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- Components of a record

( )

® Cover sheet

» Defines the purpose of a record, such as
personnel record with personnel number, name, date of birth, etc.

® Records related to projects, contracts, leasing agreements, etc.
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Components of a record

®Record documents

* May have different index data than the cover sheet
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Components of a record

® Filing register/plan

» Serves to provide structure
(possibly hierarchical) for the record documents




- Record functionality

® Creating a record/record structure

® Changing the record structure (plan)

» existing records/templates

® Close a record

* |ssuance of legal blocks and retention deadlines

® Destruction of records

® Link records / records in records (sub-records)



- Record functionality

® Template pool - mandatory documents

® Access control

® Access to records with inheritance to record
documents

* Individualized rights for each document

* Temporary and permanent access rights and blocks



- Records functionality

® Import records

" Import documents from service provider, for
example

® Link/copy documents to additional records

»List of usage



