Classification Management Tools
Agency Automated Classification Guide (CMT-AACG) .

Quick Reference Guide (QRG)

Why Use the Classification Management Tools (CMT)

The CMT is an automated tool that allows the user to apply correctly formatted classification
markings to electronic documents. Based on classification criteria the user selects, the CMT
automatically generates portion marks, a classification banner (header and footer) and block. The
CMT also allows the user to validate the portion marks against the banner, ensuring marking
consistency and more effective protection of national security.

See the Classification Management Tools User’s Manual for additional details on using the CMT.

Using the CMT Toolbar
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The appearance of the CMT toolbar is similar in all Microsoft (MS) products, including Outlook.

@ Use Banner Favorites drop-down menu ( in Lotus Notes) to chose and edit commonly used
banner markings

® Launch CMT-AACG by clicking on or 2ml

(®© Use “Quick Buttons” to choose frequently used portion marks

@ Use Portion Marking Favorites drop-down menu to choose and edit commonly used portion mark
(® Launch Portion Marking function by clicking on or [k (click in Lotus Notes)
®Click B4 to repeat the last portion mark selected by the tool

@ Click [#FM icon to launch the Validate Portion Marking function
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In Lotus Notes, the toolbar appears as follows:
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The Classification Marking Process:
1. Apply all appropriate portion marks

2. Select banner markings based on the highest classification level and the most restrictive
control markings in the document

3. Validate portion marks against the banner
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Portion Marking

Portion mark the document to help determine overall (banner and block) classification markings.
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Completing the Banner and Block
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Classification Block

CLBY: J. Smith Edit |

Mt Doe has [ Communications CL REASON: 1.4(q]

Ir. Ivlonse may have other vehicles at otheysites in close [ Cover DECL OM: 20330916 most restrictive pOrthn
m [ Defectors ) DR FROM: EME 505 K
Emggﬂgﬁ?ﬂ”‘”g marks in the document.
|:|§ 1 70PSECRET The content of the
Equipment o . .
D Finsngs classification block varies
= Treign Affairs b
CL BY: 1. $mith [ Human Assats e y agency.
CL REASON: 1.4(y) [ Human Resources ﬂ Guid Examples Clear Tab |
DECL ON: 20330916 —. — Mgz
DRY FROM: ENE &-06
<« flight Click Selection ta'Yiew Help Text > [ Add To Favorites  Classification Web Site
= Classification \w'eb Site
SECRET/ /URCON/HOF URN Definitions for selected items u aﬂfﬁgﬂf;::ggﬁ$gﬁcum5"‘
(above) will appear here i i
My Classification Favorites
| =

| o concel | Ot |

Validating Your Classification Markings

The Portion Marking Validation (V-PM)
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