Records & Archives - Getting Started with

RAMS 9.4

This document outlines the basic functions of RAMS (Records & Archives Management System),
the University's corporate recordkeeping system. More information can be found on our website

recordkeeping.unsw.edu.au or by contacting Records & Archives.
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Searching records

You can search for records using almost any piece of metadata in RAMS. You can also search by
document content in electronic documents.

An asterisk (*) can be used as a wild card at the end of searches, e.g. test* will show ‘test’, ‘tests’,
‘testing’, etc.

1. Perform a quick search

The Quick Search Bar is always visible in RAMS and can be used for simple searches. Select what

you want to Search by and type what you'’re searching for in the Matching criteria field. Hit Enter
to run the search.

BCER rove  seRcH Manace

New Properties Motes Mail Assignee Security/Access | View  Edit Check Relationships Final Active Audit Explorer Tab Cascade Side Stacked Reload Close
- In Events Bar by Side Al
File Management Document Management Display
Shorteuts Search for Search by Matching criteria
Favorites ‘.j Records \,‘ Access Control <lal |FQ Q]
. Access Control - (adl): Selec 4,
I__L'* =i Record Tye - ftypel: Select
. 13 Title Word - (title): Selects |
4 Record Number - {number)
@ A3 EmploymentType - Employr
\Aa Title (Free Text Part) - ftypec
leretians @y Assignee - Selects Records
[? [55] Date Registered - (registers Select 'Title Word' or
s € Accession Number - (acces: [ '‘Record Number'
Classifications Active Audit Event - (oudit): v
Saved Searches

2. Complete more complex searches
We can use the Search Toolbar for more complex searches. Select the Search tab and click on
Find Records.

First, click 'Search
Tab'

ﬁ HOME SEARCH  MANAGE

Q

Find JRefine Refresh Go Go 5

5 Count | Contained
Records [Search Search Back Forward Search As

ds Containe

[+ Alternative) [+ Alternative) lecords
Find Records Relationships
= £
Shortcuts . Search for Search by Matching criteria
Favorites ! |L'| Records v| | Access Control |v o, |

Second, click
'Find Records'

Select what you want to Search By and type what you're searching for in the Matching criteria
field. You can also include multiple clauses by selecting New. You can find additional criteria by
selecting the blue folder icon (*) beside the Search By field. Click OK to run the search.
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Search  Filter Record Types Sort Results Options

! Search By |
| Access Control | kv

<,
@ Access Control - (acl): Selects Records having selected locations in a particular acce:
‘i'-i Record Type - (type): Selects Records based on a value for Record Type.
ﬁ Title Word - (title): Selects Records based on the Title Word index. ™
£ Record Mumber - (number): Selects Records based on a value for Record Number.
£a Empl 1tType - Empl it Type §|
| Selects Records based on a value for Title (Free T
Q', Assignee - Selects Records based on a value for Assignee, L\\,
t@j Date Registered - [registeredOn): Selects Records based on a value for Date Regists
9 Accession Number - [accession): Selects Records based on a value for Accession Nu
@ Active Audit Event - [audit): Selects Records that are involved with the specified Act w \\

Select the search
Select search style for Location criteria type from the
An individual Location ~ drOp down list

Flease make a selection from one of the listed Record Access Controls

@®aAND COR|  New Insert Delete [ond NOT Reset

achPRADO (SA Account], Yuri

oK Cancel Open Editor - Help

3. Refine searches

We can refine the search results that we've just run by selecting the Search tab and clicking on
Refine Search (or shortcut key F7).

First, click 'Search
Tab'

n BT R LT
QRO A2z B B O

Find = Refine llefresh Go Go Save Count | Contained Records Container Records Related Records in Email Records With Locations
Records Search search Back Forward Search As [+ Alternative) [+ Alternative)} Records Conversation Same Contacts ©
Find Records Relationships Groups & People
Shortcuts Seart. Sor Search by Matching criteria
Favorites £ Records v| | Title Word |v a | RAMS Guide*

Second, click
'Refine Search'
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4. Navigate through records

In the Search tab, you can navigate through searches using Back, Forward, Contained Records (+
Alternative) and Container Records (+ Alternative). The tools are greyed out when they are
unavailable.

BOEE ove et | wanace
QARAOGORX 2| B | 1B

Find Refine Refresh Go Save Count JContained RecordsfContainer Records|Related Records in Email Records With
Records Search Search  Back Forward Search As [+ Alternative) [+ Alternative) [Records Conversation Same Contacts
Find Records Relationships
Shortcuts Search for Search by Matching criteria
Favorites |E Records v| | Title Word |v |q | RAMS Guide*

You can also click the plus (+) beside contain record types to view the records contained within.

ﬁ Record Type
4 B8 UNSW Electronic Falder
Daocument
Document

Document

Document
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Creating containers

RAMS operates on a relatively flat hierarchical structure; records are contained in standalone
containers. The most common record type is the UNSW Electronic Folder.

Functional classification is used to aggregate containers. Access Control restricts who can see
different records.

1. Create a container

In the Home tab, click on the blue plus (+). Select UNSW Electronic Folder (or another appropriate
container record type) and click OK.

Home Tab
ﬁ HOME\J‘;EARCH MANAGE Content Manager - New O X
+ Record Workflow Location Document Queue Other
Mew Properties Motes Mail Assignee Security/Access i'.i Name @ Home
- -
File Management = Document

a S UNSW Electronic Folder

. UNSW Electronic

Click 'New', then select co:t:ilr?:rr rizford
'UNSW Electronic Folder' type

All mandatory fields are marked with a red asterisk (*). The Assignee and Custodian fields will
automatically populate with your account name and unit. There is generally no need to change
these unless you are creating a container for someone else.

£ New UNSW Electronic Folder = =R
New Electronic Folder notes/Security
Classification
@ ||
via
Title [Free Text Part)
#
v
Assignee
‘| [ofa
Custodian
‘| [

o

Assignee & Custodian fields
will be auto-populated with
folder creator account and

business area
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2. Apply a classification

To select a classification, click on the blue folder icon (=) beside the Classification field. The list
of classifications is based on the UNSW Business Classification Scheme (BCS). You can read a

description of each classification in the Notes tab at the bottom.

| OB

| Search by Matching criteria

| IE |Classiﬁcationlille |v a, |2msf‘31711-01 |V B Q@
ESuriey Name ~ Active? ~

| B

4 P GOVERNAMNCE

Active

| Top level IR apvice Click the triangle to
| (I8 AcReEMENTS view the activity
| [Eﬂ 0D aseents descriptors
| My [i8 avoir
| Classification Eﬁ COMMITTEES Active
[Eﬂ [18 compLIANCE Active
| [1A ELecTiONS Active
Al [1fl GOVERNING BODIES Select the
[I8 inauiriEs . ‘s
Q [ LICENCING appropriate activity
carchs [ WieeTinGs A active .

| Searches
|

-

User Labels

!

Refine

<

>

Routine general and section or unit meetings of employees and administrative
arrangements for meetings.

See COMMUNITY - Committees for records relating to committees,

Click 'Notes' to

Search

N\ Properties Notes,” iy description

oK camer At Help

Complete the Title (Free Text Part) with a meaningful description of the intended contents.

3. Apply an Access Control

In the Notes/Security tab, click on the blue folder icon (%) beside Access Control.

[ New UNSW Electronic Folder = e =
New Electronic Folder = Notes/Security
A
Mates
|
%
Access Control
o
v
Cancel Help
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https://www.recordkeeping.unsw.edu.au/documents/UNSWBusinessClassificationSchemev4.0.pdf

Tag View Document and View Metadata by clicking in the space to the left of each line and click

Custom.

HAccess control

|‘f Access To Details
0 cvoument ———<vmresrcea|
' View Metadata <Unrestricted
Update Document <Unrestricted>
Update Record Metadata <Unrestricted>
Modify Record Access <Unrestricted >
Destroy Record <Unrestricted>
Contribute Contents <Unrestricted>
L4 >

Bypass Record Type access control references D

Clear Container Private Custom

Either select Add to search for a group or position or select Add ¥ to add your own unit. Then
click OK three times.

Customize access (Multiple) O >

You can perform one of 3 actions. You can add any number of locations to an
access control, or you can remove any number of Locations or you can
replace the current access list with a new one,

@ Add Locations To Access Control
O Remove Locations From Access Control

O Replace Current Access Control List with this list of Locations

Mame Add
Add -
Remove y
-
- Me
[£5 My Unit
I}‘ B My Team

|:|Also include any locations in the corresponding access control of the
container record
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4. Add records to your Favorites or Work Tray

To add a record (or container) to your Favorites, highlight it, go to the Search tab and select
Favorites. Your Records Work Tray works in the same way.

Alternatively, highlight the record (or container) right click, then select Send to > Favorites and/or
Add to Records Work Tray.

ﬁ HOME SEARCH MANAGE o
QRO & 123 2 F R %L H =L

Find Refine Refresh Go Go Save Count | Contained Records Container Records Related Records in Email Records With Locations Favorites Records Recent Print Print  Print
Records Search Search Back Forward Search As [+ Alternative] [+ Alternative] Records Conversation Same Contacts 4 ‘Work Tray Documents  Document Report Merge

Find Records Relationships Groups & Peun';/‘-/ Add To My Trays Print & Reports

Click to add record to
Favorites

To access items saved to your Favorites or Work Tray go to the Shortcuts pane on the left-hand
side of your RAMS window. Then click either Favorites and select Records or Trays and select
Records Work Tray.

Shortcuts Shortcuts
Favorites Trays
5 i
& (I
Records Records Work
Tray
Locations —
Records In

133

Classifications

F

Saved Searches

=

Document
Queues Documents
Checked Out

" -

Check In Styles

[@

Records Due

(e

Offline Records

[

_ User Labels
= &
v
Dashboard =
To Do ltems
E; Favarites Ei Favorites
E&J Recent Efg Recent
3, Trays F, Trays
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Capturing records

RAMS can store records in any file format. It also has an integration with Office 365 applications
(Excel, Outlook, PowerPoint, Project, and Word).

1. Using the Microsoft Office 365 integration

RAMS integrates with Excel, PowerPoint, Project, and Word. This enables you to capture, edit and
open records in their native application.

We use the term ‘check in’ instead of ‘save’ when capturing a record into RAMS using the Office
365 integration.

In the Content Manager tab, click Check In.

RAMS Tab
Home Insert Draw Design Layout References Mailings Review View Help "/ContentManager 3 i
an Arial T E éf O [ne] A @
‘ L S /-
B I U~ X, X - N
Paste - * X Af) Paragraph Styles | Editing | Dictate Editor Reuse Document | Creative
- F AP A A A - - v Files Cloud Cloud
Clipboard M Font ] Styles Mn Voice Sensitivity Editor | Reuse Files Adobe Adobe ~
Home Insert Draw Design Layout References Mailings Review Wiew Help Content Manager = i
h b
R BB O
Mew Open| Check Check In Picture  Text  Ohbject Help
In~ on Close fram File
File S Browse Insert Tools ~

Click to save
document into
RAMS

Select the Document record type and click OK.
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A New Document registration window will open.

= New Document fo o]
Mew Document  potes
Title [Free Text Part)
#  Thisis a test
~ | T
Container
d g
Author
| v
Addressee
| [
Date Created
#  29/09/2022 11:34:34 AM EI
Document Category
a,
Cancel Help

Check the description in the Title (Free Text Part) field is meaningful. Amend now if needed.

Next, in the Container field, either type in the record number or click on the blue folder icon (%) to
search for the correct container you wish to add the document to.

RAMS will automatically populate the Date Create fields. Author and Document Category fields
are optional.
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2.Drag 'n' Drop method

You can also capture records into RAMS through the drag ‘n’ drop method. This can be used for
all electronic document types.

Select the record you want to capture and drag it over the RAMS window until a plus (+) appears
beside your pointer icon.

When you release the New Document registration window will appear for you to complete its Title
(Free Text Part) and add your Container number.

Tip: If you drag ‘n’ drop a record directly on top of a selected RAMS container, the Container field
will automatically populate.

=] == ]=]
+ @i Record Type 7 Record Mumber Title Disposition &
3 UNSW Electron... £ 2022/123456 £ LEGAL - AGREEMENTS - UNSW Agreement with Contoso Yogurt 2022 Active =

% New Document - C:\Users\z3528328\OneDrive - UNSWADesktop\Adcing docs to Records website.docx = |re ==
New Document  pates

Title (Free Text Part]
# | Signed agreement for fictional aperator] - 14 October 2022

v (%
Container
@ |2ozz,'123455 -y
Author
< | - q
Record Number # | £ 20 e
Title /| B e la
Date Created /| Thurs
Date Registered # | Thurs Datelirated
16/09/2022 B8:27:06 AM
Assignee /) Ea & | 6/09/. =
Latest Part =220 Document Categary
<[l
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Edit Microsoft Office 365 documents

The Edit function enables amendments to be made which provides opportunity for collaboration,
audit trails and captures a history of previous revisions.

To edit a Microsoft Office 365 document record in RAMS, select it and click Edit in the Home tab

Alternatively, you can select then right click > Edit.

Home Tab

ﬁ HOME \fSEARCH MAMAGE
+ i M 2 aRA & & BEmNEGR

Ne% Properties Motes Mail Assignee Security/Access View Edit Check Relationships Final Active Audit Explorer Tab Cascade Side Stacked Reload Close
< In Events Bar~ by Side All
——
File Management "\ Document Management Display

Click 'Edit' to create
document revisions

This will open the record in its native Office 365 application in Edit mode.

Once you have finished editing the record, click Save ) and close the record in the Microsoft
Office application. Microsoft Office will send the latest revision to RAMS.

You can verify this by looking at the Edit Status and Revision Number in the View Pane in RAMS.
You can also Preview the record and see the most recent revision of the document.

Record Type E Document

Record Number @ 2019

Title 4 @ RAMS 9.4 Guide - How to Search for Records - Quick Search Bar - 2022
Container # | £ 2019

Security [Mo security level]

Date Created Monday, 26 September 2022 at 36 AM

Date Registered Tuesday, 27 September 2022 at %33 AM

Creator @

Author @

Addressee 2%

Edit Status 7 Checked In
Revision Mumber | 7

Document Details I @ In Content Manager document store, Microsoft Word Document, 530,71 KB (542,826 bytes)
Properties A Motes ('Preuiew 1 Rendition
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Email integration (Outlook)

The RAMS integration in Outlook is very similar to other Office 365 applications.
1. Using Outlook Integration

RAMS Tab

Home Send / Receive Folder View Help Content I\Manager\"r

EJ F‘ IS Ignere @ E E <|Z| E (5] Meeting %ﬁ CY HPE Content M... — To Manager

IFZ Clean Up~ ol ~ 2 Team Email \{ Done

New  Mew Delete Archive R;apI}f Reply Forward Share to &« . = . _
Ermail Items %Junk - Al E‘I'] More ~ Teams J Reply 8 Delete ¥ Create New
Mew Delete Respond Teams Quick Steps ]

In the Content Manager tab, click Check In As to capture incoming emails.

Home Send / Receive Folder View Help Content Manager

HBEESSF B OGO

Check | Checkln  Open Open Check in Progress Check Open  Help
In &s  Nith Style ~ Record Container ~ attachments In Styles  Log

_— Outlook Item Tools

Click to save an
email

Select the Document record type and click OK. The New Document registration window will
appear for you to complete.

2. Drag 'n' Drop method

You can also use the Drag ‘n Drop method to save to RAMS. In Outlook, select the email you want
to capture to RAMS.

Click and hold then drag the email across to an open RAMS screen (or RAMS container already
selected).

A (+) sign will indicate you have successfully selected the container or RAMS screen. Next, ‘drop’
the email onto your selected RAMS location.

When you release the New Document registration window will appear for you to complete its Title
(Free Text Part) and add your Container number (if not already auto populated).
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3. Send record links via email

Sending a record link is a great way to share information between UNSW staff. It ensures that
everyone is working off the most recent version of a record and provides an additional layer of
security because only people with access to the record in RAMS can open the link.

To send a record link, select a record (or container) in RAMS then click on the Mail icon in the
Home tab.

Alternatively, select a record (or container), right click > Send To > Mail.

In the Send to Mail Recipient window, tick the box beside Content Manager record reference and
click OK.

Send To Mail Recipient - 2019/05143-022 O x

Format  Metadata

Content Manager record reference

[Tinternet URL

|:| Include Content Manager indicator and record number in email subject
|:|Electr0nic document

Mew attachment name [Optional)

A new email will be created with a record link attached. This link can be sent and double-clicked
to open it in RAMS.

Reminder: RAMS security features mean only those with access permissions to the record will be
able to successfully open the link.
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