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Records Management
Locating records is an important part of records management.  By filling out summary information, for documents you create, your official records will be easier to manage and retrieve.  Microsoft Word has a great feature – Document Properties - for summarizing your information in your Word document.

Locating Document Properties

1. From the Microsoft Office button located on the top left hand corner of your screen, select Prepare.
2. Then select Properties.
3. After following these steps, the Document Properties dialogue box should appear above your Word document.

Using the Document Properties Feature

You will see that there are several fields available to you.  Using each field is important for record location.  

Author:  Enter the name of the document author.  Usually this is your name unless if you are typing a document for someone else.  You will probably want to use their name if they are the official document owner.

Title:  This is the title of your document.  Using the exact title will make it simpler to search for it in Microsoft applications.

Subject:  Enter the subject of your document.  The subject is what the document is about.  For example, if you are writing an article on dog walking and you typically write articles about dogs, your subject would be “dogs”.  

Keywords:  Use of this box aids in search and retrieval.  Develop a list of standard keywords that you use.

Category:  Use this box to identify the type of record.  Using our previous dog walking example, the category could be “articles” or “how-to” or “informational.”  

Status:   You can use this field to determine if it is a draft or final version.

Comments:  Data inputted in this field also can aid in the search process.
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