. 

Holds enable you to set up categories of records temporarily on hold from 
disposition (destruction), or to prevent any modifications of selected records. 
For example, litigation or discovery may require the agency to place a Legal 
Hold on certain records. 

There are two types of Holds: One prevents only the disposition of the 
records; the other type of Hold prevents any modification to 
records/metadata as well as the disposition. 

Holds can be accessed under the Manage tab: 

Click on Holds under manage>right click in the blank area> New Hold> 
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Create a new Hold with a Title, Contact Location, Active From, Active To (leave 

the “Active To” field blank if you are unsure when the records will be removed 

from a Hold). 



Holds 

Additional questions? Contact ORMS Support at 
1-888-354-2006 
ormshelp@chavessupport.com

3 



Holds 

Additional questions? Contact ORMS Support at 
1-888-354-2006 
ormshelp@chavessupport.com

4 

If you want your Hold to prevent the disposition of the record, but still allow  

modifications to record content or metadata, check the small radio button > 

If you have any notes, you can type them in the notes field. 

Applying Holds on Records: 

Search for the records>tag them>right click >Administrative Tools>Add To 

Hold 
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Find your Hold> OK  

Customize the list pane> Format Column>add column ‘Is in one or more 

Holds’>  
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Customize properties pane: 
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Properties of a sample record on Hold: 

Removing Records from Holds 

Right click> Administrative Tools> Remove from Hold 
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Right click on the records> Administrative Tools > Remove from Hold 

Delete Holds> Right Click> Delete 
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