How to Create a New Records Schedule

How to Create a New Records Schedule

1. Locate the Create New Form button that displays just above your
Dashboard.

2. Select Create Records Schedule from the Create New Form drop-

down menu.
Dashboard e e o
Create Records Schedule
Records Schedule (5) Transfer Request (2 don
My Tasks
Records Schedule Number Schedule Subject Type Agency or Establishment Last Action Last Action Date Action Required By?

Figure 1 Create New Form Drop-Down Menu, Create Records Schedule is Circled

The Create New Records Schedule window appears.
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Create New Records Schedule

Select the Agency or Establishment and Record/Scheduling Group for

which you would like to create a schedule for:

Required Field*

Agency or Establishment *

National Capital Planning Commission =

Record/Scheduling Group *

0328 - Records of the Mational Capital Planni... %

. |

Figure 2 Create New Records Schedule Window

1. Select your Agency or Establishment.

NOTE: If you do not see the correct Agency or Establishment, contact your
Account Manager so that they can have the value(s) added to your profile.

2. Select your Record/Scheduling Group.

** If you do not select the correct Agency/Establishment and/or
Record/Schedule Group, you'll have to re-start the process and create a new
form.

3. Select Continue. The Create Records Schedule page displays.
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