Access Unify.| Records

Tags: A User Guide
Introduction

This document is a step-by-step guide to successfully use Tags in Access Unifye | Records
(“Unify Records”).

What are Tags?

Tags are user-applied labels that can be assigned to records within an Inventory. They allow
users to group related records, flag items for action, and enhance searchability without
modifying structured metadata fields.

Tags allow users to:
e Group related records
e Flag records for review
e Improve filtering and search efficiency
o Create flexible classifications across Inventories

Prerequisites

Before using Tags, confirm that you have access to the relevant Inventory and permission to
apply or manage Tags. Available actions may vary depending on your role.

Before you begin

Screenshots provided in this set up guide may appear different than your Unify Records
screens, either due to different permissions, field configurations, or browser settings.
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Applying Tags to Records

This section will walk through applying tags to your Inventory. In Unify Records, tags can be
applied from the Inventory grid, item detail panel, or through bulk actions. A record may have
multiple tags assigned.

Actions — applying a tag to a single record
Action Log into Unify Records, if not already logged in.

Orientation ~ Navigate to the Inventory that has the records you want to tag.

Access Unify, a @
Action Click the record you want to apply a tag to and the item detail panel will appear.
Access Unify. Ol
FTH0181178 G -
. =3
Action At the bottom of the item detail panel, click ‘Edit Record’.
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Orientation  The item detail panel will now be in ‘edit mode’.

Edit Record [ otece e

NOTE: Depending on your specific role and permissions, you may see more or less information
in ‘edit mode’.

Action Click the ‘Tags’ section to expand the section.

Action Choose a tag from the drop-down list and click ‘Save’.
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Edit Record [ ot Fio ]

Orientation A success message will appear, and the item detail panel will close. The tag will
now be displayed in the ‘Tags’ column in the grid.

Actions — applying tags to multiple records
Action Log into Unify Records, if not already logged in.

Orientation  Navigate to the Inventory that has the records you want to tag.

Access Unify, a @

Action Click the checkbox for one or more records you wish to tag.
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In the action area, click the “Tag’ icon.

A dialogue box will appear.

Start typing in the box to locate an existing tag or create a new tag ‘on-the-fly’.

Assigning Tags

Add or Apply Tags

Pat]

PatientTag

Create Pat

Click ‘Add to Selected’.

Cancel

A success message will appear, and the dialogue box will close. The tag will now

be displayed in the ‘Tags’ column in the grid on the selected records.

Actions — removing a tag from a single record
Action Log into Unify Records, if not already logged in.
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Orientation  Navigate to the Inventory that has the records with a tag you want to remove.

Access Unify, a ©
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Action Click the record you want to remove the tag from, and the item detail panel will
appear.
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Action With the Tags section open, either click the edit icon (pencil) or at the bottom of
the item detail panel, click ‘Edit Record’.
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Orientation  This is the item detail panel view when the edit icon (pencil) is clicked.
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NOTE: If you click ‘Edit Record’, the item detail panel will be in ‘Edit Mode’.

Action Click the ‘X’ next to the tag you wish to remove.

v Tags
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Action Click the ‘Save’ icon.

: &

]

v Tags

NOTE: You can also search for and apply a different tag as needed.

Orientation A success message will appear, and the item detail panel will close. The tag will
now removed from the record.

Actions — removing tags from multiple records
Action Log into Unify Records, if not already logged in.

Orientation ~ Navigate to the Inventory that has the records with tags you want to remove.

Access Unify. a @

34076207 Clarinda Savory Quartier Morin FTHO181177

FTHO0181178
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Action Click the checkbox for one or more records that have the tags you wish to
remove.
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NOTE: All the selected records do not have to have the same tag.

Action At the bottom of the grid, click the ‘Batch Action’ menu, and select ‘Remove

Tags’.

Orientation A dialogue box will appear.

Action The drop-down list will display a unique list of the tags across all the selected

records. Choose which tag you wish to remove.

Remove Tags

Remove Tags

Billing Audit 2025

Pat
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NOTE: Multiple tags can be removed at once.

Action Click ‘Remove from Selected’.

Remove Tags Q

Remove Tags

pat )  Biling Audit 2025 )
Select ans or mare tags t remove from the select

Cancel Remove From Selected

Orientation A success message will appear, and the dialogue box will close. The tags will
now removed from the selected records.

SUCCESS! You have successfully learned about tags.
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