BRORMS

User Labels

User Labels are useful to group records together for easy access (for example, responding to a public
records request).

User Labels can be accessed from the Search Tab on the top of the screen.

E 7 Content Manager

HOME SEARCH I VIEW MANAGE ADMIMISTRATIOMN Keep Open
- ] E Clients/Matters
Q Q q & i
e - : @ User Labels

Records Loggflons Workflows Activities Communications W
Find EBrowse Records

& Records - Empty list -

Creating a New User Label:

Step 1. RIGHT-CLICK in the blank space then click
on NEW TOP LEVEL ITEM.

& New User Label u] X

Step 2. In the New User Label window, type in a name under | sl notes
USER LABEL NAME, then select an ICON from the dropdown | | i | <
menu to distinguish it from other User Labels. Then click on = T~
the OK button. Q
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Applying User Labels to Records:

Step 1. Locate your Record(s) that you want to add
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Step 2. On the pop-up window, click on the OK button.
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Step 3. Select your USER LABLE then

Ui/ Select from User Labels - top - Filtered - 1

click on the OK button. User Label Name Qﬂ owner
/N Test Label Daniel

---_* Cancel Search

Help

Your Records are now listed under your created User Label.

Records - label:Test Label - Filtered - 2

= o =

+ 2 £ Record Number Title [ Classification Date Created
& & avesss % DWL DocTEST 07/18/2025 at 3:
B B avzsm & DWL Doc TEST 2 09/05/2025 at 1(

Record Number # | B Av/25/38 a

Title #| B DWL Doc TEST

Date Created Friday, July 18, 2025 at 3:24:15 PM

Date Registered | Friday, July 18, 2025 at 3:24:15 PM

Al Holds

Container # | E8 ASF/25/2: DWL Sub TEST 2

Enclosed? o es

Assignee # | &% In container "ASF/25/2 (Linscott, Daniel) since Friday, September 05, 2025 at 10:49 AM

Author s

Edit Status # | %= No document attached

Revision Number o

Document Details | [ Record has no document attached.
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Adding records to a User Label does not move the records or modify them in any way. They are simply a
tool to group and access collections of records. Specific project files, even if they are in different folders,
can be grouped for easy access under a User Label.

Note: You can drag and drop one label to merge it with another.

You can also create Nested Labels by RIGHT-CLICKING &_
pen

onyour User Label and selecting NEW LOWER LEVEL
ITEM.
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When you have no further need for a User Label, youcan | /i [EEIH o eamm———
Tag All Ctri=A

delete it by RIGHT-CLICKING on your User Label and

A Untag all Ctri=U
selecting DELETE.
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