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Function = =
Add nmnew classes No No Yes Yes
Create new files Yes No Yes Yes
Change file metadata No Yes Yes Yes
Maintain classification scheme and files No No Yes Yes
Delete files No No Yes Yes
Capture records Yes No Yes Yes
Relocate a record to a different file Yes No Yes Yes
Search for and read records Yes Yes Yes Yes
Change content of records No No No No
Change record metadata No Yes Yes Yes
Delete records No No Yes Yes
Place and remove disposal holds No Yes Yes Yes
ﬁzfs':;?roigd disposition schedule and disposition No Yes Yes Yes
Export and import files and records No Yes Yes Yes
View audit trails No Yes Yes Yes
Configure and manage audit trail No No No Yes
Change audit trail data No No No No
Move audit trail data to off-line storage media No No Yes Yes
Perform all transactions related to users and their No No Yes Vs
access privileges
I - f\c:.rlzzcate access permissions to local administra- No No No Yes
glElsocate own access permissions also to other us- Yes ViEE Yes Yes
Set up and Manage case management roles No No No Yes
Maintain database and storage No No Yes Yes
Maintain other system parameters No No No Yes
Define and view other system reports No Yes Yes Yes
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5.1.10

The ERMS must maintain an unalterable history of changes
and deletions (audit trail) that are made to retention and dis-
position schedules including the date of change or deletion,
and user Mmaking the change.

The ERMS must ensure that any amendment to a retention
and disposition schedule is immediately applied to all entities
to which the retention and disposition schedule is allocated.

The ERMS must require anmn administrative role changing or de-
Leting a retention and disposition schedule to enter a reason,
and must store that reason in the audit trail.

Changes to, or deletions of, retentiorn and disposition schedules
must be controlled carefully to minimise the risk of records being
destroyed inappropriately.

The ERMS must be capable of importing and exporting reten-
tion and disposition schedules.

The ERMS must ensure that every class, file, sub-file and
volume always has at least one retention and disposition
schedule.

This regquirement is included to ensure that no entities are cre-
ated without a retention and disposition schedule; and to improve
usability.

The retention and disposition schedules applied by default to
every new class, file, sub-file or volume should be inherited
from their parent.

Where this is not possible (for classes at the top level of the clas-
sification scheme and if no inheritable retention and disposition
schedule applies — see 5.7.718) a default retention and disposition
schedule should be applied.

Every record stored directly in a class must always have at
Lleast one retention and disposition schedule assigned to it.

The retention and disposition schedules applied by default
to any new record stored directly in a class (see section 3.2
3.2.17) must be inherited from its parent class.

The ERMS must allow an administrative role to apply a reten-
tion and disposition schedule to any class, file, sub-file, vol-
ume or record type at any time.

The phrase “at any time” means that an administrative role can
replace a retention and disposition schedule or (if the systemm
supports multiple retention and disposition schedules, see 5.7.718)
apply an additional retention and disposition schedule to any
class, file, sub-Ffile, volume or record type. One example will be
the replacement of a default retention and disposition schedule;
another is the application of an additional retention and disposi-
tiornn schedule in response to a regulatory investigation. This may
cause a conflict betweern retention and disposition schedules:
see 5.7.23.
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The ERMS capture process must provide the controls and

functionality to allow users to:

- capture electronic records regardless of file format, meth-
od of encoding or other technological characteristics, with
no alteration of their content;

- ensure that the records are associated with a classification
scheme;

- ensure that the records are associated with one or more
file(s) or classl(es).

Fite format is defined in the glossary. The regquirement is to be
able to capture any file format.

The requirement to capture records in any file format is not in-
tended to be testable, and it does not imply that the ERMS needs
to be able to make presentations (see glossary) of all possible for-
mats. MoReqgl2 therefore does not list the kinds of formats that
may be captured, as formats vary over time with the evolution of
software. However, for the avoidance of doubt, the kinds of records
to be included can be diverse; they might include, for example,
the following Kinds of records frequently used in office settings:
- output from desktop applications such as office suites;
e-mails (see section &.3);

audio;

databases;

portable document formats;

scanned images;

video;

web pages.

In some situations, the ERMS may also need to capture other
Kkinds of record such as:

- blogs

e compressed files {(sometimes referred to as “archives”, apply-
ing an 1T meaning of the term);

electronic catendars;

electromnic forms;

geographical information system data;

information from other computer applications e.g., accournt-
ing, payroll, computer aided design;

instant messaging systems;

multimedia documents;

records of web-based transactions;

records which include links to other records;

software source code and project documentation;

structured data (e.g. ED/ transactions);

webcasts;

wikis.

These lUists are not complete.

LI I I I B B B

The ERMS must not impose any practical Limit on the number
of records which can be captured in any class, file, sub-file or
volume, nor on the Nnumber of records which can be stored in
the ERMS.

Large numbers of records in volumes etc. will tend to make the
system difficult to use in some settings, and so is not generally
advisable. This requirement is intended to allow for situations in
which targe numbers are unavoidable, such as some transaction-
at environments.
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Obligation: | Mandatory Occurs: | Once
Definition: A name given to a record type.
Populated: Manually entered when the entity is created.
Source: User.
Default: Norne.
Use Can be changed by an administrative role or by users who
conditions: appropriate access rights.
Must be unique.
Comment: No comment.
Requirements: | 5.1.15




R |

lJssvervSenrain L e ma s é

ATSS0B°l ¢m 111 : !stveri el
[ 93 adet



ICS 01.110; 01.140.20; 35.240.20 TURK STANDARDI TS 13298/Haziran 2007

N

D

a))
)

Seri tarnmiamalart icin Madde 17.6ya bakiimalidir.

Saklama ortami: Klasor veya dosyanin hangi ortamda saklandigin gosteren bilgidir.
Sakilama ortaum i fiziki, elektronik ya da hibrid olabilir.

Saklama yeri referans numarasi: Klasor veya dosyanin nerede depolandigini gosteren yer numarasidir.
Bu alan yalrnizca fiziki klasor ve dosyalar i¢indir.

Bolum numarasi: Birden fazla bolumden olusan klasor veya dosyalara ait bolum numarasidir.

Tasfiye tarihi: Klasdr veya dosyanin tarihte tasfiye edilecedini gosteren bilgidir.

Tasfiye islem tarmmmiamalarr Madde 717. 14'e bakilmalidr.

11.8 Belge tanimlan ustveri elemanlan

a)
)
c)
S)]
e)
L)

S)]
n)
)

D

K

D

m)

n)

o)

P)

38

Belge referans numarasi: Belgeye ait referans numarasidir.
Belge adi: Belgeye ait ad ve/fveya tur bilgisidir.
Elektronik dosya adi: Elektronik belgenin bilgisayar sisteminde hangi ad ile tutuldugu bilgisidir.
Klasor/dosya numarasi: Belgenin badl bulundudu klasor veya dosyaya ait referans numarasidir.
Konu: Belge igeridgini agiklayic bilgidir.
Uretici: Belge ureticisini gosteren bilgidir.
Uretim tarihi: Belgenin aretildigi tarintir.
Gonderme / alma tarihi: Belgenin gonderildidi ya da alindid tarintir.
Alici: Belgenin kime gonderildigi bilgisidir.
Dil: Belgenin hangi dilde uretildigi bilgisidir.
Belge tura: Belgeye ait tar tanimlamasidir.
Kurumdaki belge tarieri kullariicirya liste halinde sunularak coktan secmeli bilgi girisi sadglarnmalidir.
Sisteme giris tarihi: Belgenin EBYS igerisine kayit edildigi tarihtir.

Erisim haklari: Elektronik belgeye erisim hakk! bulunan kullanicilar ve/veya kullanici gruplarinin kimler
olduguna ait bilgidir.

Erisim hakiart tarmmiamalar: icinn Madde 77.70, Madde 717.77 ve Madde 7117.712yve bakimalidir.

Guvenlik kodu: Elektronik belgenin gizlilik derecesini ya da kullanim kisitlamalarint gosteren kod
numarasidir.

Gavenllik kod tarnmunmiar: icin Madde 7117.713e bakimalidr. Gavenlik kodlar:, erisim hakiar: tarmnmliar: ile
tamlesik calismalidir.

Guvenlik kodu gecerlilik suresi: Elektronik belgenin gizlilik derecesinin ya da kullanim kisitlamalarinin ne
zZzaman sona erecedini gosteren tarihtir.

Donanim: Elektronik belgenin uretildidi bilgisayar sisteminin donanmnim ozelliklerine ait bilgidir.
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