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1.
Term Tree Retention/Disposal Schedule Overview

Term Tree 2000 Version 2.3

Retention/Disposal Schedules option

Term Tree 2000 Editor has available, as an option, a capability to attach Retention/Disposal Schedule information to fully qualified term sets of a fixed level classification thesaurus. This may be to a Function/Activity set, Function/Activity/Subject set etc.

Support information detailing Stakeholders, relevant Legislation and Standards and Outsourcing arrangements may be attached to each developed R & D class.

The Term Tree Retention/Disposal Schedules option is an off-line tool for the maintenance of Retention and Disposal Schedule information. It does NOT provide record management capabilities but is designed to complement a range of commercially available record management software systems by allowing additions, changes and reports to be processed without interrupting the main role of the records management system.

Though initially designed for the Australian market the implementation should be sufficiently flexible to permit use in other countries. Class numbering is free form though it is advisable to comply to a multi number level format like 1., 1.2, 1.2.1, etc. This format is assumed for import and export of GDA style disposal schedules. Please make contact should there be a specific need for your country.

DISCLAIMER: This option is a tool to permit changes to be made to any element of a Disposal Schedule managed by an organisation. Within Australia, the process governing the disposal of records may be covered by Government legislation and it is the responsibility of the user to be aware of any applicable legislation and to fully comply with such legislation. Changes to disposal data and definitions is the total responsibility of the user and This to That shall not be held responsible for changes made by a user where such changes cause data to contravene the conditions of any applicable legislation or regulations. Where similar legislation or regulations exists in any other part of the world the foregoing shall also apply. 

There does not appear to be any defined standard for Retention/Disposal Schedules, also known as Disposition Schedules and other names, so the Term Tree disposal implementation has been based on the methods used by:

 NSW State Records (Australia) - General Disposal Authorities

GDA format supported for use in conjunction with Keyword AAA or Local Government thesaurus available under licence from NSW State Records.

see http://www.records.nsw.gov.au for information about Keyword AAA, Local Government thesaurus and GDAs.

 National Archives Australia -

 AFDA  Administrative Functions Disposal Authority

       for use in conjunction with Keyword AAA avaialable under licence from NAA.

NAA General Disposal Authorities relating to various functional areas

     not supported in the V2.1.1.3 release but may be incorporated in a future release.

see http://www.naa.gov.au.recordkeeping/disposal/summary.html for information about NAA disposals.

These two sites have a wealth of world leading information covering the Thesaurus, Disposals and Records Management.

Term Tree Retention/Disposal Schedule option supports:

· No RM mode. For installations without record management software. This option supports Retention and Disposal information storage.

· TRIM mode. (if TRIM RM support option is licenced)

· Objective mode (if Objective RM support option is licenced)

· RecFind mode (if RecFind RM support option is licenced) (Currently no disposals import/export available)
Each of the above supports the entry of basic disposal information for multiple classes/schedules per Keyword/Function combination. Triggers and other advanced features are also supported where these are available within a selected RM system. Retention storage is only provided for those RM systems where it is supported by the vendor product.

Comprehensive Add and Edit capabilities are included for each mode and classes may be deleted if required.

Import/export capabilities are provided for the no RM mode and each licenced RM mode. Other record management systems are being considered for inclusion so contact us at clients@termtree.com.au if your system is not one of those presently listed.

1.1.
Implementations

AFDA

The AFDA format for use in conjunction with the Commonwealth version of Keyword AAA is fully supported. This format uses only Disposal descriptors which attach to the Activity level of the thesaurus.

The AFDA GDA structure is not specifically supported by Term Tree.

NSW State Records - GDA (General Disposal Authorities)

The GDAs are based on a tri level numbering system to define the Disposal Function, Disposal Activity and Disposal Description information.

Disposal Function
Describes the overall purpose of the function


The disposal function is designated by a class number of the form #.0.0

Disposal Activity
Describes the overall purpose of the Activity


The disposal activity is designated by a class number of the form #.#.0

Disposal Description
Describes the disposal action for the Function/Activity combination.


The disposal description is designated by a class number of the form #.#.#

Display of data for Disposal Function and Disposal Activity are available from a button on the main screen.

Display of data for Disposal Descriptors is only available when an Activity type term is selected from the terms list.

Notes within the disposal data are stored in RTF format and may be edited for emphasis and effect. When this information is exported to a records management system the RTF controls are all removed and the notes revert to plain text. The import option includes a switch to prevent notes being overwritten, if so required, to preserve the stored RTF content.

2.
User interface

Overview
The Term Tree Retention/Disposal Schedule option permits the selection of either the relationships or disposal classes for a selected term. Retention/Disposal descriptions may only be selected when a level 2 term is being displayed, unless the multi level option is enabled, thus ensuring disposal classes may only be atttached at level 2, or other required levels, of the functional scheme.

The View Disposal Function and Activity detail button provides editing features for the Disposal Function and Disposal Activity sections of the General Disposal Authority (GDA) structure.

When modifications are made to text fields within disposal class entry screens the live spelling check will confirm the data entered against the currently selected dictionary.
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2.1.
Term Tree user disposal schedule interface

Disposal schedule interface

The disposal option is only available for fixed level function thesaurus and may be enabled by setting the option checkbox on the Edit/System table menu. When this option is enabled an extra selection panel will appear at the top of the relationship pane display to permit the content of the relationship pane to be switched between relationship and disposal information modes.

This may be enabled to support attachment of R&D classes only at level 2, as for the GDA requirements of NAA and State Record Offices, or at level 2 or above for other RDS requirements.

The required mode may be selected from the Edit/System Table menu.

For R & D class attachment at level 2 only (GDA / AFDA mode):
Check  Enable R & D option at level 2 only

Uncheck Extend R & D to level 3 and higher

For R & D class attachment at level 2 and higher levels:
Check  Enable R & D option at level 2 only

Check Extend R & D to level 3 and higher

Mode selection panel
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As selections are made from the term pane, the disposal description selection button will be shown enabled or disabled depending on the level of the term. If disposal description is selected, the relationship display will switch back to show relationships if the selected term is not a level 2 term and return to show the disposal description if it is a level 2 term. If the extended mode is selected the disposal description screen will show for terms at level 2 or above.

Disposal descriptions are those classes attached at level 2, or higher, of a fixed level records management thesaurus. For Level 2 only mode Term Tree is based on the methods defined by NSW State Records, for the General Disposal Authorities (GDA) and National Archives Australia (NAA) for the Australian Functional Disposal Authority (AFDA). The same principles are applied to the higher levels of classification when extended mode is enabled.

Disposal Function and Activity detail
The AFDA model only defines classes for the disposal description level, level 2, so there is no need to use the Disposal Function and Activity detail button. The model defines disposal description classes using a 4 digit format.

The GDA model defines overview class information for disposal function and disposal activity classes. Press the Disposal function and activity detail button to review or edit this information. The model uses a three digit class numbering system where a #.0.0 numbered class defines a disposal function, #.#.0 numbered class defines a disposal activity and a #.#.# numbered class defines a disposal description.

Edit classes
Displays a list of all currenly loaded disposal classes. Select and double click on a specific class entry to display an edit screen and make changes.

Disposal function selection
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The disposal interface will always have the None, no records management, option available to provide a generic mode for use where a Records Management program is not a part of the installation. This mode allows entry of the essential elements required to define disposal description classes. Data so entered will be available for inclusion in the Disposal Class report, Term Relationship reports and Web HTML pages if so selected.

If one or more Term Tree record management modules have been licenced, the relevant selection buttons will display to allow disposal description classes to be entered with trigger and disposal parameters specific to that module type. Any data already entered in None mode will be displayed within the specific record management module and only the additional specific trigger or disposal parameters will need to be entered for each disposal class. This means an organisation may commence operations using the No RM mode and migrate quickly to a full function record management system with minimal effort required to implement the disposal schedule for that system Once the specific trigger and parameter information has been entered the disposal information may be exported to a transfer file format and then imported by the target record management system.

A typical No RM disposal display, in this case for a class definition at level 2, is shown below. When a class is selected from the displayed list an additional tab will appear to allow access to the additional support data for that selection.  The Term Tree R & D option may define class connections for level 2 or higher terms.
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See View/Edit Supporting topic for information about this tab.
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When a displayed class entry is highlighted the Edit and Delete buttons will be enabled. Pressing the Edit button, or double mouse clicking on an entry, displays the following screen.
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Class:
This may be defined as all numbers or a combination of alpha/numeric according to the requirements of the approved disposal system. The class value may be changed from the Edit screen.

Description:
This is the Function/Activity/../.. combination to which this class refers. Any term from level 2 or greater may be linked to a Retention/Disposal class. Pressing the drop down arrow to the right of this box will show the available Function/Activity combinations, available within this thesaurus, to which this disposal class may be attached. Because a disposal description must be attached to a supported Function/Activity/../.. combination it is not possible to free type within this area.

Classification out of context exclusions: This list will not include any linked term combination marked in the controlling classification as out of context. This prevents R & D classes being assigned to nonsensical combinations.

Retention Source:
Defines the source or authority responsible for defining or authorising this retention class. The retention period may be that defined for local storage of records prior to their transfer to an archive environment or actual disposal.

Retention Sentence:
Defines the retention action applicable to this class. In No RM mode, though Term Tree attempts to provide some level of automatic control over the construction of this information, it is essentially free form so must be checked after the completion of each entry to ensure it is corectly defined. This is less of a problem with the records management option modules as this is constructed from strictly defined parameters to comply with the requirements of each module.

Disposal Source:
Defines the source or authority responsible for defining or authorising this disposal class. Examples of this may be GDA 10, GDA 15, NAA, etc. and is usually the body/reference authorised by the relevant legislation.

Disposal Sentence:
Defines the disposal action applicable to this class. In None mode Term Tree attempts to provide some level of automatic control over the construction of this information. This is essentially free form so must be checked after the completion of each entry to ensure it is correctly defined. This is less of a problem with the records management option modules as it is constructed from strictly defined parameters to comply with the requirements of each module.

Definition approved:
Allows the date of approval for this class to be recorded. Individual settings apply for the Retention and Disposal items.

Action Code:
This is a specific requirement for Western Australian State Records Office to allow definition of an action code for the class. Available values are A = Archive, D = Dispose, R = Retain. An entry exists for a blank entry for other SRO requirements.

Notes:
Free form note to further define the disposal class action. The text in this area may be formatted to emphasise specific items though any such formatting applied will not be included in notes data exported for use in a RM System.

Term Tree additional
Additional fields are provided for user information not deemed to be part of the disposal schedule data. Information above this area is deemed to be RM specific and will be used when processing import/export actions between Term Tree and RM systems.

Custody
Free text field for any required purpose. In None mode it might be used to specify the custodian of this disposal class. This may be the Department or organisational unit responsible for items related to the class. It is not considered wise practice to assign the name of an individual to this field.

Other Notes
Free form text area for other notes associated with the Disposal class. These notes are for information only and there are no facilities to export or print them.

Define sentence values:
Press this button to modify the sentence definition. Term Tree will attempt to decode the content of the defined sentence into particular classification groups. The display below shows the define sentence values screen for the  example above.
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The original sentence definition is shown in the lower area of the screen, in this case it has been entered as free text.

If the Enter as free text check box is left unchecked, and the OK button is pressed, Term Tree will reconstruct the sentence using the parameters defined in the Event type, Years, Months and Trigger date type selections.

If the Enter as free text box is checked, and the OK button is pressed, the content typed in the box immediately below the Enter as free text box will be used as the sentence definition.

Wherever possible it is suggested that the defined selections be used as it may be possible, in a later release, to automatically convert this information into the specific trigger/sentence format required by one or more of the licenced record management modules. Some attention to detail in the initial implementation may be very beneficial later on.

Disposal function and activity detail
If the GDA model is used this button allows access to the add, edit and modify processes for the individual Disposal Function and Disposal Activity classes.
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The left selection tab on the top of this screen provides maintenance facilities for the Disposal Function classes, numbered using the #.0.0 convention.
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The right selection tab of the screen provides maintenance facilities for the Disposal Activity classes. These are numbered using the #.#.0 convention.

Classes may be added, edited or deleted.

To be able to add a new disposal function class there must be one or more Function level terms in the thesaurus without attached disposal function attachments. This ensures that disposal function classes are always relative to a known thesaurus function. Similarly, addition of a new disposal activity is dependent upon there being unlinked Function/Activity sets within the thesaurus.
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The screen above shows the add new class screen for a disposal activity entry. The drop down list shows the Function/Activity combinations within the thesaurus that do not have attached disposal activity classes. Select the required one then type the class value, enter notes and other items then press OK.

The edit screen is similar except all currently stored data will be displayed readyfor modification.

2.2.
View/Edit Support data

View/Edit Support data

The development of an RDS involves considerable research and collection of detail to support the decisions made regarding each disposal class. The View/Edit Supporting data tab allows storage of information related to Stakeholders, Legislation, Standards and Outsourcing.

The screen for Stakeholder information is shown below. Each of these screens includes a Help button for display of instructions to enter information in each of the fields.
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2.3.
Delete operation

Delete from a screen within the disposal tasks
Deleting a disposal class from within the disposal task screens will affect only the selected class. A message to confirm the deletion is to occur will be displayed and a Yes response will cause the disposal class to be deleted.

Within some General Disposal Authorities there may be multiple Activites connected to a single Function/Activity class, e.g. Class 1.3.0 may have multiple connections. This will not apply at the other levels. Deleting one entry of this class will delete all entries.

For this specific case the individual class numbers may be renamed after which they will be treated as unique entries.

Action when a term is deleted from the main Term Tree term pane
When a term is deleted from the main Term Tree display the disposal classes associated with that term become redundant. As the deletion action proceeds all disposal classes linked to that term will be deleted from the stored disposal detail.

2.4.
Rename operation

Action when a term is rename in the main Term Tree term pane
When a term is renamed in the main Term Tree display the disposal classes associated with that term must also be changed. As the renaming action proceeds all disposal classes will also be renamed appropriately.

2.5.
Verify operation

Action when Verify button pressed on disposal data display pane
Causes the R & D table data to be checked against the current content of the classification structure.

While the delete and rename processes should keep the R & D data and classification data in sync, deleting of a linkage between two terms will not do so. This is because only two items in a multi item set are known so it is not possible to fully qualify those items to be removed from the R & D table.

When the Verify button is pressed the process will scan and verify the R & D data against the classification data and report any inconsistencies located. All such inconsistencies will be checked for deletion from the R & D table however the actual deletion has not yet been done.

Uncheck any that are not to be deleted and press the Fix button. After requesting confirmation that the database has been backed up the process will delete all marked entries and return a list of remaining detected inconsistencies.

To print a list of inconsistencies, for review, press the Copy to clipboard button then paste the information into a text editor for printing.

When first run this report may contain many more entries than expected. This may be bexause the R & D table contains entries created as part of an import process or prior to the introduction of the version of Term Tree that includes the verify option. These are additional entries that are simply contained in the R & D table though they are not active. If left as marked for deletion they will be removed when the Fix button is pressed.

ENSURE A BACKUP COPY OF THE DATABASE IS MADE BEFORE PRESSING THE FIX BUTTON.

Verification process.
The verify process checks the description entry to ensure all terms, contained within the set, actually exist in the controlling classification. It then checks that the link from term 1 to term 2 exists, then term 2 to term 3, etc until all linkages have been verified. Failure to detect the term or a linkage will result in the entry being reported as an error.

3.
Import and Export

Overview
Provides features to import and export disposal class data to/from formatted ASCII files.

The generic import/export module is included as part of the standard disposal option kit.

Facilities to import/export disposal classes to/from TRIM and Objective are available if the installation has a licence for the thesaurus import/export module for the specific RM system.

Details of the steps required to import/export for each system are provided in the following sections.

3.1.
Import and Export

Disposal schedule option

Import

Purchase of a licence for the Disposal Schedule option includes an import facility for a generic CSV transfer format. If licences are purchased for the optional record management modules the appropriate import capability will also be enabled for those licenced modules.

The format for the generic mode CSV file is shown below however we do not include a description of the format for the record manager modules. Should you have a need to know the content of these you will need to either approach the specific supplier or examine the files and interpret the layout yourself.

Export
Purchase of a licence for the Disposal Schedule option includes an export facility for a generic CSV transfer format. If licences are purchased for the optional record management modules the appropriate export capability will also be enabled for those licenced modules.

CSV file format - Generic Disposal for use with Term Tree.

The file comprises sets of lines to describe the disposal schedule records.

Each record may be spread over several lines and must have 5 definition fields each separated by a comma. Field 1 data must be enclosed between " characters if other than numeric characters are included, all other fields must be enclosed by " characters. A line  finishing with " then Hex 0D and Hex 0A indicates the last field and thus ends a record. Scope note lines may finish with Hex 0D then Hex 0A, but no ", to indicate the field data continues to the next line. This indicates a hard return point within the scope note.

Field 1
Disposal Class


may be all numeric and not enclosed in " characters or


mixed alpha, punctuation and numeric in which case it should be enclosed in " characters.

Field 2
Top level term of the hierarchy. May be known as the Keyword or Function.

Field 3
Second, and/or lower, level hierarchy links. May be known as the Activity descriptor. May include definitions for lower levels in the hierarchy by appending these after a "space - space" separator sequence.

Field 4
RDS Note / Description. This field may extend over mutiple lines by not including the closing " character. Extension lines will not have a " as the first character.


There shall only be one line where field 4 begins with a " and ends without a " and only one line shall begin without a " and end with a " character. There may be multiple lines between the start and end field 4 lines and none of these will begin or and with a " character.


Where a disposal definition/description extends over one line the last extension line will terminate the data with a " character then have a , separator followed by Field 5 data.


This field may also contain RTF text.

Field 5
Disposal Source. Name or identifier of source or authority responsible for assigning the Disposal definition.

Field 6
Disposal sentence/action. Single line description of the action to be taken for disposal of the record. This is the action to occur after the retention action if such is defined.

Field 7
Retention Source. Name or identifier of source or authority responsible for assigning the Retention definition.

Field 8  Retention sentence/action. Single line description of the retention requirement in the active storage location.

3.2.
Generic disposal CSV file import

Import data from a generic disposal schedule CSV file.

Select the 'Import generic Disposal Schedule file' entry from the main file menu. This will display the 'Generic Disposal Schedule Import' screen as shown below.

Select the file to import by pressing the [image: image12.png]


 browse button, to the right of the "Disposal schedule import file" display box, and selecting the file from the list displayed. The import file name may not be typed into the display box and can only be entered by pressing the [image: image13.png]


 browse button.

When a file has been selected the first line of that file will be displayed for a visual confirmation that the correct file has "probably" been selected. Term Tree assumes the file format is correct and results are undefined if an attempt is made to import an incorrectly formatted file.
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If importing to a thesaurus already loaded with retention/disposal information it is possible to define the fields to be overwritten. If no fields are selected to be overwritten nothing will be changed. These are defaulted to not overwrite and must be selected, as a safety factor, to do so. For an initial import, to seed the thesaurus, there will not be any loaded terms so a true import will be performed. Operation when data has been loaded may be a combination of import and merge hence the specific level of control of the overwrite function.

Source: Optionally a descriptor may be entered, as free text, to define the source of the disposal information being imported. The value defined within this box will be loaded to every entry according to the selected override option.

When the import process is finished it will indicate if there have been errors or conflicts. A report will be generated as a text file for perusal off-line. The location of the text file will be advised if it is to be generated.

3.3.
Generic disposal CSV file export

Export to generic disposal CSV file

Select the 'Export generic disposal schedule file' entry from the Main File menu. This will display the 'Generic disposal schedule export' screen as shown below.

Specify the location and name of the export file and specify if the scope note data is to be RTF or plain text format. The result file will be output in the generic CSV format defined in the section Import and Export .

[image: image15.png]Generic Disposal Schedule Export

Disposal schedule output fle





Press the OK button when the file name has been defined and the export will be processed.

Each exported class, field 1 of the CSV file, will be examined to decide if it is all numeric or alpha/numeric. If alpha/numeric it will be enclosed between " delimiter characters otherwise no " delimiter characters will be included.

Notes may be exported either as plain text or RTF as required.

3.4.
TRIM disposal CSV file import

Import data from a TRIM disposal records file.

This import will only be available if the TRIM import/export optional module capability has been purchased.

Select the 'Import TRIM disposal schedule file' entry from the main file menu. This will display the 'Import from TRIM disposal schedule file' screen as shown below.

The file used to transfer TRIM disposal information is defined by Tower Software and available to registered users of the TRIM record management system. Term Tree will verify certain aspects of the import file and will refuse to proceed if it is considered the file is the wrong format.

(Balance of this topic not yet available)

3.5.
TRIM disposal CSV file export

Export to TRIM disposal file

Select the 'Export TRIM disposal schedule file' entry from the Main File menu. This will display the 'TRIM disposal schedule export' screen as shown below.

(Balance of this topic not yet available)

3.6.
Objective disposal CSV file import

Import data from a Objective disposal records file.

This import will only be available if the Objective import/export optional module capability has been purchased.

Select the 'Import Objective disposal schedule file' entry from the main file menu. This will display the 'Import from Objective disposal schedule file' screen as shown below.

The file used to transfer Objective disposal information is defined by Objective Corporation and may be available to registered users of the Objective record management system. Term Tree will verify certain aspects of the import file and will refuse to proceed if it is considered the file is the wrong format.

(Balance of this topic not yet available)
3.7.
Objective disposal CSV file export

Export to Objective disposal file

Select the 'Export Objective disposal schedule file' entry from the Main File menu. This will display the 'Objective disposal schedule export' screen as shown below.

(Balance of this topic not yet available)
3.8.
RecFind disposal CSV file import

Import data from a RecFind disposal records file.

This functionality is not available in the RecFind product.

3.9.
RecFind disposal CSV file export

Export to RecFind disposal file

This functionality is not available in the RecFind product.

4.
Web HTML publishing

Web HTML publishing - retention/disposal extensions
When the retention/disposal option is licenced for a Term Tree installation the standard Web HTML publishing will include extended options to allow the disposal information to be included along with the thesaurus terms. Controls are provided to allow individual selection of  which disposal features are to be included in the web HTML page.

The information presented here covers only the extended features added for the disposal option and more detail may be obtained by referencing the Web HTML Publishing section of the main Term Tree help file.

The licence for Term Tree only permits web HTML pages to be processed for the web site of the registered owner of the Term Tree product. Preparation of web HTML pages for contract clients of a consultancy may only be done if a commercial licence is negotiated with This to That Pty Ltd at clients@termtree.com.au.

4.1.
Setup publishing - disposal extensions

Setup publishing
Select File/Publish HTML web pages to display this setup page for web HTML web publishing.

Selection boxes are provided in the lower right of this screen to permit custom selection of disposal items to be included in the prepared web HTML pages. The exclude transactions box may be checked if the third level linkages are to be excluded when preparing the web HTML page.
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4.2.
Sample created web HTML with disposal information

Web HTML
The standard web HTML feature within Term Tree will include additional selection features when the disposal option is licenced. These allow the user to select if disposal features are to be included on the created web HTML pages and which items are to be included.

The sample page below shows the page produced for the Contacts level 2 term shown in other examples within this help file.

This page shows that this term is an activity of the Function 'COMMUNITY RELATIONS' and there are two disposal classes assigned to this Function/Activity relationship.
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5.
Reports

Overview
When the disposal option is licenced for a Term Tree installation the standard reports feature will include extended options to allow the disposal information to be included along with the thesaurus terms. Controls are provided to allow individual selection of  which disposal features are to be included within a report .

The information presented here covers only the extended features for the disposal option and more detail may be obtained by referencing the report section of the main Term Tree help file.

5.1.
Report selection

Inclusion of disposal classes only applies to the Term Relationship report.

When the disposal option is licenced for a Term Tree installation the standard report page will include extended options to allow the disposal information to be included along with the thesaurus terms. Controls are provided to allow individual selection of  which disposal features are to be included in the report.

The information presented here covers only the extended features for the disposal option and more detail may be obtained by referencing the Reports section of the main Term Tree help file.

When a report has been prepared it will appear in Preview form on the screen from where it may be printed, exported, reviewed or discarded.
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The list of terms on the left of this screen will display those relevant to the operation selected. Preparation of a report requires only a few simple steps.

1.
Select a Term Relationship report format, 1 column - 2 column or 3 column, from the list in the top centre of the screen.

2.
Customise the elements of the report by pressing the "Define report processing parameters" button.

3.
Customise the font characteristics by pressing the "Define report font characteristics" button.

4.
Review the elements to be included in the report as displayed in the list on the right side of the screen.

The report parameters pane will display the options selected from within the report parameters selection screen.

Select All Listed
Report produced will include all those terms displayed in the list. This box will be unchecked if individual terms within the list are selected. Select a consecutive range of terms by holding down Shift key while selecting. Select random terms by holding down the Ctl key while selecting.

Abbrev. labels
Only for Term Relationship reports. This determines the display format for the report. With Abbrev. labels selected the report will be prepared in a BT:, NT:, etc format. When not selected the report is prepared using the term labels from the relationships pane to describe the individual elements. If the thesaurus is a function/classification hierarchy and Specific Level names are defined these will be correctly displayed for each term. Example copies of the two report formats, in single column layout, are provided below.

Use MS Word
When selected causes Microsoft Word, provided it is loadable on the host system, to be used as the target for report generation. Reports so generated may then be edited or saved in Word document, RTF, HTML or text file format. This report format is not currently available for KWIC or KWOC reports.

Use TT Report

Engine
When selected causes reports to be generated by the inbuilt Term Tree report engine. The report formatting is simpler than the Word output and may suffice for many reports.
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When the Close button is pressed the parameters defined on this screen will be listed in the right pane of the report screen.
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When the Close button is pressed the parameters defined on this screen will be listed in the right pane of the report screen.

Term range

selection
Allows definition of various ranges of records to include within a report. The definition box will be cleared if the All terms mode is selected and the All terms mode will be reset if any definition is typed in to the definition box. Individual terms, in addition to those defined in the range setting, may also be included in the report by selecting those required in conjunction with either the Shift or Ctrl key. If any content is entered into the definition box the status panel on the main reports pane will display the selection.

Reference, Class,

Code select
 Allows selection of specific Reference, Class or Code records within the Thesaurus. If any of the options is selected, and a reference, class or code term is loaded to the edit box the report prepared will only include terms of the defined Reference, Class or Code group.

Font customisation
This screen permits the font name, style and size to be customised for several elements of the report output.
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Additional selection display for term relationship reports.
When any of the term relationship reports are selected a list of field items to include is displayed per the example below. Items not checked will be excluded from the prepared report. When the report screen is closed the current settings will be stored for use again whe  the screen is recalled.

Report Preview - TT Report Engine.

After preparation by the TT report engine the reports will be displayed on a Preview screen. From this screen the report may be zoomed, printed or exported. The buttons displayed on the toolbar are:
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Zoom to Fit
Shows the full page on a single screen

100%
Shows report at full size

Zoom to width
Shows report at full screen width with vertical scroll bar to see other parts.

Zoom larger
Expands report in small increments each time button clicked
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First Page
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5.2.
Example TT Report Engine reports
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5.3.
Example MSWord report engine
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5.4.
Retention & Disposal Class report

xe "R & D report"

xe "Disposal class report"

xe "Retention & Disposal report"

xe "report R & D"

xe "report Retention & Disposal"
This report is available from a menu entry on the Term Tree Editor Reports main menu.

Presentation quality reports are obtained by the using the Term Tree Word report template process. This enables customised reports to be prepared using Word styles, fonts, formatting, etc. The report templates are standard Word documents, with embedded Mergefields, saved in RTF format.

Main screen.
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1. Select required template.

2. Select report sets from Report for list.

3. Select all or individual classes within selected set. 

4. Press Preview button.

If an entry is truncated, because it is longer than the screen window, hold the mouse pointer over the entry for a short time and a small hint window will display total content.

Sample presentation quality report using TTDisposal report.rtf template. Custom templates may be prepared to suit local requirements.
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6.
Copyright and acknowledgements

Copyright ©1999 Term Tree 2000 by This to That Pty Ltd (Australia). All Rights Reserved.

Microsoft is a trademark of Microsoft Corporation. Windows, when used within Term Tree 2000 documentation or software, refers to the Microsoft Windows range of operating system including the Windows logo, Windows 95, 98, ME, 2000, NT and XP.

Any other product names referenced are believed to be the registered trademarks of their respective companies.

The disposal schedules referred to in this document may be the property of Australian Commonwealth or State Government agencies and the intellectual property rights and copyright are vested in those organisations. Contact National Archives of Australia or the various State Records Offices for licencing information.

7.
Legal disclaimer

DISCLAIMER: This option is a tool to permit changes to be made to any element of a Disposal Schedule managed by an organisation. Within Australia, the process governing the disposal of records may be covered by Government legislation and it is the responsibility of the user to be aware of any applicable legislation and to fully comply with such legislation. Changes to disposal data and definitions is the total responsibility of the user and This to That shall not be held responsible for changes made by a user where such changes cause data to contravene the conditions of any applicable legislation or regulations. Where similar legislation or regulations exists in any other part of the world the foregoing shall also apply. 

Copyright © This to That Pty Ltd
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