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Meridio is a leading worldwide provider of enterprise Document and Records 
Management (eDRM) software, built for Microsoft .NET platforms.  Meridio with 
Microsoft provides complete lifecycle Enterprise Content Management (ECM), 
from document creation and modification, to record declaration, retention, and 
finally disposal. The functionality is provided seamlessly through Microsoft 
Office System interfaces.  
 

Goal 
Prepare Records Managers to configure and maintain fileplans, including the modeling of 
physical archives, using the eDRM Web client during a hands-on workshop. 

 

Intended Audience 
• Records Managers, Local Records Officers 

 

Required Background 
• Experience of Records Management concepts 

 
Objectives 

• To leverage the relationship between Meridio Document Management and Records 
Management 

• Configure Meridio Records Management including fileplan creation, definition and 
assignment of disposal schedule chains and assignment of security markings 

• Manage fileplans in terms of disposal, restructuring, disposal holds and disclosability 

• Management of physical archives 

 
Courseware Supplied 

• Course notes and exercises  

 

Records Management for Records Managers 
 

Meridio Education Services: Course Overview 

Course Code: 06MT0006 
Format: Hands-on workshop 
Duration: 2 days  
Overview of Meridio Records 
Management  

Records Management Roles 

• User, groups and roles 

• Privileges 

Fileplan Configuration 

• The disposal process 

• Classes 

• Electronic folders and parts 

• Physical folders and parts 

• Hybrid folders and parts 

• Electronic records and physical 
markers 

• Keyword hierarchies 

• Security 

• Utislising a Meridio fileplan 
through SharePoint 2003 and 
MOSS 2007 

Fileplan Maintenance 

• Class relocation and folder/record 
reclassification 

• Scheduling 

• Resolution of disposal conflicts 

• Reporting 

• Use of disposal holds 

• Managing disclosability 

• Managing physical archives 

 


