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Introduction

iRetention Manager allows an organization to create and manage retention profiles that contain
user defined criteria enabling iSynergy to automatically purge documents. Using iRetention
Manager, a specific time period can be associated to an iSynergy application. In addition,
iRetention Manager will allow an organization to define a trigger date for a document which will
officially begin applying the retention period policy based on that trigger date.

Installing iRetention Manger

To install iRetention Manager, follow the below procedure.

1. Inthe iSynergy Installation folder, navigate to Server>Utils.

ey A

i IE:l \Widatixmaill frproatiLocalUserlisynergw3913.9. 00 Server ‘

Sy PP,

|3 Mame =
EandFolder Tasks A (“iAdobe PDF [Fiter
5\ [Chlicense

Make fiold
{ i i ansjw Bleer L2y metFx_setupverifier
% Publish this Folder to the EResources
2wveb
i [)5QL200S
- —> s |

QR N m.*’.w

2. SelectiRetention Manager.msi

Note: The iDatix — iRetention Manager Setup dialog displays.

3. Select Next.

iRetention Manager Setup

RMING: This q
hal treal

harized repraduction or dist

Note: The iDatix — iRetention Manager Setup License Agreement displays.
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4. |If the license agreement is acceptable, select | accept the license agreement.

5. Select Next.

Retention Manager Setup

License Agreement v
You must agree with the license agreement below to proceed.

iDatix Corporation Software License Agreement ﬂ

1. LICENSE: Customer agrees to license products offered
by IDATIX Corporation (IDATIX CORPORATICHN) =as described
herein.

2. SOFTWARE WARRANTY: IDATIX CORPORATICN "supported

software” is warrantied to conform to the IDATIX

CORPORATION software product description applicable at

the time of shipment, and only to the extent that the

Customer notifies IDATIX CORPORATION in writing within 90

davs after deliverw of anv material nonconformitw to such LI
— (*

T | do not accept the license agreement -L

Beset | < Back I Hext > I Cancel |

“wiige Installation Wizard (R]

Note: The iDatix — iRetention Manager Setup dialog displays. If you wish to change the
Destination Folder, select Browse and follow the prompts. If you wish to leave the
destination folder, skip to step 6.

6. Select Next.

7. Select Next.

iRetention Manager Setup
Destination Folder

Select a tolder where the application will be installed. i B E

The Wise Installation \Wizard will install the files for iD atix - iF etention Manager in the
following folder.

Toinstallinto a different folder, click the Browse button, and select another folder.
You can choose not ta install D atix - iRetention Manager by clicking Cancel ta exit the
‘wize Installation ‘wizard.

" Destination Folder

C:\Program Files\iD atix\iRetentionkd anager, Browse | ‘

Wise Installation Wwizard [R]

Cancel

iRetention Manager Guide 3.9 SP1
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i}_-I‘( iDatix - iRetention Manager Setup

Ready to Install the Application
Click Mext to begin installation

Click the Back button to reenter the installation information or click Cancel to exit
the wizard

‘Wise Installation ‘wizard [R)]

< Back Cancel

Note: iRetention Manager begins to install.

i':_-ﬂ( iDatix - iRetention Manager Setup

Updating System
The features you selected are currently being installed.

‘wiriting system registry values...

T i M AT RS . g, SN
8. Select Finish.

i':_-I'( iDatix - iRetention Manager Setup

Lanicel |

9. iRetention Manager is installed and a shortcut placed on your Desktop.

iRetention Manager Guide 3.9 SP1 Page 6 of 36



IRetention Manager Login

To login to iRetention Manager, follow the below steps.

1. Navigate to Start>All Programs>iDatix>iRetention Manager.

FT e e AT e et e TS A =T T s ,-"':-',,m.pn_._,_.,drmder‘ve-—___
; QuickIndexer ¥ stractor
[ iRetentionManager

,—‘ Windows Search
B iDatix
] Adminiskrative Tools 3

Log OfF E shuk Down

&'/ Star -
<Stt|,é | {

All Programs P(

Note: The Login to iRetention Manager dialog displays.

2. Enter your the User Name.
3. Enter your Password.

Login to iRetention Manager

g ®
—p User Mame  [sysadmin
= Password | ******

4. Select Manage.

ogin to iRetention Manager
L] ®
IDATIX

Uszer Mame |s_l,lsadmin

Pazzword | ““““““

S R ~ [ |

B T et -I,--‘-l

Note: The Alias Manager dialog displays.

iRetention Manager Guide 3.9 SP1
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5. Define the Server Name.

Alias Manager

Alias LIRL

= Server Name or LRL Ies:45-w2k3-amy
M-‘\ .*M“*_ ‘&‘ﬂ‘r“w—‘—\ﬂ.“_* ol it ,  petieR.

6. Select Load.
7. Select OK.

Alias Manager

Aliaz AL
Default http: / fesb-w2k 3-amyp/ applicationserver/ authenticationzervice. asms

Server Mame or URL |es:45-w2k3-arny

Reload &l |

Note: The Login to iRetention Manager dialog displays.

8. Select Login.

IDATIX

Uzer Mame Is_l,lsadmin

Pazsword |"”"”""

Server IDefauIt

— I Login I Cancel Server |
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IRetention Manager User Interface

This section describes the iRetetion Manager User Interface and its functionality.

File Menu
Element Description
File Provides the ability to allow a user to add, edit or delete a new iRetention

profile, as well as exit the application.

B8 iR etention Man:

Action  Abouk
Add Prafile
Edit: Frafile
[elete Frafile

Action Provides the ability to Search or Purge documents as defined by the
iRetention profile.

@& ik etention Manager

File
= Search Documents
| & : Purge Documents

R LT A P

cten]

T e e

About Displays the iRetention Manager product and file version.
8 Retention Manager
File  Action . r— Contact Infarmation
L o - b, o - -
. iDatix Corporation
. " Phare: V274413228
.’D‘\’Tx Email: Support{@idatis com
\weh Site: g idatis com
Copyright & 2000-2009, iDatix Corporation

Close |
Product Wersion: 3390

File Wersion: 3.9.0.248
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Toolbar

This section describes the iRetention Manager Toolbar functionality

Element Description

Add Profile Provides the ability to launch the Retention Profile dialog and add a new
e iRetention profile.

e,

Edit Profile Provides the ability to launch the Retention Profile dialog and edit an
— existing iRetention profile.
(=]
Delete Profile Provides the ability to launch the Retention Profile dialog and delete an
R existing iRetention profile.

Search Documents  Provides the ability to search for documents as defined by the selected
to Purge iRetention profile to purge from the database and repository.

—— e Ty,

Purge Documents

for Checked Profiles Provides the ability to purge documents from the database and repository

as defined by the selected iRetention profile

Tty
& 1

19

Stop Search/Purge Provides the ability to stop a search or purge from the selected iRetention

profile.
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iIRetention Profile

Element Description

Profile Name

Application

Trigger Date>Index

Document
Retention>Number
of Periods

Provides the ability to uniquely name the Retention profile name.

Provides the ability to select a defined and implemented iSynergy
Application from the drop down menu. This Application contains the
documents that will be purged.

Retention Profile

Profile Mame IHH_EmpIn_I,Iee Yacations

IAppIicatinnI HR_E mplovee Wacations _:J

Checks
GeneralCapture

I:Trigger DatelHR
L iy peT—— SR,

Provides the ability to select a system or user defined date from the
aforementioned iSynergy Application.

T T T e T T m T e e T

fTrigger [ ate
_* | Index I Createlr ate

b odifiedD ate

Note: The Trigger Date is an iSynergy Application value that is used
in combination with a retention period to determine when a
document is to be purged. The trigger date can be a UDL value or a
system defined list.

Provides the ability to define a numeric value for the Retention period.

L T =t A T T e e T

Document B etention
=

i
2 :
3 I MHurmber of F'enn:ndsl
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Document
Retention>Period

Document
Type>Index

Document
Type>Value

iRetention Manager Guide 3.9 SP1

Note: The Retention Period is used in combination with the Trigger
Date to determine when a document is to be purged.

Provides the ability to define a retention period that can be Days, Months or
Years.

T e e Tt T e s T T

Document Retention

Mumber of Penods |‘| 3:
| Perind] | vear _TJ

Dray +
 Month |

Provides the ability to define an index from the aforementioned iSynergy
Application in a drop down menu.

Bt et m T e e T e e T e Ty

{';Dcu:ument Type !

{Index ] |HR Doc Type

e T

| Wacation Status
‘HE Doc Type

[

Note: iSynergy UDL values further restrict which documents within
an application are to be purged. If a selected iSynergy Application
does not have a UDL representing a document type or a document
type is not selected by the user, all the documents within the
application are purged based on the date/retention period criteria.

Provides the ability to define a value from the aforementioned iSynergy
Application in a drop down menu.

T I R S, e

i Walue | |acation _IJ
] SSN

E‘ Pefarmance Review

1

ii Inzurance

| 1D Docurnnets

i Dizciplinary

i Time Sheet I

w4

Note: If the iSynergy Application does not have a document type
UDL, these fields are disabled. Additionally, if all document types
have been selected for other profiles that use this same iSynergy
Application these fields are disabled.
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OK Provides the ability to save and close the iRetention Profile dialog.

Cancel Provides the ability to cancel the Retention Profile dialog.

IRetention Manager Workspace

The iRetention Manager Workspace provides a simple to discover design in order to quickly
understand the number of documents to be purged from the iSynergy repository.

B% iRetention Manager M=l 3 v
File Action  About
v &0 | i E i
ER|ER ISR B 7
Profie Nome | Application | TriggerDate | Retertion Period | DocTyps | Doo Type Value | Status |
F_Emplaye...  HR_Employes Yacations CreateDate 1 ear HR Doc Type ‘Wacation 15 dacuments ta purge. 141942007 thru 141972007
Checks Checks CreateDate Bears 32 documents to purge. 141972003 thru 141972003
Invoices Invoices CreateD ate Iears Statuz Paid 29 documents to purge. 1/20/2008 thru 1/20/2005
HR_Resume HR CreateD ate E Maonths Doc Type Resume

20 documents ta purge. 141942007 thra 11942007

R S O L A O R S L S Lo

Element Description

Profile Name

Displays the name of the defined Retention Profiles.

Frofile Mame
[=EHR_Employe...
Checks
[rvoices

HF_Fesume

I__._.-‘V.T._)."-..—u.-'-.)h_"—\ﬂ

Note: In this view, you can double click the Profile name and
display the Retention Manager dialog.

Application Displays the name of the iSynergy Application for the defined iRetention
Profile.

P T e e L

Application

HR_E mployee YYacations
Checks

3
)

b

& Invoices
i

%

HRA
-m.#mﬁk

Trigger Date Displays the Trigger date for the defined iRetention Profile.
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Retention Period

Doc Type

Doc Type Value

Status

B v

% Trigger D ate

CreateDate

1 Createl ate
| CreateDate

¢ CreateDate
. [ SUSSe—

Displays the time period the documents will be retained and then purged for
the defined iRetention Profile.
=T T

Hetention Penod

B Y'ears
Iears

B Months
[ PR

Displays the iSynergy Application document type for the defined iRetention
Profile.

4 Doc Type

‘

3 Status
|

T S i

Displays the document type as defined within the iSynergy Application
document type.

i— e - .y

.”.I Doc Tupe Value I

Displays the status of the defined iRetention Profile.

T T e e T e T e e m T e e Ty

( | Status |

15 documents to purge. 1/993/2007 thra 19372007
32 documents to purge. 1/719/2003 thro 19342003
29 documents to purge. 1/20/2005 thro 142042005

: 20 documents to purge. 1/719/2007 thra 19372007
N et e ke e A fame B Rat ik el A ot iR

N e
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Exit Provides the ability to exit the iRetention Application.

Eal i T L P T e e e
1

{f Exit U

o AR o

IRetention Manager Bottom Toolbar

The iRetention Manager bottom toolbar provides the ability to quickly discover the status, date
and connected Server.

T = el T e e in eyt et T it T e e pimee T e T e e
Fieady | 14202009 | est-w2k3-am_ui
Element Description
[State] Ready Provides the ability to know the current state of iRetention Manager.

[Date] 1/20/2009 Displays the current date.

For,
R v

g .
{_| 1/20/2009 | i

[Server] esx5-w2k3- Displays the current server the user has accessed.
amy e e

%J ezB-w2k 3-amy i

Working with iRetention Manager

iRetention Manager provides a simple interface, enabling you to automatically purge records from
the iSynergy Repository. In this section, we will set up a new retention profile and purge records
according to the profile record.

Note: These examples assume you have already logged in and have records that meet
the retention profile criteria.

Invoice Retention Profile

This example describes an Invoice Retention profile that will allow the Accounting department to
Simplify its Workplace by automatically removing all records that are over three years old.

1. Navigate to the iRetention Manager Toolbar and select Add New Profile.
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Note: Alternatively, you may select File>Add Profile.

B8 iR etention

.ﬁ.u:h:l Profile )

Note: The Retention Profile dialog displays.

2. Place the cursor in the Profile Name text box and Name the Retention Profile.

Retention Profile

Define the
Retention

Profile Hame | Profile name.
\,_‘\._fh_wwm.“h

3. Select the Application drop down menu and Choose the appropriate iSynergy Application.

Profile Hame IInvoices

Choose the iSynergy Application.

Application | Invoices E
Checks
i GeneralCapture
Trigger Datel HR
|HR_Employee ' acations

D fic:e anager
Payrall

Index

4. Choose the Index Trigger Date.

Retention Profile

|
}

Prafile M ame |Invoices

Application I Ihvoices j

Trigger Date
Select the Index Trigger Date.

CreateD ate
todifiedD ate

Lresteli gte

T e —

Index

5. Define the Document Retention Number of Periods.
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Retention Profile

Prafile tarme ||rwoices

Application I Invoices j
Trigger Date
Index I CreateDate j

Document Retention
I Mumber of Periods lﬂ‘———

o Al B e o g B, 8l b,

6. Select the Retention Period.

Retention Profile

Prafils M ame |Invoices

Application I Invoices j
Trigger D ate
Index | CreateDate j

Document Retention

MNumber of Periods |3 3:

Note: The Retention Period is defined as a calendar day + 1.

7. Select the Document Type Index.
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Retention Profile

1

Frafile Name |Inv0ices

Application I Invoices j E
3

Trigger Date 1
Index | CreateD ate j 4

4

—Document Retention —————————————
Mumber of Periods |3 3: 1
Period IYear 'l :
4
—Document Type i
I Index I IStatus _:J

Note: These Document Type Indexes are derived from the defined iSynergy Application
Document Types. For more information regarding iSynergy Document Types, please
refer to the iSynergy 3.9 SP1 Advanced User Manual.

8. Select the Document Type Value.

Retention Profile

Profile M arme IInvnices
Application Ilnvoices ‘l

Trigger Date

Index | CreateDate b

r—Document R etention

Mumber of Periods |3 3:
Periad IYeal &7 l

—Document Type

Index lm
Walue  |Paid hd
Pending Post
Payment Approved
Mew [nvoices
Rejected
|Payment Pending

Note: The Document Type Value is derived from the iSynergy Application UDLs. For
more information regarding iSynergy UDLs, please refer to the iSynergy 3.9 SP1
Advanced User Manual.

9. Select OK.

iRetention Manager Guide 3.9 SP1
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Note: Selecting Cancel will not save any criteria for the Retention Profile.

Retention Profile

Prafile Mame IInvoices

Application I Invoices j
Trigger Date
Index | CreateDate j

r— Document Retention

Mumber of Periods |3 3:
Period IYear 'l
—Document Type
Index IStatus j
Vale [Paid =

—»|

Cancel |

Note: The newly created Retention Manager profile displays in the iRetention Manger

workspace.

BE iRetention Manager

File Action Abouk

- 1.7 3 \;F'I_ . . I

E = % ‘ L 'Q: --.’-l"--'!/ New Retention Profile displays. i
Frofile Mame | Application / | Trigger D ate | Fietention Period | Doz Tepe | Doz Type VYalue | ‘
O HR_Employe... HR wee Y acations CreateD ate 1 vear HR Doc Type Y acation

O Checks ecks CreateD ate B Years .
O iInvoices Invioices CreateD ate Iears Status Paid

[ HR_Resume HR Createl ate E Months Doz Type Reszume

B T e B ‘*,\“H*‘_“t_‘ ___r’dﬁ‘—-u.._‘-h_ R S Y

10. In the iRetention Manager workspace, Select the Invoices Retention Profile.
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Bg iRetention Manager
File Action About

E|=P 4728 Ak

Frofile Mame | Application | Trigger [ ate | Fietention Period | Doc Type | Doz Type Walue
O HR_Emplove... HR_Employee Yacations CreateD ate 1 Year HR Doz Type Wacation
O Checks Checks CreateD ate b vearz

Arvoices lFvoices CreateDate 3vearz Status Faid
| 1"HR_Resume HR CreateD ate B Months Doc Type Resume

Select the Invoices Retention Profile.
o o l  pnll. mrm e bl oy e, A moth W o el ik ol e matien S il e Rt N e M S b e B S A - ol . i i -

11. Navigate to the iRetention Manager Toolbar.
12. Select Search Documents to Purge.

Note: Alternatively, you may select Action>Search Documents.

B8 iR etention Manager

File  Action Abouk

— = &

._‘-ru:/
Prafile Marne | Applicatic{lgear‘,‘:h documents to purge. pte
O HF_Employve...  HF_Employee Yacations Createl ate
O Checks Checks Createl ate
Hrwvoices [reeoices CreateDate
O HF_Resume HFR CreateDate
T T e TS AP PRt

Note: The iRetention Manager Workspace Status column displays the number of
documents to be purged per the defined retention profile criteria.

% iRetention Manager [_[O]x
File Action  About g
— — E
Q IV el
E _% @S &J) .74 i
Prafile Mame | Application | Trigger Date | Retention Period | Doc Type | Doc Type Yalue | Status | 3
[ HR_Employe...  HR_Employes Yacations CreateD ate 1ear HF Doc Type “acation ]
O Checks Checks CreateD ate B'ears
iInvoices Invoices CreateD ate 3ears Statuz Paid > 29 documents to purge. 142042005 thru 14202005 +
O HR_Resume HR CreateD ate E Months Doc Type Resume 4

bl I s e -nl"‘"‘-\--\..\"’“*_‘—“-‘""‘.‘\-'\-ru“"‘ e s, At b g A e PN . b ot sl

13. Navigate to the iRetention Manager Toolbar and select Purge documents for checked
profiles.

Note: Alternatively, you may select Action>Purge Documents.
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BR iRetention Manager

File Ackion About
p—
.

o i
Eo X2
Purge documents For checked profiles. |

Fom s b s i et et et LT e Tt Rt 2

Note: A Purge Documents dialog displays.

14. If you are sure you want to purge the checked profiles, select Yes.

Purge Documents Eq |

:{/ Are you sure you wank to purge the checked profiles?

Note: A Purge Confirmation dialog displays.

15. Select the Checkbox for “I have read the warning above and understand the implications of
continuing.”

16. Click Continue.

Purge Confirmation
“r'ou are about to permanently delete documents friom iSynergy for the retention praofiles lizted below. Date ranges shown are “i

incluzive and are bazed on a comparizan between profile trigger date values and today's date [1/20/2009). There iz no
rollback or recovery. Purged tems are permanently expunged from the system.

Profile Invoices has 29 documents to purge. CreateDate: 1/20/2005 thru 1./20/2005 Fetention Period iz 3 Years.

1. Read the warning.
2. Select the checkhox.

3. Click Continue.
\ ll

v Fl have read the waming above and understand the mplications of continuing, & I Carntinue I Cancel |

17. The selected records begin to be removed from the Repository and Database.
B8 iRetention Manager

File:  &ekion  About

=k 4 ‘ o g | % {

Prafile Mame | Application | Trigger Date | Retention Period | Doc Type | Doc Type Yalue | Status

O HR_Employe...  HR_Emplayes Yacations CreateDate 1 Year HR Doc Type W acation

O Checks Checks CreateD ate BYears L
Hrvoices |nvoices CreateD ate Iearz Statuz Faid Purged 14 of 29 documents. !
O HR_Resume HR CreateD ate B Monthg Do Type Resume / ;

T T L S S e epur e ¥ T r‘.\ et A g it gl B T e B S S n_‘

Note: If you need to stop the purge, navigate to the iRetention Manager Toolbar and
select Stop. You may select Stop at any time.
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B8 iRk etention Manager

File Action Abouk

1 &K

| Frofile Mame Application |Stop SearchiPurge
G e - M*'\u-ln s
.,_.‘,h.?} f_u.\_w- e,

18. The Status column displays the purged number of records.

&% iRetention Manager
File &ckion About

Profile Hame | Application | Trigger D ate | Retention Penod | Doz Type | Doc Tepe Value | Statuz

O HF_Emplove...  HR_Employes Yacations CreateD ate 1 %ear HE Doc Type Y acation

O Checks Checks CreateD ate 5Years ;
| Hhwaices Irrvoices Createllate IVearz Statuz Paid Purged 29 documents. 4
O HF_Fesume HR CreateDlate B Maonths Do Type Resume

A A \ﬂ,a_-ﬁ"'“""\ AL e and R e s T — i e T TR SR R R -0‘“

Checks Retention Profile

This example describes a Checks Retention profile that will allow the Accounting department to
Simplify its Workplace by automatically removing all records that are over five years old.

1. Navigate to the iRetention Manager Toolbar and select Add New Profile.
Note: Alternatively, you may select File>Add Profile.

BE iletention Marf
File Acktion &bou

&dd Profile 8=
o Edit Profile
S T T

Note: The Retention Profile dialog displays.

2. Place the cursor in the Profile Name text box and Name the Retention Profile.

Retention Profile

Prafile Marme ([

-l \_-.M*‘\.‘\_‘p C __q_-_r—-n-._ o

3. Select the Application drop down menu and Choose the appropriate iSynergy Application.
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Retention Profile

Prafile MNarme |Ehecks

Application | Check

4. Choose the Index Trigger Date.

LT T T m T St e T e T

Trigger [ ate

P

i

E Index | CreateD ate

: M odifiedD ate

L ‘Createl) ate

£ D ate

% Desyment Reteatios :

5. Define the Document Retention Number of Periods.

— e et e T -
3

i~ Document B etention
Jr | Humber of Periodz ||5 3:
1 T R e e e

6. Select the Retention Period.

o

(

ey T L L SR S, B R S
i - -~

D ocument Retention

Murmber of Periods |5 =

I F'eriu:u:ll

Note: The Retention Period is defined as a calendar day + 1. Additionally, if you choose
to have additional criteria defined, such as your Document Type and the Value, the
options are dependent upon the iSynergy Application UDL setup. For more information
regarding iSynergy Applications and UDLs, please refer to the iSynergy 3.9 SP1
Advanced User Manual.

7. Select OK.
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Retention Profile

Prafile tame IChecks

Application I Checks j
Trigger Date
Index | CreateDate j

—Documet A etention

MHumber of Peniods |5 Ei
Period ~

—Document Type

Indey I j
Walue I j

—» [ oc | cenca |

Note: Selecting Cancel will not save any criteria for the Retention Profile.

Note: The newly created Retention Manager profile displays in the iRetention Manger
workspace.

8. Inthe iRetention Manager workspace, Select the Checks Retention Profile.

File  Ackion  Abouk

= " ) - Pl
ﬁ : j “ '&_—;}} @ -.,‘.p.."{ Select the Checks Retention Profile.
Profile M ame _Lﬁ.ppﬁt!ﬁﬁa-rr_ | Trigger D ate | Retention Periad | Do Type | Do Type Value Statuz
ij: HA_Employee ' acations: Createl ate 1 vear HR Doz Tope W acation
iChecks Checks CreateD ate B'rearz
B MPWIT e TSP e T T WYY

ot e e e R ol gl NN e A, ol R % Rl il R

9. Navigate to the iRetention Menu.
10. Select Action>Search Documents.
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B8 iketention Manager

File | Action  Abouk

= Search Documents
2 Purge Documents

Note: Alternatively, you may select the Search Icon from the Toolbar.

B8 iRetention Manager =13
File Action Abouk
= 0 | s b3 | WK
B & | e . !
Prafile Mame | Application | Trigger Date | Retention Period | Doc Type | Doc Type VYalue | Status |
O HR_Employe...  HR_Employes Vacations CreateD ate 1ear HF Doc Type “acation
iChecks Checks CreateD ate B'ears e 32 documents ta purge. 1/19/2003 thru 1/15/2003
b e e B . S g e A BTG P g 0 g R 0 0 e P e i e

Note: The iRetention Manager Workspace Status column displays the number of
documents to be purged per the defined retention profile criteria.

11. Navigate to the iRetention Manager Menu.
12. Select Action>Purge Documents.

Note: Alternatively, you may navigate to the iRetention Manager Toolbar and select
Purge documents for checked profiles icon.

B8 iRetention Manager

File | Action Aok

= Search Docurnents
E Purge Documents
o “M--dr‘l-—h—w-"

Note: A Purge Documents dialog displays.

13. If you are sure you want to purge the checked profiles, select Yes.

Purge Documents |

‘?I'} Are vou sure you wank to purge the checked profiles?

Note: A Purge Confirmation dialog displays.

14. Read the warning.

15. Select the Checkbox for “I have read the warning above and understand the implications of
continuing.”

16. Click Continue.
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Purge Confirmation
“r'ou are about to permanently delete documents from iSynergy for the retention profiles izted below. Date ranges shown are Ai

incluzive and are bazed on a comparizan between profile trigger date values and today's date [1/20/2009). There iz no
rollback or recovery. Purged tems are permanently expunged from the system.

Profile Invoices has 29 documents to purge. CreateDate: 1/20/2005 thru 1./20/2005 Fetention Period iz 3 Years.

1. Read the warning.
2. Select the checkhox.

3. Click Continue.
\ ;I

v Fl have read the waming above and understand the mplications of continuing, & I Carntinue I Cancel |

17. The selected records begin to be removed from the Repository and Database.

Note: If you need to stop the purge, navigate to the iRetention Manager Toolbar and
select Stop. You may select Stop at any time.

File  Action  &bout
- b | SH
_.Iu = | @'S o= & ‘ @ ‘-—_Stups the purge process.
Profile Mame | Application | Trigger Date | Fetention Period | Doc Tvpe | Doc Tvpe Yalue | Status
O HR_Employe...  HF_Employes Vacations CreateDate 1%ear HR Doc Tupe Wacation
iChecks Checks CreateDate BYears --" Purged 13 of 32 documents.
o Rt A TR e AR A = N S Y Y PR B betnm s sl e S et e e e

18. The Status column displays the purged number of records.

§ inetention Mana _|O
File Action About
=5 o | B
E L1 v‘ = ‘ Mg 4
Prafile Mame ‘ Application | Trigger Date | Retention Period | Doc Type | Doc Type Yalue | Status |
[ HR_Emplave... HF_Emploves VYacations CreateD ate 1 Year HR Doc Type ‘“acation
O :Checks Checks CreateD ate A'ears = Furged 32 documents. §
T 188 e it im0 P - . i PR P e o BPATA  o 4.-..43

HR Retention Profile

This example describes a HR_Vacation Retention profile that will allow the HR department to
simplify its workplace by automatically removing all Vacation Requests records that are a year
old, and another HR_Resume profile that will allow the HR department to purge received
resumes that are over six months old.

Employee Vacation Profile

1. Navigate to the iRetention Manager Toolbar and select Add New Profile.
Note: Alternatively, you may select File>Add Profile.
Note: The Retention Profile dialog displays.

2. Place the cursor in the Profile Name text box and Name the Retention Profile.
3. Select the Application drop down menu and Choose the appropriate iSynergy Application.
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4. Choose the Index Trigger Date.
Define the Document Retention Number of Periods.
6. Select the Retention Period.

o

Note: The Retention Period is defined as a calendar day + 1.

7. Select the Document Type Index.
Note: These Document Type Indexes are derived from the defined iSynergy Application
Document Types. For more information regarding iSynergy Document Types, please
refer to the iSynergy 3.9 SP1 Advanced User Manual.

8. Select the Document Type Value.
Note: The Document Type Value is derived from the iSynergy Application UDLs. For
more information regarding iSynergy UDLS, please refer to the iSynergy 3.9 SP1
Advanced User Manual.

9. Select OK.

Note: Selecting Cancel will not save any criteria for the Retention Profile.

Retention Profile

RCIIENRENENIHE Employes Wacations

Application IHFE_EmpID_I,Iee\-‘acations j

Trigger D ate

Index | CreateDate j

— Document B etention

Mumber of Periods |‘| 3:
Period I"l’ear "l

 Document Type

Index IHH Doc Type j

Walue I\-"acatinn j

Ok I Cancel |
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Note: The newly created HR_Employee Vacations Retention Manager profile displays in
the iRetention Manger workspace.

10. In the iRetention Manager workspace, Select the HR_Employee Vacations Retention
Profile.

B8 iRetention Manager [_[O] x}
File Action | About

[(HE & |

Select the HR_Employee Vacations Retention Profile.

% Application Trigger Date Fletantlon Period | Doc Type Doc Type Yalus Status
T " ‘._.....L.___.._-A.- S T WP ey ?\"‘_..-

11. Navigate to the iRetention Manager Toolbar.
12. Select Search Documents to Purge.

Note: Alternatively, you may select Action>Search Documents.

B§ iRetention Manager
Fil= Action  About

B X |[2lo | @

Profile Mame | hpplicJSBa"C documents bo purge. [ ate | R etention Period | Doc Type | Doc Type Yalue | Statug
‘HR_Employe... HR_Employes Yacations CreateDate 1 Year HF Doc Type Wacation
- T At el g raalihe denn, By gt b, ity e ., gl e by, el 2ok it Aot St gkl Adh L o e Btk - By e o s oo e St e b At o, b o ik et o s ol ettty - e

Note: The iRetention Manager Workspace Status column displays the number of
documents to be purged per the defined retention profile criteria.

B8 iRetention Manager M=l E3 )
File Action About
5u/®
N .4
o, / 1
Frofile Name | Application | Trigger Date | Fetention Period | Doc Type | Doc Type Value | Status ‘ | 4
HRE_Erploye...  HR_Employes 'V acations CreateD ate 1 Year HR Doc Type acation 15 documents to purge. 1/19/2007 thru 1/19/2007
B T S S e ey PP, BT e e e g Tty T A S B S e g

13. Navigate to the iRetention Manager Toolbar and select Purge documents for checked
profiles.

Note: Alternatively, you may select Action>Purge Documents.

B8 iRetention Manager M=l .
File Action About
O b3 | ®i2 :
w 87 3
Prafile: Narne | Application |Purge documents for checked profiles. fion Period | Doc Type | Doc TypeValue | Status [
HR_Emplaye...  HR_Employes Yacations CreateDate 1 Year HFR Doc Type acation 15 documents to purge. 141942007 thru 141942007
e Sk Tt S ————

Note: A Purge Documents dialog displays.

14. If you are sure you want to purge the checked profiles, select Yes.
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Purge Documents |

\?/ Are wou sure you wank to purge the checked profiles?

Note: A Purge Confirmation dialog displays.

15. Read the warning.

16. Select the Checkbox for “I have read the warning above and understand the implications of
continuing.”

17. Click Continue.

Purge Confirmation
“rou are about to permanently delete documents fram iSynergy for the retention profiles lizted belaw. Date ranges shown are Ai

incluzive and are bazed on a comparnson between profile ngger date values and today's date [1/20/2003]. There iz no
rollback or recovery. Purged items are permanently expunged from the system.

Frafile Invoices haz 29 documents to purge. Createlate: 142042005 thru 1./20/2005 B etention Period iz 3 Y'ears.

1. Read the warning.
2. Select the checkhox.

3. Click Continue.
\ j

v i have read the wamning above and understand the implications of continuing, I Continue I Cancel |

18. The selected records begin to be removed from the Repository and Database.

Note: If you need to stop the purge, navigate to the iRetention Manager Toolbar and
select Stop. You may select Stop at any time.

Stop Purging |

\?/ Are you sure vou want to stop purging documents?

Mo |

B8 iRetention Manager
File  Action  About

- . .' T
B2X S Y |E

Profile Name | Application | Tigger Date | Reteniion Period_| Do Type | Doc TypeValve | Stalus 4 |
i Employe HR, Employee Yacalions Createl ate 1%'ear HF Doc Type ‘Y acation Purged 10 of 15 documents stopped by uzer. ‘
B R T AT, s P P T QT S PR TR

Note: To start purging documents again, simply start over with step 10 and continue
forward.
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B8 iRetention Manager [_] '

File Action About

=, o0 [ O | 588
ﬁ LA & &2 o/ 4
- Search documents to purge
Name [ Appicatere """ Frgferbate | Retention Period | DocType | Doc TypeValue | Status i
.: _Ermploye...  HA_Employes Wacations CreateDate 1 Year HR Doc Type Wacation Purged 10 of 15 documents. - stopped by uzer.
B TR R S U R [ N R T ST T VR TN S SIS Y AP g o Aot Al bl ol e e e .k UGl e e, — o Ml bl AR ek A e e - J

§ iRetentio ana
File Action About

EJEP

] e

Prafile Name [ Application Furge documents For checked profiles, o Period | Doc Type | Doc Type Value | | Status
iHR_Employe... HR_Employee Yacations Createlate 1 ear HF Doc Type “Wacation 5 documents to purge. 1/13/2007 thru 1/19/2007 :
R B S S, e oo i P A A S TS S+ SRS S S S Sy

19. The Status column displays the purged number of records.

&% iRetention Manager
File Action About

- \ - F:/ 1
EEX|2 4 & ‘
F'rofi!e Mame | Application | Trigger Date | Retention Period | Doc Type | Doc Type Walue | Statuz
O iHR_Employe...  HR_Employee Yacations CreateDate 1 ear HR Doc Type Wacation Purged 5 documents.
W i N 4.-—hq..-_.\\_,r-!-l-“"“-—-—~-~ .*,\‘E__r*ﬂ.-.-\ I S ?Or‘lb—--a-!-\-u-_\y‘

Potential Employee Resume Profile

1. Navigate to the iRetention Manager Toolbar and select Add New Profile.
Note: Alternatively, you may select File>Add Profile.
Note: The Retention Profile dialog displays.

Place the cursor in the Profile Name text box and Name the Retention Profile.

Select the Application drop down menu and Choose the appropriate iSynergy Application.
Choose the Index Trigger Date.

Define the Document Retention Number of Periods.

Select the Retention Period.

o0 M~ wN

Note: The Retention Period is defined as a calendar day + 1.

7. Select the Document Type Index.
Note: These Document Type Indexes are derived from the defined iSynergy Application
Document Types. For more information regarding iSynergy Document Types, please
refer to the iSynergy 3.9 SP1 Advanced User Manual.

8. Select the Document Type Value.
Note: The Document Type Value is derived from the iSynergy Application UDLs. For
more information regarding iSynergy UDLs, please refer to the iSynergy 3.9 SP1

Advanced User Manual.

9. Select OK.
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Note: Selecting Cancel will not save any criteria for the Retention Profile.

Retention Profile |

Frofile Mame |(glsBEEatmn

Application  |HR j
Trigger D ate
Index  |CreateDate j

—Diacument Betention

Mumber of Periodz IE 3:
Period IMl:unth "’I

—Document Type

Index ID::u: Type j

Wallie I Resumne j

Ok I Cancel |

Note: The newly created Retention Manager profile displays in the iRetention Manager
workspace.

10. In the iRetention Manager workspace, Select the HR_Resume Retention Profile.
11. Navigate to the iRetention Manager Toolbar.
12. Select Search Documents to Purge.

Note: Alternatively, you may select Action>Search Documents.

iRetention Manager Guide 3.9 SP1 Page 31 of 36



B8 iRetention Manager

Filz  Ackion About
= — i [
. 7o) ®
B w2 T 1

Profile Mame | Ay

—— | 1. qger Date | Retention Period | Doc Type | Doc Type Walue | Status
Search documents to purge.

O HR_Employe...  HFS kel ate 1Year HRA Doc Type Wacation Purged 5 documents.
O Checks Checks Createliate BYearz Purged 32 documents, 1
O Invoices |nvnices Createlate ITears Status Faid 1

HR_Resume HR

B Maonths

CreateD ate

Cioc Twpe
e . ru_.‘-l-.‘ - o "__*-i—lu T T ST TIPS T S NS ¥t m‘.

Note: The iRetention Manager Workspace Status column displays the number of
documents to be purged per the defined retention profile criteria.

B8 iRetention Manager =1
File  Action About
- » e B B a
E =y N ‘ o
Frofile Mame | Application | Trigger Date ‘ Fietention Period | Doc Type | Doc Type Yalue | Status |
[ HF_Employe..  HR_Emplopes Vacations | CreateDate 1ear HFR Doc Type Wacation Furged & documents. '
O Checks Checks CreateDate B'Years Purged 32 documents.
O irwaices Invoices CreateDate Aears Statuz Paid
iHR_Resume HR CreateDate B Maonths Doc Type Resume , 20 documents to purge. 141942007 thru 1/19/2007 i

A ot B e gt it gt NIt gt D e e B A e A i e

13. Navigate to the iRetention Manager Toolbar and select Purge documents for checked
profiles.

Note: Alternatively, you may select Action>Purge Documents.

File Action  About
=1 &0 [ (| b || 982
ﬁ L4 &8 |22 @ ki‘j-’

| -
Profile Mame | Application [Purge documlents fioidscked F:m.F.ILEéi-kion Period | Doc Type | Doc Type Yalue | Status
[ HR_Employe...  HR_Emplayes Yacations CreateDate 1%'ear HF Doc Type ‘Y acation Purged 5 documents.
[ Checks Checks CreateDate Bears Purged 32 documents.
O Irvoices Invoices CreateDate 3Years Statuz Paid
iHR_Resume HR CreateDate E Maonths Doc Type Resume 20 documents to purge. 11942007 thia 11972007 h

R R, e Y VOV T Y e -M—A_‘_L_A_.-..-x-A_A-,.‘*.M"“"“‘*‘M-""‘"“ o, g o gl M"“\M‘_‘J
Note: A Purge Documents dialog displays.

14. If you are sure you want to purge the checked profiles, select Yes.

Purge Documents |

gfj Are wou sure you wank ko purge the checked profiles?

Note: A Purge Confirmation dialog displays.

15. Read the warning.
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16. Select the Checkbox for “I have read the warning above and understand the implications of
continuing.”

17. Click Continue.

Purge Confirmation

“r'ou are about to permanently delete documents from iSynergy for the retention profiles zted below. Date ranges shown are ‘i
incluzive and are bazed on a comparizan between profile tigger date values and today's date [1/20/2009]. There iz no
rollback or recovery. Purged tems are permanently expunged from the system.

Profile Invoices has 29 documents to purge. CreateDate: 1/20/2005 thru 1./20/2005 Fetention Period iz 3 Years.

1. Read the warning.
2. Select the checkhox.

3. Click Continue.
\ ;I

v F have read the waming above and understand the implications of continuing, I Carntinue I Cancel |

18. The selected records begin to be removed from the Repository.

Note: If you need to stop the purge, navigate to the iRetention Manager Toolbar and
select Stop. Consequently, you may select Stop at any time.

19. The Status column displays the purged number of records.

B§ iketention Manager

File Action About

BEX Y&

{
Prafile: M anme | Application | Trigger Date | R etention Period | Doc Type | Doz Type Yalus | Status l
[ HF_Employe...  HR_Employee Yacations CreateDate 1'Year HF Doc Type WYacation Purged 5 documents. "|
O Checks Checks CreateDate B Years Purged 32 documents.
O nwoices Irwaices CreateDate 3Yearz Statuz Paid 1
[ HR_Resume HR CreateD ate £ bdonths Doc Type Fesume Purged 20 documents.
P P ———— e g e AR s L ol o st pa e R s et i “i

iIRetention Manager Tips & Tricks

This section has been provided to further Simplify the Workplace and empowers the
Administrator when using iRetention Manager.

v" When defining a new iRetention Profile, you may not use an existing iRetention Profile
name.

Retention Profile

Prafile Mame IHH_EmpIn_I,Iee Yacations O‘

1
[Frofile Mame already exists,

Application I j
- r..i.n._, e T _.,_..‘-__\ ?.“&-.._‘_ . --f""\.)—.‘*_m*‘-
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v' The iRetention Manager Interface columns are customizable and you may select the
column dividers to change the spacing layout.

B8 iRetention Manager M=l E3 y
File Action About
- y Bl All columns are customizahle.

E (A o |22 © ‘ 8l

Profile Mame | Application | Trigger Date +Helention Period | Doc Type | DocT.. | Status |
[ HF_Emploves Yacations HR_Emploves Vacations CreateD ate 1 %ear HF Doc Type  Wacation  Purged 5 documents. 1
O Checks Checks CreateD ate 5*ears Purged 32 documents.

O Irwvoices Invoices CreateD ate Aearz Status Paid

[ HR_Resume HR CreateD ate E Months Doc Type Resurme  Purged 20 documents.

PV PSTReeT IR L e e S Pt A i, B nl

v If you stop the purge process for a Retention profile, you will have to start the search over
again before the purge can continue.

Document Search Required |

LR

Selecting 'Ok will not purge documents For this profile and continue with other checked profiles.

"-. Profile HR._Employes Macations requires a search ko be done prior ko a purge.
Selecting "Cancel’ will cancel all purges.,

Cancel |

v"iRetention Manager will support creating multiple retention profiles for one or more
servers. All retention profiles for one or more servers will be saved in a single XML file.

v' The retention profiles that load initially are based on whatever server is defined in the
login dialog.

v"iRetention Manager must be ran on a single machine where the XML file resides.
v' When creating a Retention profile, the document type and value are optional fields.
However, if these values are not selected, all documents that meet the defined criteria

trigger date will be purged.

v" You may select multiple profiles, search for documents to purge and purge all the
checked retention profiles at the same time.

Note: You may also select a profile and choose the keyboard delete key to purge
documents.

v" When purging documents from a selected Retention Profile, you must select the “I have
read the warning above and understand the implications of continuing” before you will be
able to continue the purge process.

Note: The purged documents are irretrievable in the current system and can only be
recovered through a backup.

v" To view a detailed text history of the documents you have purged by profile, navigate to
C:\Program Files\iDatix\iRetention Manager\Detail.
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I Import Mapper
= I5) iRetentiontManager
&
I iScan
et ST . e i,

[P Sy

" Program FilesiDatix"iRetentionManager',Detail
File Edit ‘ew Favorites Tools Help
a Back | v| > 5'd | ! Search | * Folders ‘ m'
Address Ilj C:\Program FileshiDatixiiRetentiontanagerDetail
Folders X | _MNameg * | Slzel Type
5 Dita Exchangs Service ;I fj esxE-wzk3-amy_Checks_2_2009_1_20_15_39_17.kxt SKE Text Document
) Database B esx5-wzk3-amy_HR._Emploves Yacations_4_2009_1_16_14_30_50.kxt 1 KB Text Docurnent
55 DocumentSarver [3 esx5-wzk3-amy_HR_Employee Yacations_4_2009_1_21_7_45_5.kxt FKE TextDocument
3 Full Text [j esx5-w2k3-amy_HR_Employes Yacations_4_2009_1_21_7_55_38.kxt 2KB TextDocurnent 1
) Ful Text Manager B esx5-w2k3-amy_HR_Resume_3_2009_1 21 _B_27_15.k«t SEkB Text Document
) inlerts [; esx5-w2k3-amy_Invoices_5_2009_1_20_14_0_38.txt TKB TextDocurnent
I Do
|20 iLinkServer

et o IS o o A oot an IR o b

Note: iRetention Manager automatically generates a continuous summary log file
detailing the date, time, retention profile criteria and the number of records purged. The
text files contain all the index values for each deleted document within a selected
iISynergy Application. The first record in the text file contains the column names of the
index values. The remaining records contain the index values enclosed in quoted and
delimited by commas. This allows the user to import a text file into a spreadsheet if
desired. The text file naming convention is: Server_Profile Name_App ID_DateTime.txt

!Sesxs -w2k3-amy_HR_Employee Yacations_4_2009_1_21_T7_45_5.txt - Notepad

File Edt Format ‘iew Help

“ohjectIip”, "PointerTosource”, "status”, "Pages”, "Locked”, "archivestatus”, "Createdey”, "Createpate”, "Modifiedsy”, "moditiedpare”, "BatchIn®, " =

[LDx_Mame", "IDX_SSN”, "IDX_HR_I boc_Type", ID)QEm;ﬂnyee supervisor”, “I0X vacation_status’

"1z, \\ESXS w2><3 AMV\REpDS‘\tDr‘y\HR Emp'lnyee vacatwns ob] _4_| Dlyub] 4| Dl O13R1. doc E", Q" L %sadmwn 1/19/2007 12:00:00 :
sysadmin®, "1/16,/2009 12:00:00 aM", "1044", "Noah shane”, "555-55-5555", "vacation” Car’u'\'me abet d 4
"{\ESXS w2><3 —AMYNREROS T TOry W HR | Emp'lnyee vacat1nnsLob;,4,D1LDb] 4 l . ‘ET, 0T ' ‘sysadmwn 1/19/2007 12:00:00 3
sysadmin®, "1/16,/2009 7:44:23 1046", "stella Faith 111-11- 111 ' car‘o'l'me E'hzabeth n ed"

MANESHS - w2><3 AMV\REpDS‘\tDr‘y\HR Emp'lnyee vacat1nnsLob;,4,D1LDb 1/19/2007 12:00:00
sysadmin", "1,/16,/2000 7:45:2 1047", "Moah shane","555-55- 5555 ed"
"NAESHS w2><3 AMV\RepDS‘\tDr'y\HR Em 'Inyee vacatwnsyob ,4,01&01:] 4 1/19/2007 12:00:00
iy I 0
sysadmin", "1/16,/2000 7:47:1 "stella Faith", "111-11-111; vacatwn car‘o'l'me E'hzabeth p wved"
"NAESHS w2><3 AMV\RepDS‘\tDr'y\HR Emp'lnyee vacatwnsyobg,a,olyub] 41 Dl 01oR1. do E" sysadmwn 1/19/2007 12:00:00
sysadmin', "1/16,/2000 7:48:30 am","1050", "stella Faith”, "111-11-1111", "vacation W h",
"NAESHS w2><3 —AMY R eposiTory \HR _| Emp'lnyee vacatwnsyobg,a,olyub] 41 Dl 024R1. doc” sysadmwn 1/19/2007 12:00:00
sysadmin", "1,/16,/2000 7:52:12 1055, "stella Faith","111-11-1111", "vacation ", ‘Appr‘ wved" 3
"NAESKS WZKB AMV\RestWtDry\HR Emp'lnyee vacatwnsyob] i Dlyub] 4] Dl 025R1. cloy sadmwn 1/19/2007 12:00:00
s sadmin', "1/16/2000 10:56:07 AM", "1056", "Noah sShane" D d
sadmwn 1/19/2007 12:00:00
. " Appr’uve
b "ESKS W2K3 AMY\REpDSTtDFy\HR Emp'luyee \/acat‘n:msLut?| . 1/19/2007 12:00:00
", Meysadmin®, "1/16,/2000 10:57: 53 AmM" stella Faith”, Caru'hne E'hzabeth ‘Denied”

b "ESKS wZKZ —AMYNRepository W HR_ Emp'luyee vacat‘lDnsLUb],ﬂ,DlLDb],&,D . 'S sadmm 1/19/2007 12:00:00

am", "sysadmin”, "1/19/2009 1:43:48 pM", "1060", "stella Bella”, "888-88-8888", "vacation” “cireline £13 zabeth” ed" J

- P R i . s

v

used when determining when a document should be purged.

=  Purge document if current date>Retention Date.
= Trigger Date + Retention Period = Retention Date.

Using a trigger date and retention period as purge criteria, the following formula will be

» |f adding a month or year period to a trigger date results in the retention date
having a day that is larger than the maximum day for the retention date month,
the day is adjusted to the maximum days in the retention date month.

Trigger Date Period Retention Date Purge on or after
01/02/2007 + 30 Days 02/01/2007 02/02/2007
01/30/2007 + 1 Month 02/28/2007 03/01/2007
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01/30/2007 + 2 Months 03/30/2007 03/31/2007
01/30/2007 + 2 Years 01/30/2009 01/31/2009
01/28/2007 +1 Month 02/28/2007 03/01/2007
01/28/2008 + 1 Month 02/28/2008 02/29/2008
01/30/2008 + 1 Month 02/29/2008 03/01/2008
02/29/2008 +1 Year 02/28/2009 03/01/2009
02/28/2008 + 4 Years 02/28/2012 02/29/2012
02/29/2008 + 4 Years 02/29/2012 03/01/2012
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