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Records Action System for Agency Head (AH or Designee) Overview

The Enterprise Records Action System (ERAS) provides a workflow (WF) for agencies to make changes to
their agency-specific records retention and disposition schedules. The process begins when the Agency
Records Coordinator (RC) enters and submits a records package which then goes to the Agency Records
Legal Liaison (LL) for approval or rejection. After the LL approves a package, the Agency Head (AH) or
Designee receives an email from the system indicating a package has been submitted by the LL and is
ready for review by the AH. The following is a brief overview of the AH WF process within the system.

Review Process

1. Open the email generated from the ERAS and click on the provided link at the bottom of the email
message.

op ERA <OA-EnterprisePortalTeam@pa.gov> Jones, Shirley (OA)
Records Action-For Agency Head approval
Do not reply to this email, it is sent from an unmonitored account.
Jones, Shirley, Legal Liaison has completed the legal review of this Records Action and it is now ready for your review and approval. If you have any questions please email or call Jones, Shirley at 717-265-7695,
shirjones@pa.gov. Thank you in advance for your expedited review.
Agency Name: Office of Administration

Package: RA-2018028

Site Link |

2. The following message displays: Click OK.

Message from webpage *

After review of all the records, approve or reject. If approved, the
H ackage will go to . It rejected, the package will go back to the
I pack ill OERM. If rejected, th k ill go back to th
Records Coordinater

3. The link opens to the ERAS. The screen displays a package in AH Review status.

RecordRetention - Section8
Package Name: RA-2018028 - Status: AH Review

Section &: Approvals

Records Coordinator

Name: | miamiller@pa.gov Status: Date: | 4/17/2018 12:18:21 FM
Approval @pa.g lApprove
Legal Liaison Approval Status:
MName: irj - Date: 24:
shirjones@pa.gov lApprove 4/18/2018 9:24:17 AM
Agency Head Approval
Mame: IStatus: Date:
Approve Reject
Records in this Package
—Becord Number Record Series Number Action Type Status Delete Record
RA-2018028-001 00000122 Delete Saved Not Deletabl
RA-2018028-002 00000111 Amend Saved Not Deletable

4. Scroll to the bottom of the page to view the Package Summary. You have the option to Approve or
Reject the package by reviewing the package summary or by clicking on each Record Number, see
above, to view the details of each record.



Package Summary

Agency Name: Office of Administration
Agency Number: 081A

Type: Delete

Organization Code (Bureau/SAF Cost Center Code): 8113040000
Bureau Name: Office of Continuity and Records Information Management
Record Series Number: 00000122

Record Title: Program Correspondence

Record Description: null

Addendum: null

Agency years: 3

Agency Months: null

SRC Years: 0

SRC Months: null

Format: B=Electronic

Disposition Code: null

Type: Amend

Organization Code (Bureau/SAF Cost Center Code): 8113040000
Bureau Name: Office of Continuity and Records Information Management
Record Series Number: 00000111

Record Title: Case Study Files

Record Description: null

Addendum: * 1 year after case study concludes.

Agency years: 1

Agency Months: 0

SRC Years: 0

SRC Months: 0

Format: 1=Paper

Disposition Code: 1 — Routine

5. Opening each record displays screens like these.

a. Click Next to move through and review the sections. If necessary, add notes.
rSection]

RecordRetention - Section]

COMMONWEALTH OF PENNSYLVANIA
Records Action Request: Deletion 1o Records Retention and Disposition Schedule

Records Action Package Name: RA-2018028
Record Number: RA-2018028-001
Series Number: 00000122

OB1A - Office of Administration

| Office of Continuily and Records infermation Managoment

Miler, Michael - T17.705.3778

RecordRetention - Section?Delete

AUTRGIZANGN &5 Fequastad 1or the llowing Action
Delele

Riecord Seres Number | 00000122 (7]

Record Senes Te"§ | Program Conespondence

Agency Relention * Years: |3 |Morths
Total Retention: Years: 3 Months: 0

Format (Check one) @ B-Electronic | v] SRC Retention: * Years: [0 | Months:

Deletion Justification (Pease explain reason for the Deletion) *
Crogs waling to Gensral Schedule item GO001,007, Program Asministratve Files.

Provicus Save & Clote. it

Record Notes
New Notes

Add Comments




Approval Process

1. To approve the package from reviewing the Package Summary, simply click the Approve button
below the Agency Head Approval section. To approve through record details, open each record,
click Next to move through the sections, then click Next after all records have been reviewed.

Package Name: RA-2018028 - Status: AH Review

Section 8: Approvals

Records Coordinator
Name: | miamiller@pa.gov [Slatus. Date: [4/17/2018 12.18:21 PM
Approval \Approve
Legal Liaison Approval
g bp — IStatus: . :
Name: | shirjones@pa.gov lapprove Date: | 4/18/2018 9:24:17 AM
agency Head Approval
Name: IStatus: Date:
Approve Reject

SEeClon J: EXCepruion Trom General Kecoras Ketenton schedauie

General Records Retention and Disposition Schedule record series number from which exception is

sought: | Choose One @

Reasons for exception request (check all that apply):

[(JDecument and maintain an essential program activity

[CIRetain oversight and audit of an activity for a required period of time
[JSupport oversight and audit of an activity for a required period of time
|:|Furlil legal requirements (Provide specific citation, regulation, law, eic)
[ |Permit appropriate public access

[(laccommedate frequency of reference

[Manage volumes of records

[IContains security issues such as classified and/or restricted records
[Jvital Record Security Copy

[ Jother requirements not addressed above:

Provide the specific business needs and/or operational requirements for the above checked items:

Previous Save & Close Mext

2. This message displays: Click OK.

Message from webpage K

All the records in this package are approved by the Legal Liaison. When
you have reviewed them all select Approval Process, you can then
approve or reject the Package

tus
fad

Add new as: inddC)Amend_Dels

eld

3. At the end of the last record details section, click OK. Then click Approval/Rejection Process.



Record Retention - Review

Package #: RA-2018029 - Package Status: AH Review

Save and Add Another to This Package

Add new as:

(Ciadd(iAmendDelete

Start New Package

Add new as:

(Ciadd(iAmend_Delete

Approval/Rejection Process

Records for this package
Record Number  Record Series N

Package

Action Type Status Ready To Submit Delete Action

RA-2018029-001 98765432 RA-2018028 Add Saved

Yes

Delete Action

4. The following message displays: Click OK.

Message from webpage

Section8
Records Coordinater
RecordRetention - Section8

Package Name: RA-2018030 - Status: AH R

Section 8: Approvals

After review of all the records, approve or reject. If approved, the
Package will go to OERM. If rejected, the package will go back to the

—

Records Coordinator btatus:
Name: - Date: -39
Approval shirjones@pa.gov lApprave 472042018 11:39:53 AM
Legal Liaison Approval lstatus:
Name: - Date: 130
shirjones@pa.gov lApprave 472042018 11:39:59 AM
Agency Head Approval
Name: IStatus: Date:
Approve Reject
Records in this Package
Record Number Record Series Number Action Type Status Delete Record
RA-2018030-001 00001593 Amend Saved Not Deletable

5. Click Approve. The following message displays. Click OK

Message from webpage

&

Section8

RecordRetention - Section8
Package Name: RA-2018028 - Status: AH Review

| The Package has been sent to OERM for approval

o]

Section 8: Approvals

Records Coordinator lotat
Name: | mi atus: Date:
Approval miamiller@pa.gov pprove 4/17/2018 12:18:21 PM
Legal Liaison Approval lStatus:
Name: | shirjones@pa.gov Appm\;'e Date: | 4/18/2018 9:24:17 AM
Agency Head Approval
MName: Status: Date:
Approve Reject
Records in this Package
Record Number Record Series Number Action Type Status Delete Record
RA-2018028-001 00000122 Delete Saved Not Delefable
RA-2018028-002 00000111 Amend Saved Not Delefable
Your name will appear in the AH Name: field. Close out of the system




Rejection Process

7 Section8

RecordRetention - Section8
Package Name: RA-2018029 - Status: AH Review

Section 8: Approvals

Records Coordinator

Name: [sh ptatus: Date’ | 4/23/2018 2:06:03 PM
Approval shifjones@pa.gov Poprove
Legal Liaison Approval Status:

Name: irj g Date: <06,

shirfjones@pa.gov kpprove 4/23/2018 2:06:23 PM

Agency Head roval

Name: Status: Date:

Approve Reject
Package Rejection Notes:| gecord #1, Section 2, The description d are
maintained in the system. Also, is there antion?

Records in this Package
Record Number Record Series Number Action Type Status Delete Record
RA-2018029-001 08765432 Add Saved Mot Deletable

1. The Rejection process begins after review of the Package Summary and/or review of each
record and the detailed sections. To begin the Rejection process, Click the Reject button.

2. The following message displays. Click OK.

Message from webpage *

Rejection Notes Require the following:
th SecﬁonB 4 1. Record sequence number in the package
2. Section number of concern
3. Reason for rejection.

RecordRetention - Section8 Click the "Confirm Rejection” button to complete the rejection process.

Package Name: RA-2018029 - Status: AH
Section 8: Approvals ok 1 I
Records Coordinator lStatus:
Approval Name: | shirjones@pa.gov i Date: [ 4/23/2012 2:06:03 PM
Legal Liaison Approval lStatus:

Mame: - Date: .

shirfjones@pa.gov IApprove 472312018 2:06:23 PM

Agency Head Approval

Name letatic: Date

3. Write detailed notes in the notes section. Then click Confirm Rejection

RecordRetention - Section8
Package Name: RA-2018029 - Status: AH Review

Section 8: Approvals

Records Coordinator

Name: [ shij [tatus: Date: | 4232013 2:06:03 FM
Approval shirjones@pa.gov Approve
Legal Liaison Approval lStatus:

N i - Date: 06

ame: | shirjones@pa.gov lapprove ate: | 4/23/2018 2:06:23 PM

Agency Head Approval

Name: [Status: Date:
|Package Rejection Notesi Record #1, Section 2. The description was not refined enough for me to know what Confirm Rejection

we are refeming fo |

4. Click Confirm Rejection. The following message displays. Click OK.
6



Message from webpage X

action8 The Package has been Rejected and sent to Record Coordinater for
review

bcordRetention - Section8

Package Name: RA-2018029 - Status: Open 0K I
[Cetion & Approvar e ——
lecords Coordinator
| | -
legal Liaison Approval
Name: | L —
lgency Head Approval
Name: [ shirj gov | g':r};ﬁ- Date: [ 4/123/2018 2:21:00 PM

'ackage Rejection Notes:| Record #1, Section 2. The description was not refined enough for me to know what
we are referring fo_

Records in this Package
Record Number Record Series Number Action Type Status Delete Record
RA-2018029-001 98765432 Add Saved Not Delefable

Please Note: When rejecting a package that contains multiple records, the above stated
requirements are particularly important to the Records Coordinator finding the record being
rejected. Be as specific as possible.

User Tips

1. While reviewing individual records, the Save & Close button gives you the ability to stop the review
and save your place. It will also take you to the Home screen for an AH.
2. To return to your stopping place, simply click on the package number in review to begin.

Package Number

RA-2018029 Office of Administration

3. If your questions are too extensive, it might be best to call the RC to discuss.

be- | Record #1, Section 2, The description does not indicate what type of records are

Confirm Rejecti
maintained in the system. Also, is there a legal requirement for the 10 yr retention? R

Message from webpage x
umber Status
29-001 Saved
The Package has been Rejected and sent to Recerd Coordinator for
! review
mary T




