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1 Introduction

The HP Records Manager (HPRM), previously called TRIM, Web Client is available for University
staff members who may not require the full functionality associated with the full client or are
utilising an alternative environment that may not be compatible.

The Web Client provides browser-based access to the HP Records Manager database. It is
designed to be consistent with the look and feel of the full HPRM client and customisable to suit
our intranet. Users can register, edit and finalise documents, including email, into HPRM via the
Web Client. If you are required to extensively use the system it is recommended that the full HPRM
client is utilised.

2 Access to HPRM Web Client

The HPRM Web Client is accessible through most browsers including Internet Explorer, Chrome,
Safari and Firefox. (Note: The screen shots in this User Guide originate from Chrome.)

Permissions to access the Web Client are managed through active directory, but if you are using a
wireless connection you will be required to enter your username and password in a pop up box.

1. Open your browser and place the following internet address in the internet address field:
http://itshprmwgs/hprmwebclientclassic

2. If you need to authenticate your login details with your username and password a pop up box
will be presented.
3. HP Records Manager will open.

L C' [} itshprmwgs/hprmwebclientclassic/ w| =
I oapps 9F RMU BF uTAsStaff 9% Techl ams BCMS BF HP Records Manage.. [P HP Records Manager 9§ KnowledgeBase $ UTasIRA 9% Home- Employee..  3{ TRIM User Network
() HP RECORDS MANAGER

+ NEW B 1ain

Record w | Quick Search ¥ | < Enter Search Query > W == Search

mamaid | 2

Tip: Add this to your Bookmarks for easy reference.
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3 HP Records Manager Overview

HP Records Manager is the Electronic Document and Records Management System used to
capture, manage and retrieve records and information for the University. HPRM is used to manage
both hardcopy and electronic records.

3.1 Record Types

Record Types are a way to group similar items together. A Record Type is visually distinguished by
its icon (shape and colour). It also differs by its numbering pattern, its access requirements and the
metadata collected for the records it represents. Record Types have a hierarchical structure to
allow certain Record Types to be attached within another, e.g. a document in a folder.

Document-Contains o
a-file

File:

contains-tos
asbox

Refer to Appendix 1 — Record types for specific breakdowns applicable to University requirements.

University of Tasmania Page 5



HP Records Manager (HPRM 8.1) Web Client Classic User Guide DOC/14/1652[V2]

4 Screens and Functionality

4.1 Shortcuts Toolbar

Shortcuts allow you quick access to HPRM functionality. Shortcuts are broken up into the following
categories: New, Favourites, Recent, Trays and Browse.

%| =

€« C' [} itshprmwgs/hprmwebclientclassic/ oy
2 apps BR AMU UR UTASStaff 98 Techl s BCMS 9% HP Records Manage.. [ HP Records Manager 9 Knowledge Base § UTasJIRA 9% Home - Employee... 3 TRIM User Network >
() HP RECORDS MANAGER

+ new n Main :

* Record v |Quick Search ~ [ < Enter Search Query > v |men || Search é
FAVOURITES

® Rrecent

4 TRAYS

Q srowst

Shortcuts Toolbars

4.1.1 New Tab

= - New Tab: Allows the user to register new Records into
HPRM.

Record Location: Allows the user to register new Locations into
HPRM.

Workflow: (Limited use of this function by University).

orkfle To Do Item: (Limited use of this function by University).
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4.1.2 Favourites Tab

= Records: Allows the user to view Records they have
FAVOURITES saved to favourites.

Locations: Allows the user to view Locations they have
saved to favourites.

FaestEns Classifications: Allows the user to view Classifications
they have saved to favourites.

Saved Searches: Allows the user to view Saved Searches
they have saved to favourites.

4.1.3 Recent Tab

Recent/My Containers: Allows the user to view the last 25
Folders that they have uploaded documents to.
Recent/My Documents: Allows users to view the last 25
documents that they have uploaded or edited.
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4.1.4 Trays Tab

TRAYS = Records In Tray: Shows records that are assigned to your

name.

Record Due Tray: Shows records that are actioned to you
via Action Tracking.

Records Work Tray: Allows the user to view records saved
to the Work Tray.

Records Work Tra Activities Due: Shows records that are actioned to you via
the Workflow module.

ties due Records In or Due Tray: Shows records that are assigned
or actioned to your name.

My To Do Items: Shows To Do items that are assigned to
your name.

Documents Checked Out: Shows documents that you
have checked out of HPRM.

4.1.5 Browse Tab

User Labels: this functionality is not currently utilised
by the University.

Jser Labels Classifications: Allows you to browse through the
classification plan to search for folder titles.

My Requests: Allows you to browse through any
requests you have.

University of Tasmania Page 8



Search Parameters

Screen Refresh

HP Records Manager (HPRM 8.1) Web Client Classic User Guide

DOC/14/1652[V2]

4.2 Search Results Screen

P HP Records Manager x % ¥

Action Tabs

IAGER

Record

FAVOURITES

© recent .|| ¥ RecodType

2 Document
= TRATS - E Document
Q. growse + & nocument

2 Doc ument

=
= Document

3
— Document

=
— Document

tclassic/

Preview tab

BCMS Bﬁ HP Records Manag) E gﬁ Home - Employee...  3{ TRIM

Column Headings

by

 |Quick Search v | title: trim audt log

W |ssx| Search

Date Created

MaIRdIg [ 4

Record Number Title (Free Text Part)
. — B/4/2008 0
List Pane (top half of screen) 181122011
189122011

. TRIM Audit Log 2011 1220 200122011

- LOG2458 . TRIM Audit Log 2012 01 05
- LOG3485 . TRIM Audit Log 2012 01 12 SearCh Count RESU|tS
. LOG2468 . TRIM Audit Log 2012 01 17

Page Count

Record Number
Title

Extension
Revision Number
All Versions

All Actions
Container

Properties

View Pane Tabs

Pagedfz\ b M | Settings

Notes

Displaying resut 1 - 50 of 98

I

= bocument
LOG2289

B8 Tr1M Audit Log
A_a LOG
1
LOG2289: TRIM Aud

View Pane (Rottom half of screen)

bg 2008 04 08

B8 FoL/13/542-12: TECHNOLOGY AND EQUIPMENT - Audit - TRIM Audit Logs - Events - January to August 2008 -

Action Tabs

When each new action is generated a new ‘action tab’ opens on the
top of the screen in HP Records Manager.

Search Parameters

Preview Tab

List Pane & Column
Headings

Search Results

Settings

Refer to chapter on Search Methods for further clarification.

Expands out to display the electronic document highlighted.

Listed at the top of the screen are the results based on the Search
type and value used.

Tip: You can click on the column headings to sort the order of records
listed. (Note this functionality will not work on a large search result -
an error message will be generated to alert you to this)

Provides information about how many records have been returned.

Allows you to alter the number of results shown in the List pane.
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Screen Refresh Click on the screen refresh icon to update results on the screen.

Page Count Provides information about how many pages of results have been
returned.

View Pane This tab is under the List Pane and provides additional metadata
fields depending on which tab is selected (Properties Tab or Notes
Tab).

Properties Tab Provides additional metadata fields and links as defined by the

Record Type selected.

Notes Tab Provides a view of any metadata placed into the Notes field by users
in relation to the Record Type selected.

4.3 Right Click Functionality

4.3.1 Right Mouse Click on the Action tab(s)

Right mouse click on the action tab at the top of the screen and the options available are:

—
=] title:{ﬁ _I)

| - nk

Record ﬂ Feed rch V| title: trim sudit log W |s==| Search

Close Tab

Mmamaig %

' Recol MNumber Title (Free Text Part) Date Created

o

2289 8 TRIM Audit Log 2008 04 08 8/4/2008 D,:|

Link Opens a new session of HPRM with the search results for that action tab.

Feed Creates an RSS feed for the current search parameters that can be
subscribed to via an RSS reader or a Live Bookmark in Firefox. It also
provides a handy way to print the details of the retrieved records.

Close Tab Will close the selected tab.

Close Other Tabs This option is only available when more than one tab is open, and will close
all tabs except the highlighted tab.
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4.3.2 Right Mouse click on a folder or document

Right Mouse Click on a folder or document in the list pane and you will see a list of menu items
with the same or similar functionality as in the full client. The options available will depend on the

user access you have been given.

Document record type Folder record type
v Retord Type Record Number B2 Foiger B Founsp
. Mew 3
v & Document _ Biogmes 22 Foiet
- ] New . Select document or 2 Forer Search 4
— JialEL S . folder to see the Navigation 4
] 3 Folder
= Document o Menu tab
- Navigation 2 = FEZ Contained Records
= Document AL
. View Detail
o Document % = Folger = ¢
. He| Supercopy Security and Audit B
= Document = Folder .
= Document petalls g = Folder e '
) ] Requests 3
E Document Security and Audit | B2 Forer
Locations 3 Workflow %
= Do ument & Foiger Archivi 3
Requests 3 = 2
= Document Workflow b AL Send To 3
= Document S b B2 Folder Remaws From B
= Document Archiving 2 B Foiger @l Properties
& Document Send To 4
o] Document Remowve From 3
& Document @l Properties
4.3.3 Right Mouse Click in View Pane or blank space
This option relates to internet functions only. Use of these options is not recommended.
Back
Forward
Relcad
Save as..
Print...
Translate to English
View page source
View page info
Inspect element
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4.4 Viewing Electronic Documents

To view an electronic document from HPRM:

B Docum— = | P Highlight the record and Right Mouse Click,

& Docum Pew s and then select View from the pop-up menu.
) Search I
|
o Navigaticn 3
= Docum

B Supercopy

L

[l

I HP Records Manager

<« C  [1 itshprmwgs/hprmwebclientclassic/# w| =
i apps R RMU 9% UTAS Staff 9§ Techl 4 BCMS 9% HP Records Manage... [ HP Records Manager 9§ Knowledge Base § UTasJIRA %K Home - Employee...  3{ TRIM User Network »
/) 1P RECORDS MANAGER
+ new + | Butlertr.. " ﬁcunbainer..‘ | Bitle: tr... - :
T
* 4+ | |Record v | Quick Search w | itle: trim audit log ¥ s Search g-
. H
AVOL S
EAVOLIRTTE. v Record Type Record Mumber Title {Free Text Part) Date Created
© Rrecent ¥+ - =
= Dotument B Locaes B TRiu Audit Log 2008 04 08 8/4/2008 D:1¢
. ¥ %
I TRAYS E Document - LOG3448 . TRIM Audit Log 2011 12 16 16/1242011 05
[ 3
Q growse  *+ = Document B Locaas B TRiM sudit Log 2011 1213 19122011 05
R
¥ E pocument B Locaes2 B TRiM Audit Log 2011 1220 201212011 D5
R
= Dotument B Locasss B TRiM Audit Log 2012 01 0 SM/2012 D540
B o ment B ncass B rrina st 1 oo omio 0110 1210m 10 T
RN »
4 4| Pagecfz\ M| & settings Displaying result 1 - 50 of 98
¥
Record Type & bocument =
Record Number LOG3452 |:|
Title A8 TRIM Audit Log 2011 12 20
Extension A\ oG
Revision Number 1
All Versians LOG3452;: TRIM Audit Log 2011 12 20
All Actions
Container B3 FOL/13/542-18: TECHNOLOGY AND EQUIPMENT - Audit - TRIM Audit Logs - Events - 2011 - 2012 -

Properties | Notes

Download infarmation

4] TRIM AuditLog 201..LOG ™ ¥ Showall downloads.. %

Hint: You may also Preview the Document by expanding the Preview tab.

Htitle: tr.. Click on the back

| title: trim audit log arrows to expand - | Search
the window

mber Title {Free Text Part) Date Created
89 . TRIM Audit Log 2008 04 02 8/4/2008 09:1 !lil
148 . TRIM Audit Log 2011 12 16 16/12/2011 05
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Eltitle: tr (& Recen Preview - Uri: 357348 e (=]
: (e & P _____F & -
lick Search W imy | w e Sg == |:|
1
Record Number
e + [, |[recorDs
DL | MAINTENANCE]
& nocizmes 5 |[Pocuments
Chacked Qut 293 202 298 101 14 14

s =

= DOC/1o288 |:| Checked In

. F [draft) emails

[® pocr1a2a188 lto be made

5 Searching for Records

5.1 Search functionality

To run a search you must select the appropriate Object Type and Search Type and enter the
search criteria to generate a search result.

<« C [ itshprmwgs/hprmwebclientclassic/ <7

[

=

2 Apps UR RMU 9B UTASStaff 9% Techl s BCMS 9% HP Records Manage.. [ HP Records Manager 3 Knowledge Base § UTasJRA 9% Home- Employee... 3 TRIM User Network

(/) 1P RECORDS MANAGER

+ nNew + B ain

4 4 Record ¥ |Quick Search ¥ | < Enter Search Query = ~ |== | Search
FAVOURITES
© Recent *

Mmamaid

I TRAYS *

Q growse  *

Object Type Dropdown Arrow o
Search Criteria Drondown Arrow

Record w | Quick Search » | my Dot uments W |sse | Search

At the end of the Search Criteria field is a Drop Down Arrow and either an ellipsis (...) or a
Magnifying Glass icon.

Depending on the Object Type and Search Type selected, there are different methods by which
the Search Criteria must be entered to generate the search.
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5.1.1 Object Type

Under the Object Type drop down arrow there are a variety of values that can be selected to
generate different types of searches. These are:

e Record

e Location

e Saved Search
e ToDo ltem

e  Workflow

e Classification
e Activity

5.1.2 Search Types

Under the Search Type drop down arrow there are three options you may select. These are:

e Quick Search: this search method allows users to run a simple search using simple search
criteria (refer to 5.2.1 for instructions).

e Advanced Search: this search method allows users to run more complex searches (refer to
5.2.3 for instructions).

e Form Search: this search method provides a structured form for searching across multiple
search criteria.

Tip: Users can apply the Advanced Search or the Form Search functions to search for
multiple criteria. These may include multiple search combinations such as: Title Word search

and By Date Created, or Title Word search and Folders only.

5.2 Search Methods

5.2.1 Quick Search - finding a record by Record Number

1. Select Record in the Object Type field.
2. Select Quick Search in the Search Type field.
3. Inthe Enter Search Criteria field enter the record number.
4. Click on Search or press Enter.
Record ¥ |Quick Search v | my Dot uments W s Search

5.2.2 Quick Search - finding a record by Record Title

1. Select Record in the Object Type field.
2. Select Quick Search in the Search Type field.
3. Inthe Search Criteria field enter the title word/s to search for.
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4. Click on Search or press Enter.

=] hprm quic.. X

Record w | Quick Search ¥ | hprm quick tip

5.2.3 Advanced Searches — Searching for multiple criteria m

1. Select Record in the Obiject field.
2. Select Advanced Search in the Search Type field.
3. Select the Magnifying Glass or ellipsis (...) icon.

C— w | Omick Saarch » ve s
Quick Search
Advvanced Sear 'I@ Advanced Search
P Seaach

4. Onthe Search for Records form, highlight the word Record* and click on Add search clause.
*Note this will change depending on the Object Type field option selected.

Search for Records ®

@ and O or [ not|| Add searchclameﬂ

Search Sert || Filter

=] Record Record is Highlighted

Add Search
Clause

Search ] Cancel ]

5. Inthe Record search builder dialogue box highlight the first search option to search by.

6. Select from the list Dates and Times and expand by clicking on the +, select Date Registered
Search and fill in the date range required.

7. Click on OK.
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Record search builder = || |[%%
# (] Recent *  Selects Records based on a value for Date Registered. ?N
=[] Additional Fields
e Business Process
] A date in your regional format: 27/12/2005
&[] Contacts, People and Places
=] Dates and Times =/ A date range in your regional format: 27/12/2005 -
=] Date Clozsed | 29/12/2005 |
=] Date Created 3
= Date Declared As Final A month {uses this year), a year, or a month an year:
e or June 2005 or just 2005

=| Date Imported
= Date Last Updated Ll
= Registered t time periods{week, month, year): last week
=| Date Published
=| Date Registered Last specified time period(days, weeks, months, years):
=] Last Action Date last 7 days

[+ ] Document Management

FU T e e ~ | Mext time periods{week, month, year}; next month

From: |1/10/2013 i To: | 31/10/2013 | Date Range

8. Click on the Add search clause function again, then select and expand Text Search by using
the + button and select Title.

Isearch for Records

Add Search

@ and O or [ pot| Add search dause Clause

Search Sort Filter

=3 Record
=] Date Registered: 1/1/2013 to 31/12/2013

Record search builder =+
D t I t |
| Document anagemen “  Selects Records based on the Title Word index. .
[ (Z] Linked Mavigation .
[© (] Other
[+ [C] Records Management A simple word: reef

[+ [C] Reference and Control Numbers
[#[C] Retention and Disposal
I TR | Alist of one or more words using * and/or ? as a wildcards:
23 Text Search ma*tee barr?er Tips
=] Any Word
=| Content
=] Index
=] Hotes
=] Title
[+ [ Trays and Labels
® ] Type

A list of words: reef barrier manatee

4 phrase encosed in quotes: 'Great barrier reef.

m

1

fitle: records management v

Ok Cancel

9. Click OK.
10. Click on Search.
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5.2.4 Form Search

The form search allows the user to run a structured search, including multiple criteria such as Title
Word and By Date Registered.

1. Leave the Object Type field as Record.
2. Select Form Search from the Search Type field by clicking the down arrow.
3. Atthe end of the Search Criteria field click on the magnifying glass or ellipsis (...) icon.

Record w | Quick Search = Enter Search Query = V@ Search
Quick Ssarch

Advanced Search
Form Search {h.]

4. The entry form will be presented.

Record Form Search *

Search sort Filter

Title: = \

Notes: —
Content:

Contact: fa

Assignes; %

container: - Enter Search
External ID: Criteria
Diate Craated: = =

Date Registerad: 4 =

Owner: G,

Record Type:

Expandad Number: ]

Search ] Canczl ]

5. Fillin the search criteria depending on the search result required, e.g. Title and Date Created.
6. Click on Search or Press Enter.
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The function of each field in the Form is described below.

Field Description

Title Allows a user to search for any information entered into the Title field
of a record type. E.g. Legal Advice

Notes Allows a user to search for any information entered into the Notes
field of records.

Content Allows a user to search for any word or phrase within the content of a
document that has been scanned using Optical Character
Recognition (OCR) or within born digital documents such as Microsoft
Word documents, Excel spreadsheets or email.

Assignee Allows a user to search for any documents or folders assigned to a
person.

Container Allows a user to search for the containers (folders) they have recently
contained documents in.

External ID Allows a user to search for external references applied to records.

Date Created

Date Registered

Owner Location

Record Type

Expanded Number

Allows a user to search for the date a record was authored or signed.

Allows a user to search for the date records were registered into HP
Records Manager.

Allows a user to search for records owned by an individual business
unit.

Allows a user to filter searches to specific record types, e.g. Contract.

Allows a user to search for any records by a number, e.g.
FOL/2013/01000 to FOL/2013/02000.

5.2.5 Form Search - Filter by Record Type

1. Tofilter a form search by Record Type, you first need to enter a search criteria such as the
Title field or Date Created.
2. Click on the down arrow at the end of the Record Type field.

University of Tasmania

Page 18

DOC/14/1652[V2]



HP Records Manager (HPRM 8.1) Web Client Classic User Guide

DOC/14/1652[V2]

Record Form Search

 search | Sort || Filter |

-

x

(Title: | records management

Motes;

Content:

Contact:

Assignes:

1.Enter Container:

Search

@@ <]

2. Click on the
Down Arrow to
select record type

Date Created: this year
Date Registerad:
Owner:

|

|

|

|

|

Criteria Extarnal 1D: |
|

|

|

Record Type: |
\Expanded Mumber: |

3. Tick the Record Types required for the search.
%1 Record Type =S

|« Enter Search Query = =2 Search

Mame 1. Tiek Home Owner
Record types
SR ~ ~ '

. Contract University of Tasmania University of Tasmania
= Falder

4 ]
4 4 |Page[t Jof1| b Wl | $| Settings Displaying result 1 - 22 of 22

Name B Contract
Home [ University of Tasmania

owner [ University of Tasmania

Properties “ MNotes |

4. Click OK.

C o [ cancal |

University of Tasmania
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Record Form Search ¥

Search Sort Filter

Title: recards management b

Notes: v
Content:

Contact: G,
Assignes: i3
Container: b
Extarnal ID:

Date Created: this year A 9
Date Registerad: | 9
owner: i,
Record Type: "Contract” B

Expandad Number:

Cserch Y| coneel

5. Click Search.

5.2.6 Sorting Search Results

Sorting can be activated by clicking on the column headings in the list pane when a search is
generated. E.g. Date Created.

Click on column

heading to sort

v | Record Type Record Number Title (Free Text Part) Date Created o l} ~ Date Registered Edit Status
= = . ; Aa
= Document = Doci14i22861 = Vice Chancellors Awards for outstanding contributions to research and research training 2011 - Early Career R 1372011 01:12PM [ Click to sort P9:32 AM 08 Cherked Out
= Document B Locass2 B TR sudit Log 2011 1220 20122011 05:48 PM 23122011 11:18 AM A8 Finalized

Tip: Sorting by column heading will not work with a large search result — a warning will generate if
this occurs.
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5.2.7 To sort a form search:

1. Click on the Sort tab.
2. Select a sort criteria and either double click or add it to the search criteria by clicking the add

arrow. 1. Select Sort tab
Record Form Sez *®||
Search
Sort Clause & Help Sort Clause Direction
clozedOn Sorte the resufts by Date Clozed. i createdOn AsC
consignment Sorts the results by Consignment.
container Sorts the resultz by Container. |
createdOn Sorts the resulis by Date Created.
dizsposition Dizposition. =
3. Click on arrow to
dueln Date Due. add to search criteria
gxternal Sorts the resulis by External ID.
finalizedOn Sorts the resultz by Date Declared A= Final. |
folderOrigin Sorts the resulis by Folder Origin.
generatedTitle Sorts the results by Title (Structured Part).
haszContents Sorts the resulis by Hag Contents.
imported Sorts the resuliz by Date Imported.
inactiveln Sorts the results by Date Inactive. ~
4 | i 3 1 | 1 [ v
[ save as Default Sort Fields
Search ] Cancel ]
3. Click on Search. 4 Click Search
5.3 Saved Searches

This functionality allows users to save a search that has been generated in HP Records Manager
that may be re-run at any time, e.g. Records created in the last month by a particular business unit.
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5.3.1 Saving a Search

1. Run the required search.

2. Right mouse click in the list pane and select Search > Save Search As.

MNew
Search

Navigation

View

& P

Supercopy

Details

Security and Aodit
Locations
Requests
Workflow
Electronic
Archiving

Send To

Remove From

E'ﬁ Properties

T, Refine s=arch ‘{E

Save Search As

rt with operating costs and
end dog ownership on wild
rship on wildlife occurrenc

ining Centre (RICETC) - F

- UDRH long term leases -
Crown ¢ ontribution to cos

mentaticn

nt, Taroona - Construction

Load Since Upgrade

Load Since Upgrade - ren

3. Inthe Name field enter a description for your search.

HP Records Manager

ame

Description:

Query String:
Sart String:
Filter String:

Owner:

Within Szarch Group:

General

4. Click on Save.

=

Record - title:records management and createdOn:Last Year and type:[name:Document]

title:records management and createdOn:Last Year and type:[na

cragtadOn

Eyfe, Cathy (Mrs)

£

@I Canceal

University of Tasmania
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5.3.2 Finding and using a Saved Search
To locate a saved search:

1. Change the Object field to Saved Search.
2. Inthe Search Type change to Form Search.

3. Click on the magnifying glass or ellipsis (...) icon. Mglgnifying
ass ...

Search Icon

Type

Saved Search ~ |Form Search | < Enter Search Query >

| search

4. Inthe Saved Search Form Search dialogue box, tick the All check box.
5. Click on Search.

FETTPS

Saved Search Form Search *®| |

Search Sort Filter

TR

All |
[ame:

Is Public:

ERTTE . -

OO

Mine:

Within Search Group:

L N FYP -

Object Type:

Search Cancel I |

6. Click on the desired Saved Search in the list pane and Right Mouse Click > Open.

Sawved Search w |Form Search w 3l

Marme

E 01. Documents Checked Out

ﬁ_ﬂ 02 Unfinalise
Search 2
E 02 Unfinalisey

Open | Select
A 04 Chesked i -
X Delete

@ 05 Mot Enc oy

Send T
AR 05 1 Pending ° 4

A3 Remove from Favourites
T8 05,2 Pending|

P8 05 3 Pending E Properties

7. The results for the saved search will be presented.
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5.3.3 Adding a Saved Search to Favourites

Adding a Saved Search to your favourites allows you to quickly access searches that you
undertake regularly. To add the saved search to Favourites:

1. Change the Object Type to Saved Search.

2. Inthe Search Type change to Form Search. Mg?;“sf;"/”g
3. Click on the magnifying glass or ellipsis (...) icon. Ellipsis (...)

icon
Search
Type

Saved Search ~ | Form Search | < Enter Search Query > o [y

4. Inthe Saved Search Form Search dialogue box Tick the All tick box.

FETTPS

Saved Search Form Search *®| |

Search Sort Filter

TR

All {
Mame: .
Is Public: [
Mine: [

Within Search Group:

L N1 I BT E_—F 1] P -

Object Type:

Search

5. Click on Search.
6. Right Mouse Click and select Send To > Favourites.

Search F |

Cpen
X Delete

Send To F | % Favourites ‘“.J
W

Remowve from Favourites

E-i Properties
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5.4 Commonly used Search Types

Follow the 5 step process of the advanced search instructions to view the search options available
from the record search builder.

Description of Search
Category

Search Category

Record searc — ||+
=)= Recent ~ it
[ = | A date range in your regional format: 27/12/2005 -
s =] Date Created 23/12/2005
[=] Date Regiztered
=] Content A month (uses this year], a year, or a month an year:
[=] Notes June or June 2005 or just 2005
[ [T Additional Fields L
[# (] Business Process " | Last time periods{week, month, year): last week
-] Contacts, People and Places
' Last specified time period{days, weeks, months, years): A
& [C] Dates and Times last 7 days =
[# -] Document Management
@ (] Linked Navigation | Mext time periods{week, month, year): next month
[ [C7] Other
| & [C7] Records Management Mext specified time period(days, weeks, months, years):
| @[] Reference and Control Numbers next 2 weeks B
[+[~71 Retentinn and Niznnzal 7 7
From: ] g
Ok Cancel
The most commonly used Search Types include:
Recent This expands to list the most recently used Object Types you have
utilised.
Contacts, People and This expands to include Author, Addressee, Contact and Creator.
Places
Dates and Times This expands to include Date Created and Date Registered.
Reference and Control This expands to include Record Number and External ID.
Numbers
Text Search This expands to include Any Word, Content and Title.
Trays and Labels This expands to include Due Tray, Favourite, My Documents and My
Containers.
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6 Navigating and Viewing

The Navigation function in HP Records Manager provides access to records that are connected to
each other through Containers (folders), Contained Records (attached documents) and/or Parts.

Contained Records All Part / Latest Parts

L ) L '
Documents attached to a folder can A folder can be viewed by i
be viewed by Navigating from its Mavigating trom a document. Pa mr:dm'a f{t"_lderffﬂ" bEf"“I‘;:Ed
Container. by Mavigating from a folder.

The navigation options will only be available if the relevant function has been used, e.g. the
document has been placed in a container.

6.1 Navigate to documents attached to a folder

1. Search and highlight the file.
2. Inthe list pane, right mouse click and select Contained Records.

B FoLrsi i
| New B
B Fouisie -
Search 2
B Fouisi
- Mavigation
B FoLrsi4
% Contained Records
B Fouisis
Details 3
B FoLnse
Security and Audit b
B roLnsr
Locations ]
B Fouisis
Requests 2
|
FOL/S/9 S N
B2 FoLnsio TR b
B Fouisii Send To Bob
E2 FoLrsie Remove From 2
B Founsna @ Properties

6.2 Navigate to a folder from a document

1. Search and highlight the file.
2. Inthe list pane right mouse click and select Navigation > Container Record.
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v Record Type Record Mumber Title {Free Tex
[ : [
= Document = fice Chanc
I D — 1 Vice Ch
= Document cearch b i TRIM Audit
[ O =
— Documen Navigation b | B Related Records
[ O
— Document ]
- n WView @inﬂr Record
— Document
- R Supercopy Ff Container Records (+ Alternative
= Contract _
B ot Details b | BB Records With Same Contacts
= Contrac -
Security and Audit
= |
= Contract Locations b Rural Inter
[ O [ O
= Document Requests pop43 = Inveresk Lt
[ O |
= Document Workflow [ % Legal Advic
[ 3 .
= Document Electronic L i Deed of Ag
B 1= .
B pocumen Archiving b las LE university +
®B Send To 3 =
= Contract Lease and
| B Remove From [ 3 .
— Document 154 L8 R/14/1988.
N = = .
R Document @l Properties 77 (%) Ri14/1968

6.3 Viewing a document

1. Search and highlight the document.
2. Inthe list pane right mouse click and select View.

' E Dot ument E OOCH 47286
[ MNew 2
— Document

. szarch 2
[ O
= Document
= Mavigaticn b
= Document
- View M
— Document
- @ Supercopy
= Contract
n Detail
= Contract = g
= Security and Audit |
= Contract
= Locations I
= Document - ts b

ues
& D t =
BEUmEn Workflow I

[ O
— Document Electronic 2
[ O
= Document Archiving 3
[ 3
= Contract Send To k
[ O
B Document Remaove From 2
[ O L
= Document E.i Properties
[ P
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6.4 Viewing All Parts

1.
2.

v Record Type

4 - Legacy Folkder

Search and highlight the folder.
In the list pane, right mouse click and select Relate.

Record Mumber

Title (Free Text Part}

il §1/0232-01

™8 CoURSES DEGREES
MNew B
Search 2
Mavigation 3
1 | ¥ Contained Records I
l4 4 | Pagelr |of1] Ml | & | sa
Details f Motes
Cecord T - Security and Audit b Additional Fields
ecord Type L Fol
=gacy | Locations b
Record Number - 01/0232-0
Title (Free Text Part) COURSES DEC Requests b
Container W 1/Box285{  Workflow b
i i [F/14/16: Teg . -
Alternatw.e Containers VF/14/16: Teg Electronic b F Successful
Date Registered Monday, 17 5
Date Created Tuesday, 4 Ja Archiving b
Date Closed Tuesday, 3 Ja cerd To b
Disposition = ;
. . o= Inactive Remove From b
Retention Review Date
Retention Schedule fh or 2308 2 =i Properties STAFF DEVELOPMENT)
All parts and other related records will be listed.
Related ollx |
Description Related Record Related Mumber |
First part of COURSES DEGREES & DIPL...  01/0232-02 -
= [
First part of COURSES DEGREES & DIPL...  01/0232-03 E|
First part of COURSES DEGREES & DIPL...  01/0232-04 '
First part of COURSES DEGREES & DIPL...  01/0232-05 i
__First part of COURSES DEGREES & DIPL...  01/0232-08 -
Ok Mew Related Record Cancel
7 Locations
Locations (or contacts) are used as an identifier to indicate:
e The assignee of a record
e  The ownership of a record
e The home or storage location of a record
¢ Who registered the record
University of Tasmania Page 28



HP Records Manager (HPRM 8.1) Web Client Classic User Guide DOC/14/1652[V2]

7.1 Locations / Contacts

Locations or contacts in HP Records Manager are identified by a green or red icon.

@ E IEI |E| Green icons indicate internal staff members, positions, groups
or organisations.

Internal locations are structured into a hierarchy which mirrors
the University organisational structure as closely as possible.

Internal locations are managed by RMU Staff and HPRM
Liaison Officers who rely on notification of changes from
University business areas.

E @ E Red icons indicate external people, positions or organisation
&

locations. These include individuals such as students, or
organisations such as businesses or agencies.

7.2 Location Types

There are location types in HPRM that enables the capture of metadata linking contact location
information to records. These location types are:

Assignee Location Assignee Location applies to hardcopy records and indicates the
current location of that record.

The Assignee Location for an electronic folder will be the same as for
the folder in which it is contained.
Home Location The Home Location for a hardcopy folder indicates the storage location

for the folder.

The Home Location for an electronic folder will be the same as the
Owner Location (usually the Business Unit).

7.3 Changing the Assignee of a Record

The assignee is an indicator of the current location of a hardcopy folder or a document if it is not
physically attached to a folder.

Tip: The In Tray in the Shortcuts Toolbar on the left of the screen (under the Trays Tab) is a

quick reference to folders/documents that are assigned to your profile.
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To change the assignee:

1. Search and highlight the folder.
2. Right mouse click and select Locations > Assignee.

V' B Foide= FA oo i 41405
Maw B
= W77
Search 2
B Foldy - i3
Mavigation 3
2 Fok 13
Fi Contained Records
B Emp 55976-01
— Details 3
« I
Security and Audit b
[4 4 | Pas | Cattinne
Locations 3 % Assignes %
Requests 3 Ho
Access Con =
Workflow 3 Cwner
Archiving B | *a Attach Contact
send To B Remove Contact
R H
Record Typ S rrem b | & Show Contacts
Record Nur @l Properties 495
rle frea - Bl = = m e FTHRTRAY O ~Fh

3. Select the Set to Location radio button.

4. Inthe blank field under the Set to Location radio button, enter the last name of the new
Assignee and click on the icon at the end of the field. If the name comes up ‘red’ it means
there is someone in the locations/contacts table with that name.

Set Assignee o
| |

(@ Set to Location

1. Select Set Fyfe

to Location

Due for Return By

3. Click on the
icon to select the

2. Enter the assignees last correct person.

(©) Sat to Home Location ;
name (If name comes up in

i Infc red it is in the contact list)

(!
1
I
=]

(©) Set a5 Missing

oK Cancel
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5. Search and select the matching (green internal) name from the contact list. Ensure that they
are linked to the correct position as some people may have multiple roles.

@a Location =l

= Enter Search Query = W s Search
MName « Position Organiz aticn Unigue Identifier
@ Fyfe, Cathy (Mrs) E Manager Records & Information IE' Records Management... a 15593
@ Fyfe, Mark (Mr) IE' Human Research Ethi... a 88240
@ Fyfe, Matthew E Claims Supervisor IE' ElG-answvar &07r2 -
I - o B 3

Pags |1 of 1 i | Settings Displaying result 1 - 5 of 5
¥

Accepting Logins Yes

6. Select required person and Click on OK.
7. Click on OK again in the Set Assignee screen.

8 Access Controls

Only staff members that are included in an access control group can access certain types of
records, e.g. only Human Resources staff members have access to Employee folders and
documents.

Access restrictions are placed on Folders, and documents contained within those folders inherit the
same restrictions.

Access is based on:

o The sensitivity or confidentiality of the content of the record and can be set for individual
documents as required.
e Your log on profile.

8.1 Access Control

The access controls in HP Records Manager are grouped into seven functions as listed in the
diagram below:
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s ~_ Fa
#Determines who sDetermines who sDeatermines who sDetermines who

can see the can view the can edit the can change the
document descriptive electronic version descriptive
information of the document information
about the record about a record
View Document -5:; E,Ei:if: s
.
sDetermines who | *Determines who *Determines who
can change the can destroy the can allocate and
access settings on record upload records to
a record the file

Access

Modify Record "":ri

Contribute
Contents

These may be different for each Record Type depending on requirements.

8.2 Changing and Applying Access Controls

The Web Client does not enable amendment of Access Controls. When a document needs access
control applied which is different to the folder it is contained in, please contact your HPRM Liaison
Officer or the Records Management Unit (RMU.Staff@utas.edu.au).

9 Registering Documents

9.1 Record Titling Conventions

The advantages to standardising naming conventions for documents include:

e Improving access and sharing of documents

¢ Reducing redundancy or duplication of documents

¢ Avoiding loss of information

e Enabling you to identify and find the latest draft or the desired version of a document
¢ Naming documents quickly and easily

e Understanding the content of a document without needing to open it

Further information can be found in the ‘TRIM Data Entry Standards’ available on the intranet.

University of Tasmania Page 32


mailto:RMU.Staff@utas.edu.au
http://www.it.utas.edu.au/__data/assets/pdf_file/0019/23275/TRIM-Data-Entry-Standards.pdf

HP Records Manager (HPRM 8.1) Web Client Classic User Guide

DOC/14/1652[V2]

WHAT IS IT WHAT’S IT ABOUT -

Contract for the
provision of i
cleaning services

Advertising .
Brochure

User Manual T
Meeting Minutes i
Internal +
Memorandum

Agenda i
Statement of .
Duties

Template

Document Naming Conventions

Provision of Cleaning
services at Corporate
Services Building by
ACME Pty Ltd in 2012

Courses offered by
University of Tasmania in
2014

How to use the HP
Records Manager
System

Risk Committee Meeting
27 March 2013

Change to Employee
Travel Policy in February
2013

Workplace Health and
Safety Committee
meeting July 2012

Administration Assistant

Student Enquiry
Response

9.2 Registering a Document

Contract — Provision of Cleaning
Services — Corporate Services
Building - ACME Pty Ltd - 2012

Advertising Brochure — University
of Tasmania Courses 2014

HP Records Manager User Manual

Risk Committee Meeting Minutes
27 March 2013

Internal Memorandum — Employee
Travel Policy Change — February
2013

Workplace Health and Safety
Committee — Agenda - July 2012

Statement of Duties —
Administration Assistant

Template — Student Enquiry
Response

To register a document into HP Records Manager, the user must have Contributor access or

higher:

1. Inthe Shortcuts bar to the left of the screen, click on the New tab and select the Record icon.

() HP RECORDS MANAGER

¥ |Form Search

 |title:records management and createdOn:This Year and type:[nas

1. Select New

2. Select Record

*
FAVOURITES
© recent

i TRAYS

Q srowse

me:Contract]

v o Search

mansig

University of Tasmania

Page 33




HP Records Manager (HPRM 8.1) Web Client Classic User Guide DOC/14/1652[V2]

2. Select the Document Record Type.

| Select Record Type *

= Enter Search Query = s Saarch

MName Home Owner
[ O
= Dwocument

= Folder

3. Click on OK and the entry form will be presented.
4. Fillin the metadata fields in the Document Information Tab.

= New Docut

Record w |Form Search W |title:rec ords management and createdOn:This Year and type:[name:Contract] W |aee| Search

manald A

Fields marked with an asterisk(*) are mandatory.

*Document Title: o
*Date Written (Date 9/1/2015 05:08 PM (|
Created):
*Security Classification: Unclassified x>
*author / Signatory: [ |@ (7]
{ Addressee: 6
External ID:
*Folder (Container): [ |"|_I (1]

Make Final (Read Only) O
Save:

Electronic Document: |

Save Cancel

Document Information Display andfor Modify Notes Document History

* Denotes a Mandatory Field

Tip: some fields will be automatically populated if you attach the electronic document first.

5. *Document Title: enter the document details in line with any data entry conventions that may
be applicable in the TRIM Data Entry Standards or internal procedures

6. Date Written (Date Created): check the date reflects the date of the correspondence, report, or
email. (Note that the Date Created will automatically populate for electronic documents so
confirm that the date is correct)

7. Security Classification: set security to Public, Unclassified or Confidential. Refer to TRIM
Security Guidelines for clarification of which to apply.

8. *Author/Signatory: enter the author of the document, check that you have selected the correct
person and that they are linked to the correct position.

9. Addressee: enter the addressee of the document or leave blank if not addressed to anyone.

10. External ID: apply the external reference if supplied.

11. *Folder (Container): Fill in the folder number or search for the folder using the KwikSelect

button. T
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12. Make Final (Read Only) Save: leave tick box blank.
13. Electronic Document: Browse to attach the document.
14. In the Upload dialogue box, click on the Browse button.

| Upload ¥

File to
upload:

Browse

Save Cancel Click Browse

15. Locate and highlight the document and click on Open.

Organize Mew folder = - EI] @
. Public Documents o D -
: " Arrange by:  Folder ~ " L]
s = 7.3.2 Client Testing H
|| Pictures .
- MName g
B ceor B Linked Navigationjpg Performance

B Mooloolaba Cathy 2012,jpg
| Performance Latency testing
Research Ethics Access Conl

Lo Computer
&, 0sDisk (C) .
5% Groups (M:)

Performance Index testing

4 R h Ethics A Conl Date/ | Results
g cmfyfe (\\itssbyfs2.its.utas.edu E Esearc 65 Access Lon Ti
G R h (R T School Disposal Guide (UMS Ime i
esearch (R: Filt
o L TAS November 2012.pdf 30 £ 3 Performance Test
5 FinAdmin () L = . August Performance Index 144
. = TRIM Access login.xlsx i
¥ software (\\itssbyfsT) (¥:) & TRIM Cheat Shoct X.d 9:00 [BPerformance Index - Laten 4
: t et X .
L AuditLogs$ (\\itssbytriml) (Z:) eat ohe oo AM Test Deadlock Detection Doub
TRIM seat Allocation - Septe £
e
‘-' Network TRIM.rename
University of Tasmania - Bu ~
- <[ m b 4| I |
File name: Performance Latency testing.docx - [AII Files

e

16. The document will now be listed in the Upload dialogue box. Click on Save.

Upload ¥
File to C:\fakepath\Performance Latency testing.doc: Browse
upload:

Save Document title is
listed

Please Wait...
Uphoading...

M
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Status *
File Performance Latency testing.docx has been successfully uploaded.
Status dialog box
Record w |Form Search w | = Enter Search Query > 2 js=a | Seanch

Fields marked with an asterisk(*) are mandatory.

*Document Title:

*Date Written [Date
Created):

*Sacurity Classification:

*Authar | Signatory:

Addressee:
External ID:

*Folder (Container);

Maks Final (Read Only)
Save:

Electronic Document:

performance Latency testing

12/1/2015 09:01 AM

Unclassified

Fyfe, Cathy (Mrs)

FOL/14/495
]

Parformance Latency testing.docx

Uploaded document is
now populated

M‘

l Document Information J Display and/or Modify Notes Document History

17. Click on Save.
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10 Moditying Records
10.1 Changing a Title
The title of a document can be changed if necessary, e.g. to correct a typing error.
To change a record title:
1. Search and highlight the record. New b
2. Right mouse click and select Properties. Search b
3. Edit the Document Title as required. e b
4. Click on Save.
0 view
e Supercopy
Details 3
Security and Audit
Locations 3
Reguests 3
Workflow 3
Electronic 3
Archiving 3
Send To 2
Remowve From 3
[‘i TEais % DOC/14/221: '*
Record W |Quick Search ¥ |favorite R irchj

Fields marked with an asterisk(*) are mandatory.

*Document Title: Seat Allocation User Types and computer identifiers including office platform
Edit the title

*Date Written (Date 29/9/2014 04:47 PM =

Created):

*Security Classification: Uniclassified xv

*Author / Signatory: Fyfe, Cathy (Mrs) oy

Addressee: LY

External ID:

*Falder (Container): FOL/14/362 L] [%

Document Information Display andfor Modify Notes Document History
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10.1.1 Changing the location of a Document to another Folder (Container)

Note: not all users may have this permission.

3 o i}
Documer] 016
MNew 3

7og
Documer S p 755

1. Search and highlight the records.

2. Right mouse click and select Locations >
Container.

3. Amend the Folder (Container) number.

4. Select OK.

-
=
)

Dot umer Navigation

Documer| )
View

Contract

& P

Supercopy

Contract
Details

Documel
GEUMEN oo ity and Audit

] Locations

E| Container
Page|1]

!2; Assignee

Owner

Requests

OR

Waorkflow

zord Type .
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1. Search and highlight the record. New 3
2. Right mouse click and select Properties. Search 3
3. Edit the *Folder (Container) as required. Navigation b
4. Click on Save. 0 view

@ Supercopy

Details
Security and Audit
Locations

Requests

3

3
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Workflow 2
Electronic b
Archiving 3
Send To F
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[5 records % pocji4/221: *

Record  |Quick Search ¥ | favorite ¥ |ss= | Search

Fields marked with an asterisk(™) are mandatory.

*Document Title: Seat Allocation User Types and computer identifiers including office platform
“Date Written (Date 29/9/2014 04:47 PM ]

Created):

*Security Classification: Unclassified NS

*author [ Signatory: Fyfe, Cathy (Mrs) Y

Addressee: Y

External ID: Enter the
replacement folder

*Folder (Container): FOL/14/362
number

Save Cancel

Document Information Display and/or Modify Notes Document History

10.1.2 Moditying/Adding a Note

Some users may not be able to modify or delete notes already saved into HPRM. Please contact
your HPRM Liaison Officer or email RMU.Staff@utas.edu.au if you require a note to be modified.

1. Search and New b I seat Alocation User Ty
Search 3
highlight the record. osin > |m—
2. Right mouse click Q vew
) [ Supercopy
and select Details >
Details 3 Motes
NOteS Security and Audit b Additional Fields
Locations 3 B Relate
¥ bes ana computer gent
OR Workflow 3
Hecone b PMENT - Systems Deve
Archiving 3
Send To 3
Remaove From 3
sperties
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1. Right mouse click e ==
Fields marked with an asterisk(*) are mandatory.
an d Se I eCt *Document Title: Seat Allocation User Types and computer identifiers including office platform
Properties.
;‘D;tteeél‘)[j\tten (Date 29/9/2014 04:47 PM ]
*Security Classification: Unclassified N
*Author [ Signatory: Fyfe, Cathy (Mrs) oy
Addressee: =
External ID:
*Falder (Container): FOL/14/362 i ]
Save
Document Information Document History
2. Add/ Modify Notes [N Sk
. . Nates:
field and ‘Insert =
User Stamp’.
3. Select Save.
Click on Insert User
Stamp after
| modification
|
| Insert User Stamp
|
oK Cancel

11 Printing Reports

You can print from the search results displayed via the RSS feed option. Note this functionality did
not appear to be available through Chrome, but is available in Internet Explorer and Firefox.

E@ Recent =
Link
Record B
Eﬂ Feed {P_n;
v Record 1 Close Tab |
n e
— Docy taELiEr lais

Right Mouse
Click on the
Search
Results tab
and Select
Feed.
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—
HP Records Manager Record Feed - Windows Internet Explorer

2] http://itshprmwgs/hprmwebclientclassic/Rss.sve/ record/searchig=myDac

~[4 | x Bing

|| x @Convert + PRSelect

o Favorites 55 9 RMU 5% UTAS Staff s BOMS 9 TechnologyOne Financial... 3% Knowledge Base ¢ UTasJIRA 9 Information Technology .. { TRIM Uk

| @ HP Records Manager Record Fecd | |

cer Network () FYB Service Desk [f] HP TRIM

- v [ g v Pagev Safetyw Toosw @v

i

HP Records Manager Record Feed

is automatically downloaded to your computer and can be viewed in Internet Explorer and other programs. Learn more about feeds.

& Subscribe to this feed

HP Records Manager 8.1.0 - Software Configuration Manual - Version 3

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is added to the Common Feed List. Updated information from the feed

Displaying

Friday, 9 January 2015, 3336 PM

Document

DOC/14/28016

Title (Free Text Part): HP Records Manager 8.1.0 - Software Configuration Manual - Version 3
Date Created 1/12/2014 3:18 BM

1/12/2014 3:18 BM

Record Type

Record Number:

Date Registerec

Edit Status: Finalized
Author. FVE Ply Ltd
Addressee:

Date Modified: 7/01/2015 4:33 PM

0 P Records Manager 8.1.0 - Software Configuration Manual - Version 3.PDF

University of Tasmania - Disaster Recovery D ion - and

25/25

Friday, 8 January 2015, 4:33:34 PM o

‘

Protected Mode: OFf

A v R10% <

12 References

In the HPRM
Record Feed,
Select the
Print icon or
drop down
arrow to suit
your
requirements.

You can also
use this
screen to
subscribe to
the RSS feed
via an RSS
reader or
Firefox's Live
Bookmark
functionality.

¢  Monash University HP TRIM 7.1 Web Client eRMS User Guide Student Files and Documents
e TRIM Document and Records Management Procedures

e TRIM Training and Support Web page

University of Tasmania

Page 41


http://www.it.utas.edu.au/records/trim

HP Records Manager (HPRM 8.1) Web Client Classic User Guide

DOC/14/1652[V2]

13 Appendix 1 — Record Types

[
— Document

Used to register documents,
emails, images created and
received by the University.

Documents are to be placed into
folders.

Descriptions are to be in
compliance with metadata
standards.

All HPRM users with the
exception of ‘Inquiry User’
permissions can utilise this
record type.

KKK/YYY/GGGGG

For example: DOC/14/123

This number will be automatically
generated by HPRM.

.
= Contract

Used to register fully executed
contracts and agreements
entered into by the University and
third parties.

Contracts are to be placed into
folders.

All HPRM Users with the
exception of ‘Inquiry User’ can
utilise this record type.

7272Z|GGGGG
For example: CON12354

This number will be automatically
generated by HPRM.

= Folder

Used to create and manage
folders related to the conduct of
University business.

May be alternatively contained in
a Virtual Folder, Fleet Virtual
Folder, Project Virtual Folder, or
Student Virtual Folder to group
similar or related folders together.

Folders are titled using the
Business Classification Scheme
(BCS).

They act as a container and can
hold registered Documents.

Only members of the ‘Group —
Folder Creators’ can create
Folders in HPRM.

KKK/YYYY/IGGGG
For example: FOL/13/1

This number will be automatically
generated by HPRM.

= Employee Sub Folder

Used to create a pre-defined set
of folders used to categorise the
contents of the Employee Virtual
Folder. Employee Sub Folders
are linked to the Business
Classification Scheme (BCS) and
are titled using pre-defined titles.

KK/XXXXXX-01
For example EF/123456-01

Numbering based on ‘parent’
Employee Virtual Folder.
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L Employee Virtual Folder

Used to create individual
Employee Virtual Folders.

An Employee Virtual Folder is
created for each staff member
and holds personal information
about their appointment and
ongoing employment with the
University.

The folder acts as a container to
contain a set of pre-defined
Employee Sub Folders.

Only members of the ‘Employee
Virtual Folder Creators’ group
can create Employee Virtual
Folders.

KK/XXXXXX
For example: EF/123456

All Employee Virtual Folders will
use the unique employee number
issued by the Employee System

“EF/" will be a constant pattern
generated by HPRM.

The employee number will need
to be manually entered in HPRM
on creation of the folder.

ol Fleet Virtual Folder

Used to create and manage
folders related to the
management of the University
fleet.

Fleet Virtual Folders act as a
container and alternatively
contain Folders.

Only members of the ‘Fleet
Virtual Folder Creators’ group
can create Fleet Virtual Folders.

XXXXXX
For example: STY891

This number is manually entered
upon folder creation using the
vehicle registration number.

=Project Virtual Folder

Used to create and manage
folders related to the
management of University
Projects.

Project Virtual Folders act as a
container and alternatively
contain Folders.

Only members of the ‘Project
Virtual Folder Creators’ group
can create Project Virtual
Folders.

KKK/YYYY/GGGG
For example: PRO/13/1

This number will be automatically
generated by HPRM.

™ student Virtual Folder

Used to create and manage
folders related to the
management of University
students.

Student Virtual Folders act as a
container and alternatively
contain Folders.

Only members of the ‘Student
Virtual Folder Creators’ group
can create Student Virtual
Folders.

KKK/YYYY/GGGG
For example: STU/13/1

This number will be automatically
generated by HPRM.
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= Vacancy Sub Folder

Used to create a pre-defined set
of folders used to categorise the
contents of the Vacancy Virtual
Folder. Vacancy Sub Folders are
linked to the Business
Classification Scheme (BCS) and
are titled using pre-defined titles.

LLLAAAXXXX-01
For example: FINPRO0142-01

Numbering based on ‘parent’
Vacancy Virtual Folder.

ul Vacancy Virtual Folder

Used to create individual
Vacancy Virtual Folders.

A Vacancy Virtual Folder is
created for each position in the
University and holds information
regarding the development of the
position and the selection
process to fill the position.

The Folder acts as a container to
contain a set of pre-defined
Vacancy Sub Folders.

Only members of the 'Vacancy
Folder Creators’ group can create
Vacancy Virtual Folders.

LLLAAAXXXX
For example: FINPROO0142

The position number will need to
be manually entered in HPRM on
creation of the folder

| Virtual Folder

Used to group together records to
provide a customised view of
information stored in HPRM and
as such can be used to group
project related information or
annual budgeting information etc.

Virtual Folders act as a container
and alternatively contain Folders.

Only members of the ‘Virtual
Folder Creators’ group can create
Virtual Folders.

KK/IYYYY/GGGGG
For example: VF/13/1

This number will be automatically
generated by HPRM.

—
—

Archive Box

Used to contain inactive physical
folders prior to destruction or
transfer.

Only members of the ‘Archive
Box Creators’ group can create
Archive Boxes.

KKK/YYYY/GGGGG
For example: BOX/2013/123

= Legacy Sub Folder

Identifies record types utilised in
previous system configuration
that were sub folders.

No longer utilised.

XXXXXXXX

For example: 03/0127/01,
AMS:09/1234/22-02

-Legacy Folder

Identifies record types utilised as
Folders including ‘Parent’ folders
in previous system configuration.

No longer utilised.

XXXXXXXX

For example: 03/0127,
AMS:09/1234-02
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