
 

 

    
    

 
 

  
     

  
 

 
 
 
 
 
 
 
 
 
 
 
 

   
  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

      
  
  

    
   
  

Records Schedules 

Display Search Results at the: 

O ScheduleLeVl!I 

0 ltemlevel 

[ Record Schedule Number J Item 10 

Schedule Action © 

O create 

O Submit for certification 

O cenlfy 

O Return for Revi,ion 

O Return Withou! Action 

□ ACcept 

O Appraiser eoncur 

I 
Schedule Subject and Information 

Schedule Subje::t 

I EnterScheduleSubjKt 

Additional Schedule Information 

Enter Additional Schedule Information 

O Certlfie<l 

n RPlllmf'fl tnt RPlli«N'lll I 

Item Title 

Date o r Dat e Range@ 

From 

Transfer Requests 

Month Day Ye.ir 

I Monm{MM) I~ I Yea~) I 
To 

Month 0ay 

I MOnm{MM) I ~ I Year(YnY) I 

Item Statu s 

□ Draft 

D Added 

O PeOOmg 

n Ar1111P 

Ill Cancel 8 

Record/Scheduling Group 

I -Search Record/Scheduling Group -

O 0064 - Reco«ls of !he National Archives and Records Administration 

User© 

I Enter User First Name and l ast Name 

Other Codes i nd Numbers 

Agency Code 

I Enter Agency Code(s) 

How to Locate Draft Records Schedules 

This job aid provides instructions for locating draft schedules in ERA 2.0. Schedules drafted 
before the launch of ERA 2.0 will not appear on the dashboard until they are assigned to a user. 
Draft schedules that are three years old or older are deleted from ERA 2.0 on an annual basis. 

● Navigate to Advanced Search 
● Optional: Select applicable Agencies or Establishments - use this to limit search 

results to one agency / establishment 

● Scroll down to the bottom of the page and select the “View More” button 
● Navigate to the “Schedule Status” field and select “Draft” 

● Select the “Search” button at the bottom left corner of the screen 
● Review Draft Schedules 
● Reassign as needed 

○ For each schedule, select the vertical ellipses and then select “reassign” 
○ Select a user from the dropdown 
○ Select the “Confirm” button. Schedule will be reassigned to that user 
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