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Teamcenter
Records Management

Features/Capability
Logically organize records in folders
Classify information from valid values
Define and reuse file plans to control record 
retention and disposition

Automation, active notification
Manage email as records (via Microsoft 
Outlook integration)
Support DoD 5015.2 standard

Value
Compliance

Conform to legal or regulatory requirements
Eliminate penalties

Increase Productivity
Easier and quicker to find information
Don’t waste time/use outdated material

Improve Quality
Minimize errors in classifying information

Reduce cost – storage and tracking of unnecessary record
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Teamcenter Records Management
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Income Tax Filing

mortgage statements 
(interest, real estate taxes)

W2, Instructions, 
Forms, Worksheets

tax information 
(current year)

medical 
expenses

donations, gifts to charity

investment statements 
(interest, dividends, 
1099G, K-1 …)
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Income Tax Filing

2004 
Federal
2004 

Federal

2004 
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2004 
State

2004
Income
2004

Income

2004 
Local
2004 
Local

2004 
Deductions

2004 
Deductions

W2, interest, 
dividends, 
1099G, K-1 … Instructions, 

Forms, 
Worksheets

Charity/donations, 
mortgage interest, 
real estate taxes, 
medical expenses …

Instructions, 
Forms, 
Worksheets

Instructions, 
Forms, 
Worksheets

Tax Information 
(current year)
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Income Tax Filing
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Tax Information Retention

Record Retention

Ta
x 

R
ec

or
ds

Age (years)
1 32

1

4 111098765

Statements, Receipts, Instructions, Worksheets, Final Returns

Final Returns
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Records Management Perspective

Records – data/content to be managed (tax 
information)

Record Format (Form 1040)

Record Media (paper, electronic)

Record Folders – organizers for records

Folder Cutoff – collect and process annually

Disposition Schedule/phases

collect annually

file by April 15th

retain returns & supporting information for 4 yrs

retain returns for 10 years (or indefinitely)Record Retention



© UGS Corp. 2006. All rights reserved.

Record Retention Examples

Time (yrs)
2 5 10 100

Product Samples

Vital Records/Standard Operating Procedures

Batch/Production Records

Lab
Notebooks

CAE Analysis Results

50
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Presentation Overview

3 Scenarios
Physical Notebook

How Teamcenter can improve management of physical records

Highlight records management structure/items (static)

Electronic Notebook

How Teamcenter can manage electronic records

Highlight records management processing (dynamic)

DoD Example

DoD 5015.2 certification status

Highlight additional records management capabilities and 
special features to support the DoD 5015.2 standard
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Records Management Structure

Physical Notebook Example
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Physical Notebook
Scenario Overview

Central Records organization issues new notebook 
to researcher

After 1 year of usage, researcher returns notebook to 
Central Records organization

Central Records creates microfilm copy of notebook

Central Records disposes of physical notebook after 
25 years

Central Records disposes of microfilm copy after 100 
years
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Physical Notebook
Disposition Schedule

Phase 1 
(1 year)

Phase 3 
(24 years)

Phase 2   
(~ 1 month)

Event

t

Microfilm 
Copy 

Created

Physical 
Notebook 
Destroyed

New 
Notebook 

Issued

Notebook 
Returned

Microfilm 
Copy 

Destroyed

Time Time

Phase 4 
(75 years)

Time
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Physical Notebook
Records Management Structure

Notebook 
File Plan

Bill’s 
Record 
Folder

Bill’s 
Notebook 
Record

Destroy 
Notebook 
Schema

Notebook 
Disposition 
Schedule

Populate 
Notebook 

Disposition 
Phase

Create 
Microfilm 

Disposition 
Phase

Destroy 
Notebook 

Disposition 
Phase

Create 
Microfilm 
Schema

Populate 
Notebook 
Schema

Bill’s 
NotebookDestroy 

Microfilm 
Schema

Destroy 
Microfilm 

Disposition 
Phase

Brandy’s 
Notebook 
Record

Brandy’s 
Notebook

Notebook 
Security 

Level

Notebook 
Format 
Value

Notebook 
Media Type 

Value

Brandy’s 
Record 
Folder
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Classification Items

Format Value
Describes the format to classify records and record folders

Examples: Microsoft Word (DOC), computer graphics 
metafile (CGM), and portable document format (PDF).

Media Type
Describes the storage medium to classify records and 
record folders

Examples: paper, hard disk, tape, CDR, DVD, microfilm

Security Level
Describes the security property to classify records and 
record folders

Examples: unclassified, proprietary, R&D Only



© UGS Corp. 2006. All rights reserved.

Record Folders and RMA Records

Record Folders
Contain RMA records and subordinate Record Folders that share a 
common disposition process.  The File Plan that applies to a 
Record Folder applies to all of the Record Folder’s contents, 
unless a subordinate Record Folder has a separate File Plan 
relationship.  

Record Folders have two states: open and closed.  Records can be
added to a Record Folder that is open.  Only authorized users can 
change a Record Folder’s state.

RMA records
Business items that are subject to disposition control. The RMA 
Record class exposed in Teamcenter Enterprise is a subclass of 
RMA Document, itself a subclass of Generic Document

Any product business item class can be exposed as an RMA 
record through customization (expose attributes in thin client).
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File Plan and Disposition Items 

Disposition Schedule
Defines the sequence of steps to disposition the records in a 
file plan

Disposition Phase
Defines one step in a file plan’s disposition sequence 

Disposition Schema

Describes details of how a record is disposed
retention interval (duration)

action (interim transfer, accession, RMA freeze, destroy)

accession location

disposition instruction type (time, event, time and event)

File Plan

Identifies the organization and disposition 
characteristics of its related  folders and records 

Can be structured in multiple levels
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Physical Notebook
Records Management Structure

Notebook 
File Plan

Bill’s 
Record 
Folder

Bill’s 
Notebook 
Record

Destroy 
Notebook 
Schema

Notebook 
Disposition 
Schedule

Populate 
Notebook 

Disposition 
Phase

Create 
Microfilm 

Disposition 
Phase

Destroy 
Notebook 

Disposition 
Phase

Create 
Microfilm 
Schema

Populate 
Notebook 
Schema

Bill’s 
NotebookDestroy 

Microfilm 
Schema

Destroy 
Microfilm 

Disposition 
Phase

Brandy’s 
Notebook 
Record

Brandy’s 
Notebook

Notebook 
Security 

Level

Notebook 
Format 
Value

Notebook 
Media Type 

Value

Brandy’s 
Record 
Folder
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Records Management Processing

Electronic Notebook Example
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Electronic Notebook
Scenario Overview

Central Records organization creates new electronic folders to hold notebook 
and knowledge reports (i.e. for new employee)
On a monthly basis the folder contents are cutoff:

The newly cutoff items in the notebook folders are automatically transitioned from a 
“Not Scheduled” to a “Scheduled” state.
New knowledge reports are automatically transitioned from a “Not Scheduled” to a 
“Scheduled” state.

Within the next month, the recently cutoff information is “publicized”: 
“Scheduled” knowledge reports are transferred to a central knowledge vault.
“Scheduled” notebook contents are transferred to a central notebook vault.

After 100 years, both the knowledge and notebook records are deleted from 
their respective central vaults 

Note: 
By default, the knowledge vault is in scope for Enterprise users doing searches.  If 
users find information in the knowledge vault and are interested in additional 
information in the Notebook vault, they can expand their scope to include the 
notebook information. 
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Electronic Notebook
Disposition Schedule

Phase 1   
(< month)

Event

t

Publicize new 
knowledge reports 

and notebook 
records in central 

vaults

New 
Folders 
Created

Monthly 
Cutoff

Destroy 
knowledge 
reports and 
notebook 
records 

Phase 2 
(100 years)

Time
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Electronic Notebook Scenario Model

Knowledge  
Report     

File Plan

Notebook     
File Plan

Health Care 
Notebooks

Beverage 
Notebooks

Health Care 
Knowledge 

Reports

Beverage 
Knowledge 

Reports

Knowledge 
Report 

Disposition
Schedule

Notebook 
Disposition
Schedule

Publicize 
Knowledge 

Report 
Phase

Publicize 
Notebook 

Phase

Destroy 
Notebook 

Phase

Destroy 
Knowledge 

Report 
Phase

Knowledge 
Publicize 
Schema

R&D 
Destroy 
Schema

Notebook 
Publicize 
Schema

Bill’s 
Notebooks

Brandy’s 
Notebooks

Heidi’s 
Notebooks

Hilda’s 
Notebooks

Hank’s 
Notebooks

Bill’s 
Knowledge 

Reports

Brandy’s 
Knowledge 

Reports

Hank’s 
Knowledge 

Reports

Heidi’s 
Knowledge 

Reports

Hilda’s 
Knowledge 

Reports
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Record States

Not Scheduled 

Scheduled

Available for Disposition 

Record Disposed

Frozen



© UGS Corp. 2006. All rights reserved.

Service Schedule

The RMA Service Schedule is an administrative 
object, a Service Schedule using the Process 
Service rmaclient

The Service Schedule determines which RMA 
records are ready for either folder cutoff or the next 
Disposition Phase and notifies the responsible party
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Electronic Notebook
Disposition Schedule

Phase 1   
(< month)

Event

t

Publicize new 
knowledge reports 

and notebook 
records in central 

vaults

New 
Folders 
Created

Monthly 
Cutoff

Destroy 
knowledge 
reports and 
notebook 
records 

Phase 2 
(100 years)

Time
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Electronic Notebook Scenario Model

Knowledge  
Report     

File Plan

Notebook     
File Plan

Health Care 
Notebooks

Beverage 
Notebooks

Health Care 
Knowledge 

Reports

Beverage 
Knowledge 

Reports

Knowledge 
Report 

Schedule 
Document

Notebook 
Disposition
Schedule

Publicize 
Knowledge 

Report 
Phase

Publicize 
Notebook 

Phase

Destroy 
Notebook 

Phase

Destroy 
Knowledge 

Report 
Phase

Knowledge 
Publicize 
Schema

R&D 
Destroy 
Schema

Notebook 
Publicize 
Schema

Bill’s 
Notebooks

Brandy’s 
Notebooks

Heidi’s 
Notebooks

Hilda’s 
Notebooks

Hank’s 
Notebooks

Bill’s 
Knowledge 

Reports

Brandy’s 
Knowledge 

Reports

Hank’s 
Knowledge 

Reports

Heidi’s 
Knowledge 

Reports

Hilda’s 
Knowledge 

Reports

Monthly 
Cutoff
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Cutoff Instruction

Applied to a Record Folder

Specifies the cutoff date and period used to 
successively start disposition processing

The RMA record’s Record State is set to 
Scheduled which starts the disposition process

Following cutoff, the Cutoff Instruction’s Cutoff 
Date is incremented by the Cutoff Instruction’s 
Cutoff Period value
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Electronic Notebook
Disposition Schedule

Phase 1   
(< month)

Event

t

Publicize new 
knowledge reports 

and notebook 
records in central 

vaults

New 
Folders 
Created

Monthly 
Cutoff

Destroy 
knowledge 
reports and 
notebook 
records 

Phase 2 
(100 years)

Time
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Change Record State to “Disposed”



© UGS Corp. 2006. All rights reserved.

Advance Record to next Disposition Phase
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Electronic Notebook
Disposition Schedule

Phase 1   
(< month)

Event

t

Publicize new 
knowledge reports 

and notebook 
records in central 

vaults

New 
Folders 
Created

Monthly 
Cutoff

Destroy 
knowledge 
reports and 
notebook 
records 

Phase 2 
(100 years)

Time
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Delete Notebook Record
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Track Record from Creation to Deletion

ScheduledWhen the folder cutoff date is reached, any items in 
the folder that are “Not Scheduled” automatically get 
changed to a “Scheduled” state and enter the first 
Disposition Phase of the folder’s Disposition 
Schedule.  Disposition Instruction Type = Event.

Not Scheduledrmaclient Schedule 
Service

2

Responsible Party deletes the Notebook. (The only 
references that remain in the system are in the Audit 
Records.)

When the Retention Period criteria for Notebook’s 
current Disposition Phase has been met (100 year 
period), automatically change Notebook’s Record 
State to “Available for Disposition” and notify the 
Responsible Party.

Submit Notebook to “RMA Advancer” life cycle. 
Disposition Instruction Type = Time

Transfer notebook to central notebook vault, then use 
the Change RMA State action to set Record State to 
“Record Disposed”.

Manually change the Notebook’s Record State to 
“Available for Disposition”.

Create Notebook record.  Check Notebook in to vault. 
Relate Notebook to Record Folder.

Action / Comment

n/a

Available for 
Disposition

Scheduled

Record Disposed

Available for 
Disposition

Not Scheduled

End Record State

Record DisposedRecord’s 
Responsible Party

5

Available for 
Disposition

Record’s 
Responsible Party

4

ScheduledRecord’s 
Responsible Party

3

n/aNotebook Author1

Initial Record StateUser / Process#

Available for 
Disposition

Record’s 
Responsible Party

7

Scheduledrmaclient Schedule 
Service

6

Phase 1 Phase 2
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DoD Example
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Records Management Standard

DoD 5015.2 Standard – Detailed Requirements:

2.2.1 Implementing File Plans

2.2.2 Scheduling Records

2.2.3 Declaring and Filing Records

2.2.4 Filing Electronic Mail Messages

2.2.5 Storing Records

2.2.6 Retention and Vital Records Management

2.2.7 Access Controls

2.2.8 System Audits

2.2.9 System Management Requirements

2.2.10 Additional Baseline Requirements

Certifiable RMA functionality in Teamcenter Enterprise 2005 SR1

Scheduled to be certified by the JITC (August 2006)

http://jitc.fhu.disa.mil/recmgt/http://jitc.fhu.disa.mil/recmgt/
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DoD
Scenario Overview

Air Force Enterprise Information Management
Management and control of records over 8 years must be transferred to 
Federal Records Center

Cutoff after 1 year
Under Local Office control for 1 year after cutoff
Under Base Records Manager control for 1 year
Transfer to Federal Records Center

Base Records Manager retains metadata information only

Destroy after 15 year
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DoD Scenario (Congressional Inquiry)
Disposition Schedule

Phase 2 
(1 year)

Phase 1   
(1 year)

t

Transfer from 
local office to 
base records 

manager

Transfer to Federal 
Records Center 

(retain metadata at 
base)

Record 
Created 

(local 
office)

Yearly 
Cutoff

Destroy Record at 
Federal Records 

Center

Phase 3 
(13 years)
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Table 11 
Correspondence, 
Messages, and 

Project Files

DoD Scenario
Subset of Multi-level File Plan (>3000 rules)

Series 37  
Info Mgmt

Table 14 
Office 

Support

Rule 1         
General 

Correspondence 
(Permanent)

Rule 3           
General 

Correspondence 
(Temporary)

Rule 4 
Transitory 
Material

Table 12 
Administration 

Communications 
Distribution & control

Rule 5 
Suspense 

Control

Rule 1     
Office 

Administrative 
Files

S37 T11 R1

Series 36  
Personnel

Table 33 
Honors and 

Awards

Rule 16 
Favorable 

Communications

File Plan 
Level 1 
“Series”

File Plan 
Level 2 
“Table”

File Plan 
Level 3 
“Rule”

Series 90  
Command 

Policy

Table 4 
Congressional 

Records

Rule 3 
Congressional 

Inquiries

S36 T33 R16 S37 T11 R3 S37 T11 R4 S90 T4 R3S37 T12 R5 S37 T14 R1
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Table 11

DoD Scenario
Record Folder Cutoff

Series 37

Table 14

Rule 1         
General 

Correspondence 
(Permanent)

Rule 3           
General 

Correspondence 
(Temporary)

Rule 4 
Transitory 
Material

Table 12

Rule 5 
Suspense 

Control

Rule 1     
Office 

Administrative 
Files

S37 T11 R1 S37 T11 R3 S37 T11 R4 S37 T12 R5 S37 T14 R1

Cutoff 
Yearly

Cutoff 
Monthly
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Disposition Authority Item

Disposition Authority

An item that represents an entity with the legal or 
business authority to transfer RMA records to 
storage or to dispose of them

Leaf node File Plans identify the Disposition 
Authority responsible for the disposition of the 
RMA records controlled by that File Plan
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DoD Scenario
Disposition Authority

Rule 1         
General 

Correspondence 
(Permanent)

Rule 3           
General 

Correspondence 
(Temporary)

Rule 4 
Transitory 
Material

Rule 5 
Suspense 

Control

Rule 1     
Office 

Administrative 
Files

S37 T11 R1 S37 T11 R3 S37 T11 R4 S37 T12 R5 S37 T14 R1

Cutoff 
Yearly

Cutoff 
Monthly

Disposition 
Authority     

NCI-AFU-80-8

Disposition 
Authority        

NI-AFU-90-3
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Create Disposition Authority
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Audit Items

Audit Record objects are business items that 
track user activity logs. They are designed to be 
subject to RMA's disposition processing.

Audit Trail objects are the user activity “data 
item” log files attached to an Audit Record
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DoD 5015.2 Additional Features

Records Management is delivered via 2 installation modules:

RMA – Records Management functionality (required) 

RM5 – DoD Nomenclature and required attributes (optional) 

Nomenclature

“Authored Date“ to "Publication Date“ (3 variations)

"Creation Date" to "Date Filed“ (3 variations)

"Created" to "Date Filed"

"Creator" to "Originator"

"Organization Name" to "Originating Organization"
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DoD 5015.2 Additional Features (cont.)

Required Attributes

For File Plan (Create, Update, and Copy dialogs)

"Disposition Authority"

"Permanent Record Indicator"

"Record Category Description"

"Vital Record Indicator"

For RMA Record (Create, Update, and Copy dialogs)

"Author"

"Format"

"Media Type"

"Originating Organization"

"Publication Date"

"Subject"
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Additional Related Core Features

Secure Erase

Upon record deletion, files are overwritten on disk to 
prevent access by disk/file recovery tools

Does not apply to metadata in data base

Secure Erase is enabled by setting the configuration 
variable RMA_ERASECOUNT to "1" or greater

Delivered as part of core Teamcenter Enterprise
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Additional Related Core Features (cont.)

User Activity Logging

User actions

Object accessed

Configurable
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Additional Related Core Features (cont.)

Outlook Integration 

Support capture of e-mail

E-mail message only

E-mail message with attachments

Attachments - 1 or more files per document

Application Centric Capture

Initiate from Outlook

Uses the normal Create process with prefilled content

Captured e-mail marked in Outlook
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Outlook Integration
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Summary
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Item Summary

Cutoff 
Instruction

Paper

MSWord file

Record 
Folder

Record 
Folder

Record

Record

EmailRecord 
Folder

Record

File Plan 
Level 2

Dispositon
Schedule

Disposition 
Phase

Disposition 
Phase

Disposition 
Phase

Disposition 
Schema

Disposition 
Schema

Disposition 
Schema

Disposition 
Authority

Schedule 
Document

Disposition 
Phase

Disposition 
Schema

File Plan 
Level 1

File Plan 
Level 2
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Scenario Summary

Physical Notebook

RMA Structure

File Plan

Record Folder

RMA Record

Disposition 
Schedule

Disposition Phases

Disposition Schema

Format Value

Media Type Value

Security Level

Electronic Notebook
RMA Processing

Record Folder 
Cutoff
Record States
RMA Service 
Schedule
Notifications

File Plan 
Propagation
Reuse of Items

DoD Example
Multi-level file plan
Disposition Authority
Audit/logging
Outlook Integration
Secure Erase
DoD 5015.2-Std

Special Features
Nomenclature
Required 
attributes

Certification
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Thank you
drew.donovan@ugs.com
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Create Format Value
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Create Media Type Value
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Create Security Level
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Create Record Folder
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Create RMA Record
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Create File Plan
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Create Disposition Schedule
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Create Disposition Phase (Publicize)
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Create Disposition Schema
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Create Disposition Phase (Destroy)
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Relate File Plan to Record Folders 
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Create Cutoff Instruction
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Relate Cutoff Instruction to Folder
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www.ugs.com

End of Screen Captures and AVIs


