Content Manager (CM) Guide
Review Records for Disposition on a Consignment

This is guidance for how to review records eligible for disposition (on a consignment) in Content Manager.

EE | ] Content Manager - [Consignment Approvers - approver(,6093,3,475,826,2382 1_Receive an email from the Records Center
HOME  SEARCH  VIEW  MANAGE  ADMINISTRATION or Records Management letting you know
4+ F A III @eat M change Columns that you have a Consignment to review. Note
Checkin B Tag All E . . .
bieoe b Bl Dt e ey e s that you might have multiple consignments to
e Box Folder Request Check Out g Untag All 3 .
Create review and act on.
Shortcuts Search for Search by
Trays |d Recards v| Date Filed VIC 2. Open Content Manager
@ ol L"—"-'- Consignment 9}'- Approver Date Col
Recent Containers . w o Tag All Ctri+& . 3. SEIeCt Trays in the far'left COIUmn
I:(th 2 untagall Ctrl=U
.
S =N w Imvertalltags 4. Select Consignment Approvals
-II!.-FE Search 3
A 2 Approve Consignment 5. Locate the consignment number from your
B! Reject Consignment email message and right click on it
L‘di‘ : Reassign Approver
My Consignments 3 )
. | || show Records |I 6. Select Show Records (if you need to review
Ba Show Beiected Becards . .
them before taking action)
£ Records - all - 1 Record =N R
~ £ Record Number  Title (Free Text Part) & Author 7_ Review the Records_ A new WindOW WI”

COrange Tree Planting

open which will display all eligible records for
review. All information and metadata about

< > the records is listed in that window.

Record Number W B442265 P

Title [Free Text Part) QOrange Tree Planting

Eox Notes If you need other coworkers to

Box Description . .

Categary Dﬂ DES-RALS-[ARMMS) Archives, Records Management and Mail Services - reV|eW the records before ta kl ng
General Office Communications and Staff Meetings . . .

Owner IE‘ DES-RALS-[ARMMS) Archives, Records Management and Mail Services w aCthn, the Slmplest methOd IS tO

H 4 » M Properties 4 Notes A Previeu\r/(Previous ARendit\on

direct others in your agency to
use the single-parameter search. Under
Search by, they can change to
“Consignment” and under Matching criteria,

EE |a" 7 | Content Manager - [Records - consignment[2024.04.07.001DE] - Filtered - 4 records]

HOME -RCH VIEW MANAGE ADMINISTRATION

— b Edit ! Change Columns View .
+ T ||| Checkin 8 Tag Al St they can enter the consignment number
MNew Mew Mew Digital Mew Disposition Ad R
~ Box  Folder  Request Check Out g Untag Al R4 Send by Email o from the email in step 1 (see screenshot at
Create Tuus
Shortcuts Search for Search by Matching criteria |eft)'
Trays £ Records \] " Consignment .- 'Q, 2024.04.07.001DE
= o [continued next page]
T3 2o — o~ King County Records Management Program
- @ - O 206-477-6889 — records.management@kingcounty.gov
i o / i / ‘@ \ ) . )
AP Ny Q0 RECORDS www.kingcounty.gov/recordsmanagement
@ o gl *  MANAGEMENT
, = — 04/2024

1of2


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement

Content Manager (CM) Guide
Review Records for Disposition on a Consignment

8. The records on the consignment will be scheduled for disposition 45 days after the date you received the
email notice described in step 1.

If you do not need to halt disposition of those records during the 45-day period, no action is
required.

If, however, you do need to halt disposition of records before the end of the 45-day period,
there are several options (see A, B, C, or D below):
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C. Add records to a hold: | RejectFrom Consignment |
Submit a Records Hold Request Form to ensure that the appropriate
records are added to it. Afterwards, any record on a hold will no longer be eligible for disposition, even if it as
already on a consignment.

D. Change the category or cutoff date for a record:

Records are calculated for disposition based on their 1) category and 2) cutoff date. If any of that information
is incorrect, it could affect disposition eligibility. All users can change categories or cutoff dates at any point
until the record is dispositioned. If a record is no longer eligible for disposition, then it will no longer be
dispositioned on a consignment.

You can either make those changes yourself, or work with other agency personnel to make those changes, as
long as they have access to the records in Content Manager. Refer to guidance for How to edit a digital
folder or how to edit a box.
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