
Topics
Overview of Hardcopy Audit requirements
Overview of Assignee, Home and Owner locations
Updating the Assignee
Identifying the location of Hardcopy Folders
Printing control barcode sheets and location barcode sheets
Setting up and using a barcode scanner
Conducting a Hardcopy Folder Audit
Conducting a Record Census
Marking records as missing

Overview
This training course provides attendees with the skills necessary to conduct a 
records audit and census, thereby ensuring that the current location of 
hardcopy records is accurate and records can be retrieved when required. 
Attendees will learn how to use Content Manager to track records and 
produce a record census for reporting purposes.

TO BOOK NOW CLICK HERE OR CALL 1800 392 392

TRAINING COURSE OUTLINE:

TRACKING AND AUDITING HARDCOPY RECORDS

Course Duration
3 hours

Delivery Mode
Instructor led 
Hands-on Training Session

Pre-Requisites
Content Manager 
Introduction, Intermediate 
and Advanced

Audience
Suitable for sta� responsible 
for records audits
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