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Version Information 
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Scenario Description 

In this exercise, you will configure Rsam to record audit records that will be managed and reported in Rsam. Records 
will be logged under a general library object, and will have attributes and child records. Review the diagram below. 
The items marked New are what you will add. 

 

 
 

Prerequisites 

This tutorial assumes the following elements exist in the default Rsam Database. 

• Object Type – a Library for Global Records 

• Object - At least one object instance of the type “Library for Global Records” object type (i.e., Global Records) 

• Record Types - Remediation Plan (POAM); Risk Acceptance Request 

Attributes 

Record Type (child): 
Remediation Plan 

Record Type (child): 
Notes / Follow up 

Object: 
Library 

Record Category: 
Audit Records 

 
 

Record Type (root): 
Audit Record NEW 

NEW 
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Session 1: Creating Record Categories and Types  

Record Categories represent a collection of records containing information you record in the Records module. In 
general, you will create a Record Category for each use-case you wish to implement in Rsam. Categories can hold 
one or more types of records. 

Create The Record Category  

IMPORTANT INFORMATION: 

Throughout the scenarios, Use “TRN” as a Rsam Admin Name prefix for your instance of Rsam. E.g., Instead of the 
Category Name “Audit Records” enter “TRN: Audit Records”. 

Steps to Follow: 

1. Select Manage -> Administration 

2. Using the Left Menu, expand Structures & Elements (if not already expanded) 

3. Select Record Categories 

4. In the Category Types Pane, select any existing category type.  

Note: The new category type will be created below this one. If you don’t select an existing category type then your new 
one will be placed at the bottom of the list.  

5. Click Add 
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6. In the Add Category screen (See figure below), enter the following values 

a) Category Type Name: Audit Records 

b) Admin Name: TRN: Audit Records 

c) Application Licensed Under: *Legacy BYO License 

d) Category Type Description: Internal Audit Records 

e) Category Type Instruction: Here is where you can provide end user instructions on what to use this category for. 

f) Click Save 
 

 
7. At the Confirmation Dialogue Box, click Agree 
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Create the Record Type 

Record Types are the different groups of information types recorded in the Records module. Within a single record 
category, you will have one or more record types. 

Steps to Follow: 

1. Expand Structures & Elements 

2. Select Record Types 

3. In the Record Types Tab, select an existing record type. The new record type will be created below this one. 

4. Click Add 

 

 

Use the following to add a new Record Type (see figure next page).  

a. Record Type Name: Audit Records 

b. Admin Name: TRN: Audit Records 

c. Record Type Description: Record Type for Internal and External Audit Findings and Resolutions 

d. Workflow State: GEN: Finding Open 

e. Click Save 

Do not change any other settings 
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Relate TRN: Audit Record to Existing Child Record Types 

You will select child level record types to be placed under this root level record type. 

 

Steps to Follow: 

1. Select Structures & Elements Menu 

2. Select Record Types from the Structures & Elements Menu 

3. Select TRN: Audit Record in the Record Types area 

4. Select the Child Record Types tab 

5. Check Show All 

6. Check the RM: Remediation Plan (POAM) and RM: Risk Acceptance Request Child Record Types.   

When the Record Type -> Child Options dialog box appears, leave everything as default and then click Save 

 

 

 

  

We did not create the child record types, these already existed in the system and come  
standard with various modules 

Clicking the “Suppress Pop-Up” option would stop that pop up appearing.  Useful if you are making no 
changes to the default settings and linking a large number of child records.. 
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Relate the ‘Record Category Type’ with the Object Types and Record Types 

Steps to Follow: 

1. Select Record Categories from the Structures & Elements area. 

2. Select the TRN: Audit Records category type 

3. Select the Related Object Types tab 

4. Check Show All if nothing is displayed 

5. Check the Object Type: Library for Global Records 

6. Click Update 

7. With the TRN: Audit Records record category still highlighted in the Category Types middle window pane, click Edit. 
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8. Click the magnifying glass next to the Default to placing all records of this category under the following object: 

 
9. Select Global Records -> Library for Global Records 

10. Click Update 

11. Click Save 
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12. Click on the Related Record Types tab 

13. Check Show All 

14. Check the Record Types: TRN: Audit Record 

15. On the pop up (See figure below), leave the default options in place and click Save 
  

 

 

 

 

 

•Take a Break
•Next Session Continues ShortlyStop Here


