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Module 1 - Lesson 1 - Recordkeeping at UNE -
Why should we care about Records Management?

What is Records Management?

“Records management, also known as records and
information management, is an organizational function
devoted to the management of information in an
organization throughout its life cycle, from the time of
creation or inscription to its eventual disposition.

This includes identifying, classifying, storing, securing,
retrieving, tracking and destroying or permanently
preserving records. The ISO 15489-1: 2001 standard
defines records management as field of management
responsible for the efficient and systematic control of the
creation, receipt, maintenance, use and disposition of
records, including the processes for capturing and
maintaining evidence of and information about business
activities and transactions in the form of records".

https://en.wikipedia.org/wiki/Records_management
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Why should | care?

Imagine you are in a Courtroom; ‘June University’ has been called to the
stand.

June has been asked to give supporting evidence in a case where, if it loses,
UNE stands to forfeit millions of dollars and it will likely have a huge
negative impact on the reputation of everyone involved.

June answers the questions with exceptional clarity and firmness, all is going
well, until...

‘So, June, you claim all of this, but have you got any evidence?’

At this point we have to look at what might have happened in the past.

Four years ago,

Before June started with UNE she had to review the Position Description for
her role and she would have seen...

“Ensure knowledge of the Rules, Policies and Procedures of the
University (available on the University website) is maintained and

abide by them as they are amended, varied or replaced from time
to time.”

June attended induction where she was informed of the importance of

Records Management and, hopefully, also attended the Records Management
(Incorporating TRIM) training or its equivalent, at the time.
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Sliding Doors moment...

New England

What June decides at this time could then decide the outcome of the court
case.

If she decided that Records Management was too hard and that she would

rely on others to keep records, then the court case will possibly end very
badly for UNE.

Alternatively, if she did the simple thing of Saving all Records in the

appropriate location/s then she will be able to simply answer the Barrister
with a ...

3 RECORD# D20/138167 15



Records, Policy & Governance E

Recordkeeping at UNE

YES, | do have evidence

What will you decide?
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What is a Record?

There are a number of definitions with varying levels of complexity.
Often the Records Team at UNE will simply say that a record is ...

‘Anything that is a decision or leads to a decision’

This is correct but perhaps we could look for a little more detail.
Wikipedia says that a Records is...

‘A record is a document consciously retained as evidence of an
action.’

That NSW State Records Act states that ‘Record’...

‘...means any document or other source of information compiled,
recorded or stored in written form or on film, or by electronic
process, or in any other manner or by any other means.’

The bottom line is that a Record is all of these things.

It may seem a little difficult sometimes trying to determine which of the
many documents you handle each day are a record. Suffice to say that
almost every document or communication you come across will be a record.

The Records team can provide guidance around whether a document is a
Record and where it should be saved.

You
have
Voicemail

Contract

and Other Agreements

If in doubt - treat it as a record.
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Record Keeping is more than just a ‘good idea’.

There are a number of pieces of legislation that require Universities (and
other Government institutions) to keep evidence of their business
transactions.

https://www.teqsa.gov.au/tegsa-act

The Tertiary Education Quality and Standards Agency (TEQSA) specifies in
their Contextual Overview that ...

‘the provider’s information management system meets certain critical
requirements concerning content, security and integrity (7.3)’.

Specifically, the Higher Education Standards Framework (Threshold
Standards) 2015 states...

3. Information systems and records are maintained, securely and
confidentially as necessary to:

a. maintain accurate and up-to-date records of enrolments,
progression, completions and award of qualifications

b. prevent unauthorised or fraudulent access to private or sensitive
information, including information where unauthorised access
may compromise academic or research integrity

¢. document and record responses to formal complaints,
allegations of misconduct, breaches of academic or research
integrity and critical incidents, and

d. demonstrate compliance with the Higher Education Standards
Framework.

(https://www.legislation.gov.au/Details/F2015L01639/Html|/Text#_Toc4283
68870)
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- = % RECORDKEEPING DURING COVID-19 (CORONAVIRUS)

Recordkeeping became even more important during the Covid-
19 pandemic. The many changes in University policies and

: **  practices brought about due to social distancing and isolation
must be retained and identified as Covid-19 related.

These include changes to Exams, Courses and Units and any enquiries or
complaints generated by these changes.

TEQSA is looking to potentially make long term changes based on the %
issues raised during the pandemic.

https://www.teqgsa.gov.au/sites/default/files/joint-statement-principles-
higher-education-sector-covid-19-response.pdf?2v=1588910909

This could result in an increased reliance, in the Higher Education Sector, on
the keeping of accurate and reliable evidence of the changes and variations
that are made to courses and student requirements.

“We are also mindful of managing the post-COVID-19 pandemic situation
while not losing the learnings from the many innovative approaches taken
and effectively benefitting from the rich sub-strate of experiences gained
during the pandemic.”

https://www.records.nsw.gov.au/recordkeeping

Key records management provisions of the Act require public officers to:

e make and keep records that fully and accurately document their
operations and administration

e establish and maintain a records management program in conformity
with standards and codes of best practice approved by NSW State
Archives and Records

e ensure that records are stored in conditions appropriate to their
format and preservation requirements

e ensure that records held in digital or other technology dependent
formats are accessible for as long as they required

Other key parts of the Act include provisions governing the disposal of
records, a statutory basis for a right of public access to records more than
thirty years old, and the transfer of records required as State archives to the
custody and control of NSW State Archives and Records.


https://www.teqsa.gov.au/sites/default/files/joint-statement-principles-higher-education-sector-covid-19-response.pdf?v=1588910909
https://www.teqsa.gov.au/sites/default/files/joint-statement-principles-higher-education-sector-covid-19-response.pdf?v=1588910909
https://www.records.nsw.gov.au/recordkeeping
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The great news is that you don’t have to worry about the more complex
aspects of the State Records Act. All you have to do is...

1. Manage your records by saving them to the correct location in TRIM;
and
2. Naming them in a consistent and logical way.

The Records Team will manage the Sentencing of records (How long we
retain or when to Destroy records).

So why do we have to worry about destroying*
records? Why don’t we just keep every
document or piece of data we create or
receive forever?

The reality is that there is always a cost to keeping records...

e Hard copy records need to be stored.

e Digital records need servers.

e Organisations should only keep records as long as they are required to
or the information is needed.

e Keeping records longer than necessary could see information used
against the organisation.

e In addition, some information can only be retained as long as it is used
for the purpose stated (privacy responsibilities)
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* What does it mean to Destroy a record?

When a record is destroyed it means that the
document itself (the PDF, MS Word, MS Excel etc
document) no longer exists.

However, the Meta data is always retained.

Meta data includes things like;

e Name of the document
e Date Created

e Who Created it

e Where it was saved

e Who made changes

The Retention of this Meta data is why specialist Records Management
software is needed.

NB: Record Evidence is never deleted

Recordkeeping and Privacy

=

4 it
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The UNE Privacy Management Plan operates in accordance with;

1. PRIVACY AND PERSONAL INFORMATION PROTECTION ACT 1998; and
2. HEALTH RECORDS AND INFORMATION PRIVACY ACT 2002

Under the UNE Privacy Management Plan ...
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[1 . . . . -
Control retention and disposal of records: The University needs to dispose

of information when it is no longer required, and keep evidence of that
disposal, for example:

i. if the University stores personal information about an individual and
that information is no longer required for any purpose associated with
the University (and provided it is not contained in a State Archive, a
Commonwealth record and not required by or under an Australian
law, or court/tribunal order), the information should be either
e de-identified to a requisite standard and stored securely; or
e destroyed in a secure manner, in accordance with the University's

Records Management Rule.

ii.  Evidence of the collection, storage & destruction of the personal or
health information that is no longer required, should be produced on
request from the Privacy Officer or other governance structures at
UNE. In practice:

e evidence and authorities for disposal of personal information
records that are held within the UNE Records Management System
are kept by the Records Team; and

e University Representatives should ensure that any third-party
services providers can provide UNE with copies of disposal
standards and activities as part of their service agreement with the
University and that all such reports and saved in the University’s
Records Management System”

This means that the sentencing of Records which contain personal
information must be completed in a Timely manner. Again, the Records
Team will identify any Records that need to be Destroyed.

If you have questions about Privacy and your
responsibilities go to the Privacy Web page here
https://www.une.edu.au/about-
une/governance/privacy .

_ See the UNE Privacy Management Plan
Answers https://policies.une.edu.au/view.current.php?id=00130

Found Hert

You can also contact the UNE Privacy Officer
privacy@une.edu.au



https://www.une.edu.au/about-une/governance/privacy
https://www.une.edu.au/about-une/governance/privacy
https://policies.une.edu.au/view.current.php?id=00130
mailto:privacy@une.edu.au
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Conclusion

So, what does this all mean for us as employees of the University?

Each one of us is responsible for maintaining our Records in a timely and
efficient way. This means saving records as you go.

Recordkeeping is not an optional extra

Multiple pieces of legislation, UNE Policies and good business practices
require that we manage records in a specific way.

If we don’t manage Records in the correct way, we as individual workers and
as the University as a whole, cannot claim to be compliant with the
legislation mentioned.

Our accreditation as a University hinges on being compliant with all relevant
legislation.
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How can Records Team help?

The Records Team provides the following...

MANAGING
RECORDS

1. Face to Face Training for the use of TRIM (Content Manager) - all
training is currently being delivered by Zoom. Go to Web Kiosk and
book into one of the available sessions - there is a minimum of 1
session per month, shortly to increase to 2 sessions per month

2. Up to date Training Material and help documentation -available via

a. TRIM (Content Manager),

b. Records Webpage (https://www.une.edu.au/about-
une/governance/records-management-office)

c. Records = Organisational Knowledge Moodle Page

. Telephone support

4. Email Support records@une.edu.au

w

How to Contact Records

University of
New England

All emails to records@une.edu.au

g
Head of RP&G
Gabrielle Price
RP&G Project Officer
Collette Gooch ext 2259
Records & Governance Officers
[an Smith ext 3948
Carolyn Lansley ext 3260
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Module 2 - Lesson 1 - Desktop Client -
Installing and Opening TRIM

To access the TRIM Desktop Client, you must ...

1. Be using a UNE Computer; and
2. If offsite, be connected via the VPN

Before you can download and use TRIM you must have access
granted. Simply complete the ‘New user request form’ found in
=2, the Service Catalogue

CAUTION Home » Service Catalog 2 Accounts 2 [New User - Content Manager (TRIM)
Or Click here.
]

r Please note that your Supervisor/Manager will be asked to
" approve your request.

You will need to let the Records team know what areas of
TRIM you will need access to. The easiest way to let us know
if you are doing the same or similar job as someone else in
your team.
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Step
1. The first time you go to open TRIM (including when you receive a
new computer) you may need to download the software.
e
[
STV
Go to your computer’s Software Centre icon =i on your
computer desktop
2. The Software Centre will open and you should see the Content

Content Manager

Manager Icon ““in the Applications Tab

University of New England

[§& Applications

Al

Required

(g ]
% Updates Filter: | All - Sortby: |Most recen

I3 Operating Systems
[> Installation status
L& Device compliance

$X Options

Endhote*®

Content Manager | Zoom EndNote X9 IBM SPSS Statisty

:'—\ :5::7: -kﬁijﬁ feses k‘ e

Double Click on the icon
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Step

3. Click the m button

ﬁ:'_:' Software Center

University of New England

='. Applications Applications ) Application details

& Updates
Content Manager

= .
R Published by Micro Focus

[™ Installation status

Ee Device compliance

—

CAUTION |

A| You may need to restart your computer after the installation is
\

complete

4. TRIM is now installed, simply double click the short-cut on your

[
[EUTitend

Desktop k=g

Some quick tips...

You can have multiple TRIM windows open on your computer
TRIM will happily stay open all day even if you don’t need to go into
TRIM itself

Do you want to know more?

Training/Help Modules (like this one) are available on the Records Web and
Moodle Pages.
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Web Kiosk for

Training

Face-to-Face or Online (via Zoom) training can be booked via Web Kiosk and is
generally run once or twice a month depending on demand.
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Module 2 - Lesson 2 - Desktop Client -
Tour of TRIM

TRIM has been organised into several areas each with their own (but
sometimes shared) functionality.

In this module we will identify the basic sections and their functions. For the
most part, specific ‘How to use’ instructions will be in later modules.
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@ | Content Manager - [Records - favorite - 26 Records]

HOME SEARCH

VIEW

MANAGE ADMINISTRATION

I Eli E % Checkin @ Eﬁ &1 | Q Q c‘ O Go Back g TagAl | Eh ? 11 side by Side h . -|-’ } |
" F = [—N Er
& Check Out 204 &) Go Forward eN @ -— * [ Cascade
New Copy Properties Edit Motes Final Relationships Related Active Audit Find Refine Refresh Mail Reference Print  Print Dashboard _ . Close Explorer  Action/Procedure  Complete
*  Record Records  Events Records Search Search Report Merge ok Windows All Current action
Create & Edit Search Sharing Mavigation Actions
Shortcuts Search for Search by Matching criteria Q-U-I-G-K—S-EA-R-G
Favorites £ Records v| | Record Number |v |Q|| BOX20/994 A |v ‘ |§|
b e
I__L|* \' i'-l 2 Record Number Title Date Created Date Registered ~
Records . Aanagement (Incorporati
ol - ol WG18/414 - RECORDS MAMNAGEMENT OFFICE RMO - REQUESTS AND FOLLOW UP TRIM ACCESS - OMNLINE TRAINING - 2019 - 2020 19/DEC/2018 at 11:21 AM 19/DEC/2018 at 11:21 AM
@ ol - ol A19/249 ol STRATEGIC MANAGEMENT - PROCEDURES - RECORDS POLICY & GOVERNAMNCE RP&G - PRO(ES Evex PROCFBUR & o o o wEBj=u’9 7y 10 A we 11/FEB/2019 at 10:44 AM
. < | < — —
Locations o - ol A1911781 Bl TECHNOLOGY & TELECOMMUNICATIONS - PLANNING - Projects - HP RECORDS MANAGER HLRL I“_"MwE.lu VI ZL Y 5!.UNfLm J!'BJJ\AJl_ 5/JUN/2019 at 8:54 AM
- W 2191801 B STAFF DEVELOPMENT - PLANNING - Induction - LEGAL & GOVERNANCE CORPORATE INDUCTION - AUDIT & RISK ARD - RECORDS POLICY .. 13/JUN/2019 at 2:03 AM 13/JUN/2019 at 11 AM
;’* M - A19/2096 B STAFF DEVELOPMENT - TRAINING - RECORDS POLICY & GOVERMANCE - TRAINING MATERIALS AND SUPPORTING MATERIALS - 2019 17/1UL/2019 at 11:18 AM 17/1UL/2019 at 12:44 PM v
Saved Searches n
Record Type i DOCUMENT S
@ Creator [&] smith, 1an
Recent Containers ||| Record Numbper s D18/145245
; Title s Records Management (Incorporating TRIM} Foundation Course - Participant Guide
I:IG) Container # | ol A19/2096/1: A19/2096 - RPEG TRAINING MATERIALS - RECORDS
Recent Enclosed? V' Yes
Documents Security /| Classified
{L_I Author - E.g. From: (Mo E-mails)
=l Addressee - E.g. To:
To Do ltems . e . . . -
Current Location s =% In container 'A19/2096/1 (Virtual Electronic Record)’ since Wednesday, 31 October 2018 at 1:59 PM
Motes # | This document has been superceded following the TRIM Upgrade to Content Manager
“Thursday, 30 July 2020 at 12:51:58 PM (GMT=+10:00) Smith, lan:"
User Labels Date Registered # | Wednesday, 31 October 2018 at 1:59 PM
Date Created # | Wednesday, 31 October 2018 at 1:07 PM
L Last Updated By [&] smith, lan
Dashboard Last Action Date # | Friday, 7 August 2020 at 3:18 AM
r All actions
Document Details In Content Manager document store, Adobe Acrobat Document, 5.5 MEB (5,779,395 bytes), Document Store 1D: Main Document Store:001=07TX+01911RZMBKI.PDF
Check InStyles | | s ccess control # | View Document: Same As container A19/2096: <Unrestricted>
View Metadata: Same As container A159/2096: <Unrestricted >
Update Document: Same As container A19/2096: < Unrestricted>
Update Record Metadata: Same As container A19/2096: <Unrestricted >
s H o RT Modify Record Access: Same As container 419/2096: < Unrestricted>
Destroy Record: <Unrestricteds
CU Ts Contribute Contents: Same As container A19/2096: <Unrestricted>
Revision Mumber 12
Checked Qut To
Edit Status Checked In
[ Favorites Related records e
L Trays Properties A Motes Preview/(Pre'vious /(Rendition
[% Records - favorite - 26 Re:oms| alp
—
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Ribbon

GLOBAL = HOME  SEARCH  VIEW  MANAGE  ADMINISTRATION

Check In Go Back Tag All =2 Side by Side p

+ [ ol Q 123 =i /]

Check Out Go Forward Untag All d v Cascade

Motes Final Relationships Related Active Audit Find  Re efresl e rocedure o
Create & Edit

Much like Word, Excel and PowerPoint the ribbon provides access to a variety
of options. The Records Team created a specific Ribbon for everyday users

called ‘Global’. It is divided into a number of sections each with a selection
of common options...

e Create & Edit - (New, Copy Record, Check in and Check out, Notes
etc)

e Search - (Find Records, Refine Search, Refresh Search, Go Back and Go
Forward etc)

e Sharing - (Mail, Reference, Print Report, Print Merge)

e Navigation - (Dashboard, Close all, Explorer etc); and

e Actions - (Action/Procedure & Complete Current Action)

End users will generally not need to use the other Ribbons. However, if there

is a function that you do use on a regular basis you can add it to your Global
Ribbon (or even create your own Ribbon).

There are more options available with ‘Right Click’. You can
Right click on a Record and a long list of options will appear,

= more information can be found in see Advanced Module
Step
1. Right Click anywhere in the Ribbon and select Customize the Ribban..
[A T 5| Content Manager
E- GLOBAL = HOME  SEARCH  VIEW ——
Customize Quick Access Toolbar...
+ [j Checkin  JaPY - Show Quick Access Toolbar Below the Ribbon GoBack
Check Out L Ol Go Forward
New CO[:}" Properties Edit Motes  Fin) ICustomizethe Ribbon... 1 l-';‘e.‘resh
’ fecord Create & Ed Customize the Shortcut Bar.kf e e ;
Shortcuts Search for Search by Collapse the Ribbon... §
Favorites (2 Records VI | Record Number ]v o[ p20112012 {
O
Records = . o . ~ - ~
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Step

2. Find the location of where you want to add the new function (In this
example | will add it to the Actions section of the Global Tab)

Customize Ribbon

Customize Ribbon  Customize Quick Access Toolbar  Customize Shorteut Bar

Customize the ribbon and keyboard shortcuts

Choose commands from: Customize the ribbon:
| Commands on Tabs ~ Il Tabs ~
Action Record Statistics Reports ~ = v wll Global
) Action/Procedure mll Create & Edit
. mll search
[¥] Actions

mll Sharing
I%Ad:i\te Audit Events mll Mavigation

“0 Activities v B
T ¥ "
Activities Due k.f ) Action/Procedure
. Add -> ﬂ} Complete Current action
Activity 2 £3 Home
w Adivity Lo
Lo <-Remove ml— S_EErCh
=+ AddTo v v £ View
b] Additional Field £ Manage
< £8 Administration

] Additional Fields

/N Alerts

s‘. All Locations

Archiving Event

Simply add the required option and use the up and down option ~
to move the option to the correct location in the ribbon.

Customize Ribbon x

Customize Ribbon  Customize Quick Access Toolbar  Customize Shortcut Bar
Customize the ribbon and keyboard shortecuts
Choose commands from: Customize the ribbon:

Commands on Tabs] ~ [ v

Action Record Statistics Reports ol =~ mll Global

) Action/Procedure @ wll Create & Edit
3 & mll Search

B Actions # wll Sharing

G Active Audit Events @ wll Mavigation

“h Activities B = wll Actions

RN A ctivities Due

=%, Activities D : 1

ies Due Add ) Action/Procedure -
Activity = k‘
i 4

k B} Complete Current action
At L "
v Activity Log o e # 8 Home .
+ AddTo » ® ¥ gl Search

ib) additional Field i Ve View

i g ) # 3 Manage
k] Additional Fields % £ Administration
/i Alerts
& Al Locations

Archiving Event v
Keyboard shortcuts: Customize... New Tab New Group Properties
Customizations Reset
lcon size

[] show all the icons on the ribbon always large

Click when complete
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4. The new option will appear in the ribbon and location selected
] - O X
§ 0-
se Explaorer Complete
Il Current action
! B &

Shortcuts
Running down the left-hand side of the window is the Shortcuts pane - here
you can find Favorites (sic) and Trays

Shortcuts I Search for Search by Matching criteria

Favorites ||: Records v | ‘ Record Number |v a | BOX20/994

Title

D* v @ ET Record Number

Records . D18/145245 Records Management (Incorporating TRIM) Foundation Course - 7
o - il WGe18/414 Bl RECORDS MAMAGEMENT OFFICE RMO - REQUESTS AND FOLLOD
@ - El A19/249 B8 STRATEGIC MANAGEMENT - PROCEDURES - RECORDS POLICY & G
Locations o - ol A19/1781 B TECHMNOLOGY & TELECOMMUMICATIONS - PLAMMING - Projects - B

E - El A19/1801 B8 STAFF DEVELOPMEMT - PLAMMING - Induction - LEGAL & GOVERMZ

DasibEant” N Last Action Date 3y, 7 August 2020 at9:1EAWMW—/\"_‘-"“’

r All actions

0

Q' Document Details In Content Manager document store, Adobe Acrobat Docume
Check In Styles

Access Control # | Wiew Document: Same As container A19/2096: < Unrestricted >
View Metadata: Same As container A19/2096: <Unrestricted >
Update Document: Same As container A19/2096 <Unrestricted >
Update Record Metadata: Same As container A19/2096: < Unrestri
Modify Record Access: Same As container A19/20%96: < Unrestricted
Destroy Record: <Unrestricted=

Contribute Contents: Same As container A19/2096: <Unrestricted=

Revision Mumber 12
Checked Out To
Edit Status g Checked In

Related records
Prop-erﬂe-s,{hlotes ,{ Preview ,{ Previous ,{Renditinn f'

4 Favorites

+ Trays

Ei Records - fawvorite - 26 Records |

5 RECORD# D20/119567 22



Records, Policy & Governance
TRIM - Content Manager

Lne

University of
Mew England

Shortcuts

Favarites

k
*
Records

&

Locations

N

Saved Searches

i

Recent Containers |3

s

Recent
Documents

&

To Do ltems

!

User Labels

=i
¥
Dashboard

L @

Check In Styles

.i. Trays

E: Favarites - E
- L

Desktop Client - User Guide

Records* - the list of your 50 favourite records and/or
containers. Best used sparingly as having 50 Favourites
could mean you have to search in your favourites to find
what you are looking for.

Locations - Mainly used by the Records Team for staff
access

Saved Searches; see Advanced Module - Your 50
Favourite Searches

Recent Containers - The list of the last 50 Containers
that you have interacted with (e.g. Saved a record to)

Recent Documents - The list of the last 50 documents
that you have interacted with (e.g. Saved or viewed)

To do Items - are like a diary where you can set a
reminder to act on a specific container or document; see
Advanced Module

User Labels - work like ‘Tags’, use this to sort your
documents and containers how you want them. This can
be shared with team members see Module 4 - Lesson 3 -
User Labels and Explorer

Dashboard - Track your To Do items and Actions.
Supervisors/Managers can use this to track individual
staff’s progress. see Advanced Module

Check in Styles - are used when saving Emails (in
Outlook) to TRIM. This button allows you to manage these
including sharing your Check in Styles with team
members see Module 5 - Outlook Integration - Managing
Emails

* See below for more information
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Making a Record a Favorite
TRIM allows users to have up to 50 Favourites. By clicking on the Favourites
button these will all appear (a bit like Favourites in Google Chrome).

University of
Mew England

Step

1. Right click on the document to be made a Favorite, click on send to
and then click on Favorites

M ‘i’i 9 Record Number Title

ol ol A20/233302 ®ll Training Material Development - Content NV
3 T
] 05 m ger - Desktop Client]
R o 2 TagAl Ctrl=A | -
. ] a Manager] Training and Help
. Unt: Il Ctrl=U
. LS MER)E § t Manager - Desktop Client
g Invert all tags
Copy Ctrl+C
Clear Ctri+Delete
Mew 3
Search 3
Mavigation 3
[b View
le View In New Window >
@ Checkin
Record Type IE 5 -
g upercopy
Creator
Record Mumbdg Details »
Title Security and Audit ¥ |:nt Manager - Desktop
| - Module 2 - Lesson 2
Locations w I
Container Requests » | @ining Material
- Content Manager -
Workflow rp
Enclosed? Communications 4
SEcurihy Electronic 4
Author - Eg. F F
uthor g Archiving 3
Addressee - E, k
X Administrative Tools 4 .
Current Locati S
Send To Ml hd Mail
Remove From 3 +
Notes EEE Save Reference Cri=M
Date Registere| (5§ Properties Ait-Enter | & Print Report
Date Created T Fmunddy, 2/ july | == Print Document
Last Updated By [&] smith, lan =% Print Merge
Last Action Date # | Monday, 27 July | [#] Web Publish
All actions A3 XML Export
Document Details m’g Checked out l‘, Favorites F4 I
CXMMITI . ad k
Properties A Notes A Preview/( Previous m ¥, Add To Records Work Vay F3
Add To User Label

- 1 Reco e

Or press
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Trays are a way of managing your work by having virtual work trays

Shortcuts
Trays Records Work Tray - If you are working on a particular
.L document you can assign it to your Records Work Tray and
records WorkTray | €aSily return to it whenever you need to. Right Click = Send to
-i. - Add to Records Work Tray
Records In Records In - You can assign a record to a staff member for
B, review/completion
RECEDUE Records Due - displays all records with actions due assigned to
L) you or your position
Offline Records
o Offline Records - displays records with electronic attachments
N that you have checked out to Offline Records
Chec:e: > Documents Checked Out - displays the electronic documents
= you have checked out
Scheduled Tasks
b Scheduled Tasks Due - displays all records with a category
attached that has a scheduled task that is due and assigned to
Ei Favorites you_
.LTrays

Quick Search

Sometimes we can be given a Record Number to find a document or a
container. Where this is the case we recommend using the Quick Search
option.

[A | Content Manager — m} X
GLOBAL HOME SEARCH VIEW MAMAGE ADMINISTRATION o T

+ el ;1 Q 123 o | [m| [[aa

New Copy Properties Edit Motes Final Relationships Related Active Audit Find Refine Refresh Count Container Sharing Mavigation Actions
Record Records  Events Records Search Search k4 v ~

Create & Edit Search

Shortcuts Search for Search by Matching criteria

Trays

£ Records v|| Record Number ‘v o | D20/119567 |v ®\ Q

[

Records Wark Tray
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Step | TRIM Desktop - Tour - Using the Quick Search Option

1. You may need to change the ‘Search by’ field to Record Number.
Search for Search by Matching criteria
|- Records v||TlI:leWord LI |zzo1a11'm

il

£ Record Mumber - [num

Title Word - (tit] -‘"g
&% Creator - Selects Re y
LY With Label - {label): 5e
(o] Date Registered - (regi
52— Recent Documents - (n
Erd Unique Identifier - furi
[y Access Control - (acly £

k- Accession Mumber - (a
LY Active Audit Event - [aL w

2. Q

Enter the Record Number and hit enter or click on or press
:-:-_-I - - -
and the results will appear in the Records List Pane
Search for Search by Matching criteria '
‘- Records v| | Record Number '_R!

9 RECORD# D20/119567 22
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Records List Pane

When a search is completed the results appear in the Records List Pane. This

window will default to display the Record Number, Title, Date Created and
Date Registered fields for each record in the results.

'] D20/119562
M5 D20/119539
- wll A20/2903
07 D20/99478
id D20/99456
d D20/99455
0% D20/97369
M%) D20/97868
0% D20/97867
0| D20/97861
M| D20/87653
05| D20/37638
- mll A20/2383
& D20/75006
0| D20/74983

+ @i £ Record Number

Title
I I

Date Created

27/JUL/2020 at 9:51 AM
2T/JUL/2020 at 9:14 AM
14/UL/2020 at 3:24 PM
19/JUN/2020 at 10:40 AM
18/UN/2020 at 4:29 PM
15/JUN/2020 at 10:26 AM
16/JUN/2020 at 2:55 PM
16/JUN/2020 at 2:53 PM
16/JUN/2020 at 2:54 PM
16/UN/2020 at 2:41 PM
26/MAY/2020 at 8:45 AM
26/MAY/2020 at 9:32 AM
25/MAY/2020 at 10:10 AM
21/APR/2020 at 11:32 AM
21/APR/2020 at 10:57 AM

Date Registered -

27/JUL/2020 at 9:51 AM
27/JUL/2020 at 5:14 AM
14/JUL/2020 at 3:24 PM
19/JUN/2020 at 10:40 AM
19/JUN/2020 at 9:54 AM
T9/JUN/2020 at 9:50 AM
16/JUN/2020 at 2:56 PM
16/JUMN/2020 at 2:56 PM
16/JUN/2020 at 2:55 PM
16/JUN/2020 at 2:46 PM
26/MAY/2020 at 9:52 AM
26/MAY/2020 at %:30 AM
25/MAY/2020 at 10:15 AM
21/APR/2020 at 11:33 AM
21/APR/2020 at 11:13 AM

Columns can be added by simply Right Clicking and Clicking on Format
Columns. Generally, if there is a data field in TRIM you can select this as a

column.

Step

1. To add a column simply right click on one of the column headers

[ Records - favorite - 26 Records

E=R/ICE

v

wi

2 Record Number

Title

o CEET

D18/1as248

1wl WG16/345
1 wll WG16/370
- ol WG16/99
- wll WG18/368
- wll WG13/200
- ull WG18/414

[¥] D18/15679
[¥] D18/14172

Recg
ol REC
ol REC
ol REC
ol REC
ol REC
ol REC

Sort Ascending
Sort Descending

Display

Alignment

Best Fit

Best Fit All Columns

Remove This Column

Date Created A
5/MAR/2003

I
I |

Q%] Rec

Format Columns...

ral

K

L = I 5{\:{;19@8 o | r 2 u =

31/0CT/2018 at 1:07 PM
11/NOV/2016 at 9:50 AM
29/NOV/2016 at 11:24 A}
8/MAR/2016 at 2:16 PM
23/0CT/2018 at 8:54 AM
26/AUG/2013 at 9:30 AM
19/DEC/2018 at 11:21 AN
©6/FEB/2018 at 9:36 AM
1/FEB/2018 at 12:33 PM
17/JUL/2019 at 408 PM

10
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Step
2. Locate the column you want to add (or delete) and click Add >
or © Remove
[ Column Preferences O x

Available Columns Displayed Columns
A3 CM Tender No A [ Record Type
A3 CM Type of Contract’ Agree... 2 Record Mumber
ﬁ'- CM UME Contract Manager ﬂ Title
% CM UNE Project Owner [&] Date Created
E oM value finc gsth i [] Date Registered
Aa Consignment Number
. -R
ﬂ Container Hierarchy
B8 Cortainer Up
ﬂ Container title
A3 Contert Manager Barcode Down
m Contract Date
m Contract End
E Contract Value ¥

QK | Cancel Help
il
You change the order by selecting Up or | Down

You can quick sort by clicking on the column header you want to sort by.

[%5 Records - myDocuments - 50 Records == =R =
v mi £ Record Number Title Date Created Date Registered ~

i QL D20/119567 uL DRAFT - Content Manager - Desktop Client Training - Module 2 - Lesson 2 - Tour 27/IUL/2020 at 9:58 AM 27/UL/2020 at 9:58 AM

i Xl D20/119562 [}l TRIM (Content Manager) Training and Help Material Index 27/IUL/2020 at 9:51 AM 27/IUL/2020 at 9:51 AM

B & p20120119 kd Deb Fergusson sent you a message in Skype for Business 28/JUL/2020 at 12:43 PM 28/JUL/2020 at 1:12 PM

B &3 p2on119647 &d Request REQD181505 -- comments added 27/)UL/2020 at 11:30 AM 27/UL/2020 at 11:42 AM

] ﬂi' D20/119539 ﬁL DRAFT - Content Manager - Desktop Client Training - Module 2 - Lesson 1 - Downloadi... 27/JUL2020 at 14 AM 2TUL2020 at %14 AM

B &4 p20n111853 b Request change of access - A16/2592 - Kyle Pearson - Meg McKechnie 15/JUL/2020 at 3:57 PM 15/JUL/2020 at 3:58 PM w

11 RECORD# D20/119567 22
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View Pane
When a Record is selected the View Pane will show a variety of important
information in a second window (below the Records List Pane).

TRIM - Content Manager
Desktop Client - User Guide

The default is the Properties Tab which will display the META DATA for the

record.

Metadata describes other data. It provides information about a
certain item's content.

https: //techterms.com/definition/metadata

Record Type
Creator

Record Mumber
Title

Container
Enclosed?
Security

F 4
’
y

’

Author - E.g. From: [No E-mails)

Addressee - E.g. To:
Current Location
Notes

Date Registered
Date Created

Last Updated By
Last Action Date
All actions
Document Details

Access Control

Revision Number
Checked Out To

Edit Status

Related records
Alternative container
Expanded Mumber
Current action
Content Manager URL
Overdue actions
Top actions
Attached Labels

Puadn Pnrlorad Ae Cinal

SN NN

~

I DOCUMENT

[&] smith, lan

£ D20/119562

[ TRIM [Content Manager) Training and Help Material Index

wll A20/2383/2: Training Material Development - Content Manager - Desktop
+ Yes

Classified

&% In container "A20/2383/2 (Virtual Electronic Record) since Monday, 27 July 2020 at 9:51 AM

Monday, 27 July 2020 at %:51 AM
Monday, 27 July 2020 at %:51 AM
[&] Gooch, Collette

Thursday, 30 July 2020 at .00 AM

[ In Content Manager document store, Microsoft Excel Worksheet, 10.0 KB (10,234 bytes), Document Store 1D: Main
Document Store:001+01EX+0K5E1REZQETG.XLSX

View Document: Same As container A20/2383: < Unrestricted>

View Metadata: Same As container A20/2383; <Unrestricted>

Update Document: Same As container A20/2383: <Unrestricted>

Update Record Metadata: Same As container A20/2383: <Unrestricted>

Modify Record Access: Same As container A20/2383: < Unrestricted>

Destroy Record: <Unrestricted>

Contribute Contents: Same As container A20/2383: <Unrestricted>

2

Checked In

£ D2020/119562

http://records.une.edu.au/HPRMWebClient?uri=363684084=record&lang=In_englishUS&mbd=false

e Click to display

You may notice the little pen icon * against some of the fields.
Where you see these, it means you have access to edit that field.
For instance, everyone can update the Record Title (subject to
access to the individual record) See Module 4 - Lesson 3

12

Record Type Bl AMA UNE
Creator _— Q’. Mo infor
Record Number 7 || gl 00542
Expanded Mumber # || m8 A00/0542
Title # || @ INFORM
2016

Notes # || "Thursday, 30,

Updated; clo,
Attached Labels e Click to di
Current Location # || [£%] Records P

ate Created
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Some important information fields you will see are...

e Security - UNE has 9 different Security Levels. These are generally set
by Records Team for each container. Most staff are ‘Classified’ - allows
any staff member with TRIM access to view; subject to...

e Access Control - Restricts access to specific staff or groups of staff.

Records and Documents Management is as much about making
e Sure that staff can see what they need to see as opposed to ‘hiding’
A' information under the premise that it’s ‘my work’.
|

Records should only be locked down where there is specific need to
do so e.g. Privacy concerns.

Generally, the Records Team will not lock a Record or Container down to one
person. Please contact the Records Team if you have any concerns.

In addition, you may sometimes see Records that you should not access.

Just because you can see something, doesn’t mean you should look at it.

@ See Active Audit Events - Advanced Module

V#Z
3 ==
—

e Related Records - any Records or Containers that have been related
to this Record. You can even double click on the reference to open it in
another window.

s = A ETT - it it S e A "o WP e}
Virtual or Hard Copy? #' | [E% HARD COPY PAPER FILE (MAY ALSO CONTAIN ERECORDS)

Last Updated By |E| Lansley, Carolyn
IREIated record Bl A01/2322: GOVERMMENT RELATIONS - LIAISOM - STATE RE &: A N5W I
Mk
Maoyement History ‘

You can add and remove Meta Data Fields from your
preferences - see Advanced Module

13 RECORD# D20/119567 22
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Notes can be added to a Record or Container at any time. This tab gives you
a view of any existing Notes.

Ei Records - favorite - 26 Records EIIEI
¥ @ B2 Record Number Title ~
[ ] ol A00/542 B INFORMATION MANAGEMENT - COMPLIAMCE - Records - NSW STATE RECORDS -

] 0= p20/83021 = TRIM - CM Upgrade 2020 - Changes to TRIM

] B D14/32401 | D03/847 Student Records - Excel version of old Access 2 records database Index;

o - ol WG16/99 Wl RECORDS MANAGEMENT QOFFICE RMO - HP TRIM - MONTHLY REPORTS - RECORL v
= o e i e . i oemem o =

This document has been superceded following the TRIM Upgrade to Content Manager
“Thursday, 30 July 2020 at 12:51:58 PM ([GMT=10:00) Smith, lan:"

Properties » Notes 4 PreviewAPre'\rious ARendition

For how to add a Note go to Module 4 - Lesson 3

Once a Note has been added to a Record or Container this data
becomes searchable in TRIM.

For Information on how to Search on Notes go to Advanced
< Module

Click on this Tab to see a preview of the document. Microsoft Office files can
be viewed (although sometimes graphics do not render very well).
Audio/Video files cannot be Previewed.

Click on the Preview window to view the record.

Viewing this document will trigger an update to the Record, click to confirm displaying the document in the preview window.

Properties A Motes h, Pre\rl'ew/( Previous ARendition

14 RECORD# D20/119567 22
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[ Records - faverite - 26 Records EI@

+ @l 2 Record Number Title A

Lne

ol - ol A13/31092 ol RMO To Do items for 2019

‘ D18/145245 Records Management (Incorporating TRIM) Foundation Course - Participant Guide

ol - ol WG18/414 Wl RECORDS MANAGEMENT OFFICE RMO - REQUESTS AND FOLLOW UP TRIM ACCESS - ON... ¥
< >

~
-

@

Page 1

Page 2

W W
< >

1396,12 100% Pagelof2 ',

Properties 4 Motes A Pre\n'ew/( Previous /(Rendition

- TRIM will record any time someone views a Record. You therefore
CAUTION . . . . .
A . need to click, as directed, to make the preview appear. This is to
~ reduce the instances of accidental viewing of a record.

See Active Audit Events - see Advanced Module

TRIM allows for different file types of the original records to be saved e.qg.
the MS word is the original, however can also save the PDF version of the
record too.

see Advanced Module

Interpreting Information in TRIM

There is a lot of information in TRIM and interpreting it might seem a little
confusing at first. Each record that is saved in TRIM has certain information
that must be associated with it (Metadata). Some of this Metadata is set by
TRIM to help manage the record.

Here is a rundown of different elements you will see.

There are a number of different Record Types. Each Record Type has its own
rules associated with it. The most common Record Types you may see are:

L A2 UNE CORPORATE FiLe/ CONTRINER  [JS FS Corporate File (we can call them File,

Folder or Container, they are all the same thing) is where records are stored.
They default with no specific security or name but are created by the Records
Team for storage of your records.

15 RECORD# D20/119567 22



Lne

University of
Mew England

CAUTION

A Remember, these are created based on the subject/topic and not
who is saving them

(There is no such thing as a Team File).

The first section is always named in accordance with the Thesaurus set down
by the NSW State Archives and Records office (Keyword AAA Thesaurus).

As an example, a Strategic Project in its initial phases would have to be
named STRATEGIC MANAGEMENT - PLANNING - PROJECTS (Please note that
this example is simplified and it’s possible that it could be another
PLANNING or PROJECT option).

However, the name would also include as free text the area responsible for
the Project and the actual Project name ( , so it would look like...

STRATEGIC MANAGEMENT - PLANNING - PROJECTS -

There would also be a Retention Schedule assigned which tells us how long
we have to keep this Record (See Advanced Module)

You don’t have to worry about the naming and retention. The
Records Team will create all files and ensure these critical fields
are created correctly.
5 You may find a file has already been created for your records
(the Records Team will attempt to create all containers that you need at the
beginning of each calendar year). Obviously, there will be times where a file
will need to be created - simply email records@une.edu.au and include the
purpose of the file and what sort of records (not file types - MS Word etc but
the subject/topic) will be stored in the file.

B DOCUMENT . s the most common Record Type. It has no specific security or
rules

& EEIEENTIEEEYESE - for student documents - automatically locks the
document down to only those staff who have student information access.

e EEIETEENIEN for student records. Locked down to only those staff

who have access to student records. The Container number is always the
student number.


mailto:records@une.edu.au

Records, Policy & Governance
L1e TRIM - Content Manager
Desktop Client - User Guide

wa EETEEEM Uniike a share drive or even your computer file system, TRIM
has a ‘flat’ structure. Essentially you can have a file (Corporate, Student etc)
and one level of Sub folders. If you feel you need greater flexibility you may
want to consider using ‘User Labels’ See Module 4 - Lesson 3

University of
Mew England

There are many other Record Types, including some that are historical and
are not used for current Records.

Each Record Type has its own, system allocated Record Number sequence.

For instance, Corporate Files run with an ‘AYY/####° pattern. The first
corporate file created each year would be AYY/1 (so for 2021 it would
A21/1). As each file is created the new number will be allocated (A21/2,
A21/3 etc).

Documents (M DOCUMENT ) have a pattern of DYY/#####. Again the very first
document created in 2021 will be D21/1.

The same applies for most Record Types, however the exceptions are
student and staff files. Student containers (EStudent99 files) are given the
student number manually when created and staff files work the same way
with staff numbers being the Container number.

Where a document or Container needs to be locked down to a specific group
of staff, Access Control will display who can view, edit or save to the
container or its contents.

A T T o A BT e o S A e, T,

Access Control # | View Document: <Unrestricteds
View Metadata: <Unrestricted >
Update Document: <Unrestricted >
Update Record Metadata: < Unrestricted>
Podify Record Access: < Unrestricted>
Destroy Record: <Unrestricted=
Contribute Contents: <Unrestricted =

# | Tuesday, ¢ July 2020 at 11:29 AM

ate ReEg

3

Last Action Date

Generally, using View Document and View Metadata options will enable the
nominated users to view and edit the Record.

17 RECORD# D20/119567 22
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e When first saved to a Container the document will take on the
A attributes of that Container - so Access Control of the document is
the same as the Container.

However, if you move a Record to another Container you may have
to change the access on the Record to suit

For more information on Access Control go to Advanced Module

Displays if the Record has been Checked Out. See Module 4 - Lesson 3

Records and Containers can be Related to each other in various ways. For
instance, a Corporate Container for a Contract can be made ‘Related to’ the
Project File that Contract is for.

Additionally, you may find that a Record could be located in 2 different
Containers. Rather than saving the record twice you could save it in the most
appropriate container and make it ‘Alternatively within’ the other container.
This way it will appear in both containers but there is only one document.

For more on Related Records and how to use them go to Module - Lesson 3

TRIM is not only a Records Management system but a Document
Management System as well. It will manage your document so that all
Revisions (or outside of TRIM we generally refer to them as Versions) are
held in the one place and people can’t accidentally update the wrong version
of a document.

The Revision Number field will tell you how many Revisions (or Versions)
there have been including the current Revision.

For more information on Revisions go to Module 4 - Lesson 3
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The Current Revision is always the one that appears in the
Records List Pane...

+ @i £ Record Number Title

Date Created

I ! E D20/119567 E DRAFT - Content Manager - Desktop Client Training - Module 2 - Lesson 2 - Tour 27/JUL/2020 at 9:58 AM I

Container wll A20/2383/2: Training Material Development - Content Manager - Desktop

V Yes
Classified

Enclosed?
Security
Author - E.g.

— vt L e N e N
" Destroy rd: <m|/c::;,>

Contribute Contents: Same As container A20/2383: < Unrestricted=
|

Checked Out To |&] Smith, lan

Revision Number

dit Status 9, Checked Out
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Module 3 - Lesson 1 - Desktop Client -
Basic Searching

TRIM has a huge number of options when it comes to searching for Records.
However, for most users, there is a small number that are the most useful.
Of these ‘Title Word’ is the most common and likely the easiest.

Before you start searching you need to have a basic understanding of what it
is you are searching for. Simply searching for a document with a word like
‘TRIM’ (for example) will only give you far more results than you can easily
look through for ‘your’ document. (as of 30 July, 2020, there were 23,372
results for the Title Word ‘TRIM’!).

So, you will need to ask yourself a few questions first. Things like...

e What was this document likely to be named IF the standard naming
convention was used?
e What key words would likely have been referenced?

There are many more we could ask but these would be your starting point.

1 RECORD# D20/121894 14
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Step

1. Identify what you are looking for. In this example, | am looking for a
document about TRIM training that took place in August 2019.

2.

Q

Find
Records

Click on

@ | Content Manager
GLOBAL HOME SEARCH VIEW MAMAGE ADMIMISTRATION

+ el 0 V] Q 123

New Copy Properties Edit Motes Final Relationships Related Active Audit Find |Refine Refresh Count Container
ke Record Records  Ewents Recor:” ' qgarch Search
Create & Edit L | Search

2 RECORD# D20/121894 14
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Step
3. The ‘Search for Records’ window will open.
Search for Records o ps
Search  Filter  Record Types Sort Results Options
Search By
Record Number |v o
Choose operator and enter string value to search for
Matching ~ |v =
Maore search options
Asingle string, possibly using wildcards or comparison operator, &.g. > =red, invo® ~
®anp COR|  New Insert Delete {od) MNOT Reset
number:
oK Cancel Open Editor - Help
4. It’s possible that the ‘Search by’ field will default to something other

than Title Word.

If this is the case then Highlight the current option (in this case
Record Number) and type ‘Title’, TRIM will try to find any Search by
option with the word Title in it.

Select ‘Title Word’

Search for Records O bt

Search  Filter  Record Types Sort Results Options

Search By
g wordl]| | ry
f\a Title Ward - (title): Selects Records based on the Title Word index.

E Title (Free Text Part) - (typedTitlel: Selects Records based on a value for ﬁﬁ [Free Text F
E Title (Structured Part] - [generatedTitle): Selects Records based on a value for Title [Str
ﬂ Full Title - (combinedTitle): Selects Records based on a value for Full Title,

3 RECORD# D20/121894 14
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Step
5. You then enter the word/s you want to search by, in this example
we will use ‘TRIM’...
Search for Records O X
Search  Filter  Record Types Sort Results Options
Search By
"I'ltleWord |v o,
Enter the words to use for this search
|| TRIM | |v o,
TRIM is not case sensitive.
o It will look for all records with the word ‘TRIM’ in the title,
regardless of the case used.
0. Because | know not all documents with TRIM in the title are about a

training session | will add that information. However, | will use a
‘Wildcard’ just in case for the word ‘train’. This will cover the other
possibilities of trained, training, trains, trainer etc

Search for Records [m| X

Search  Filter Record Types  Sort Results Options

Search By

| Title Word |v &

Enter the words to use for this search

| TRiM Traind | [~ Ja

J‘J"Pw#'ﬂ

@anD (CJOR| New Insert Delete [ NOT Reset

titlesTRIM Train™

I oK o Cancel Open Editar hd Help
‘Rf'
Click
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Step

A Wildcard tells the system that you are looking for a
pattern of characters but there may be additional
characters.

This is particularly useful with plural (card = cards) or
other words that can have letters after the primary
word.

— O 1

o

You can also use the Wildcard at the beginning of a
word (train = Retrain) or in the middle, particularly where there are
common spelling mistakes that might influence the search results
(receipt - rec*pt).

You can also use multiple Wildcards both in a single word and
multiple words.

e.g. Single Word - “*train*’, Multiple words - ‘Train* Aug*’

ol
The Wildcard symbol for TRIM is the asterisk

The results will appear in the Records List Pane

3 Record Number Title Date Created 4 ol

ﬂ"ﬂ" TRIM [Content Manager) Training and Help Material Index
M%) p20/119539 0
ol 420/2903 a
B D20/99478 B
&d D20/99456 d
d D20/99455 [v]
M%) p20/97869 B
M5 D20/57868 5
%] D20/97867 2

2T/UL/2020 at 9:51 AM

W 27TAUL2020 at 9:14 AM

w 14/JUL/2020 at 3:24 PM
19/JUN/2020 at 10:40 AM
18/JUN/2020 at 4:28 PM

« 15/JUN/2020 at 10:26 AM
16/JUN/2020 at 2:55 PM
16/JUN/2020 at 2:53 PM
16/JUN/2020 at 2:54 PM M

!!!!!!lttﬂ

~
Y]
1]

Record Type
Creator

Record Mumber
Title

B DOCUMENT ~
[&] smith, lan

# | @3] D20/119562

# | @3 TRIM (Content Manager) Training and Help Material Index

Contal 23 pR2: Trakas nt - e

But it may still be a bit hard to work out which is the document you
want. There are a number of records that appear and it’s hard to tell
how many you might have to scroll through.

However, you can quickly see how many there are by clicking on the

123

Count button.

E Content Manager
GLOBAL

New Copy Properties Edit
&4 Record

HOME

Ij 10

Motes Final Relationships Related Active Audit
Records  Ewents

SEARCH VIEW MAMAGE ADMIMNISTRATION

Q

Find Refine Refresh
Records Search Search

Search

123 I
Count dontainer

Create & Edit
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Step

In this example there are 1,049 records that meet the criteria.

Content Manager X

o 1,049 Records found

Obviously, we won’t go looking through that many records.

CAUTION |

A

If you have replicated this search yourself you will notice that you
may have a different result.

It will all depend on your access level. You may see substantially
less records as the example was performed by a member of the
Records Team, who will have access to (almost) everything.

You may find you have more because you are performing this
search after it was initially completed on 31 July 2020. Any records
added to TRIM after this date (and time) that meet the criteria will
then appear in the results.

10.

You will need to Refine the existing search
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When your search doesn’t give you what you are after don’t create a

new search, simply ‘Refine’ the existing search

e

CAUTION |

AN

Try to avoid opening too many windows inside of TRIM (particularly

when you are just learning). It’s far easier to have a sing
at a time rather than multiple windows.

le window

“ GLOBAL HOME SEARCH VIEW MANAGE ADMINISTRATION o'
[ n . u
g
+Ech A Mk & B QRO @ = =
8
New Copy Properties Edit Notes Final Relationships Related Active Audit | Find  Refine Refresh  Count Container Sharing  Mavigation | Actions
~  Record Records  Events | Records Search Search - - -
Create & Edit Search
Shorteuts Search for Searchby Matching criteria
Favorites |2 Recoras | | Record Number [ Jau] [ 20110567 ME &
"
I__L'* Q, Records - title:TRIM Train* - 1049 Records (o= [=]]|=
Records + =1 £ Record Number Title ~ ==
@ BE © pz2os11es62 £ TRIM (Content Manager] Training and Help Material Index ’:IE' @ =
Locations B 052019539 Y DRAFT - Content Manager - Desktop Client Training - Module 2 - Lesson 1 - Downloadi... T
ol -l A20/2903 i UNIVERSITY SERVICES - CONTRACTING IN / FEE FOR SERVICE CONSULTANCY - IAN SIMPS... ERER
;‘* B 0% Dz0/93478 @ Covid-19 - Records Management - TRIM - Requests for Training - Foundation Course N
N fex
saved Searches [ b D20/99456 Id Bashir Ali - Request for TRIM training o1
B £u nanonace 3 fiaeticin e foonbad i £ TR Toxininn caccinn 93 e acrinn Freattaa waiion Y
< > 10 | ]
; v
Recent Containers Record Type B pocumenT ~ B >a
. Creator [&] Smith, lan ”
7 3
I:(LD Record Number /| B D20/119562
Recent Title. # | 1% TRIM (Content Manager) Training and Help Material Index g
Documents Container # | il A20/2383/2: Training Material Development - Content Manager - Desktop
0
{H Endosed? ) es o
2
= Security # | Classified
To Do Items Author -E.g. From: (Mo E-mails) °
0
@ Addressee - E.g. To:
o
Current Location /| @ In container 'A20/2383/2 (Virtual Electronic Record]’ since Manday, 27 July 2020 at 9:51
User Labels AM
Notes /
] Date Registered /| Manday, 27 July 2020 at %:51 AM
Dashboard Date Created # | Monday, 27 July 2020 at 2:51 AM
r Last Updated By [&] Gooch, Collette
©) Last Action Date # | Thursday, 30 July 2020 at :00 AM
Check In Styles j—
Document Details B In Content Manager document store, Microsoft Excel Worksheet, 10.0 KB (10,234 bytes),
Document Store ID: Main Document Store:001+01EX+0KSEIRZOSTG XL5X v
Properties 4 Notes £ Preview A Previous £ Rendition A
v v
—E
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Step | TRIM Desktop - Refining a Search

If you do have a number of windows open use the Navigation

v = 1l ’ﬁ
=1
* m
Dashboard Close Explorer

All
Mavigation

section of the Global Tab | | and the ...

Side by side T option

ot matterfolder 6 Check InStyles. | [ron) o) &) User Labels - top - 13 User Lab [(SIE =] | [ Records - favorite - 25 Records EEr=]
& styie Owner V. Usertabeitiame & owner ~ A [V A recoanumoer e -
nal File. | € Records Team Labels. Records Team & INFORMATION MANAGEMENT - COMPLIANC
Request for Change of Access - A19/3791 © Academic Misconduct Smith, lan IM - CM Upgrade 2020 - Changes to TRIM
Requests for new Files = anatomy Smith,lan . A s 7 s Sarets Eeatunrion o
Requests for Training © COVID RETURN TO CAMPUS. Smith, lan
Schema @ covaFites Smith, lan Recora pe 0 A4 UNE CORPORATE FILE/ CONTAINER D
‘SRM UPGRADE - EZESCAN - SRMTRIM API 2018 Smith, lan 4 FPAS File Requests 02072020 Smith, lan Creator £ Noinformation svailable
< > (5] FPas Assets Fle Requests 020720... Smith,lan RecordNumber /| o AGO/SE2
Exponded Number /| u A00/0542
tame € fan Pesonl e Tie | 8 INFORMATION MANAGEMENT - COMPLIANCE -
Style Owner | (2] Smith an Records - NSW STATE RECORDS - SANDARDS
e © Records Team smith, lan FOR RECORDS MANAGEMENT - 2016
nd il mith, lan N 2| “Thurs i 5214 AM (GMT-1
o | B wenaes 3 senaies smith, o || wotes sty 3040r 26203 5214 AN GHT1090
Cassitcation < > Updated; losed date, active o inactiv and
Iocation. Assessed to box.
Fulluse label Name | @) Records Team Labels P, © creeto dpiy
Csncy Records Team /| ] Records Polgy & Governance Unit since v
Properties {otes Propertie {otes / Preview A Previous A Renditon,

Q Records - itleTRIM Train®

9 Records [SIE]=] | B To o Hems - o=

neesSmith,lan - Fitered - No To Do .. [ J[EJ[22] | 1 Records - myContainers - 50 Records [=@=]

VSl O RecodNumber | e ~ |[V Tosenone B Assgnee Date Due ~ VE O Recordhumber | THie -
B a7 paonissez G o Do tems lan - Fittered - No W . 8 A2023532 W Teining Materisl Development - Content M:
D20/119539 DRAFT - Content Manager - Desktop Client [Fress F7to refine yous search citera. o -l WG16/345 ‘ol RECORDS MANAGEMENT OFFICE - SMITH lar
= . =& 750000y - nnEociTy cEovICEE  FANTOACTING N 51 Y - . =& r10r2701 . EADMATION MANACEMERT naTA A Y
< S < Ya
Record ype W DOCUMENT D Recoraype o8 5UB FOLDER 5
Grestor (2] smit, tan Greator (2] smith, tan
Record Number 7| @7 p20m19se2 Record Number /| wll 420123832
Tite ar: Taining and Expanded Number /| Wl A2072383/00002
Help MaterialIndex
Tie 7| Taining Material Development - Content Manager
Container 7 | ol A207238372 Taining Mate .oy g o
Development - Content Manager -
Dereion Attached Labels | @ Cick o display
Endosec? Vv Container 7| 8 A2072383: STRATEGIC MANAGEMENT -
IMPLEMENTATION - Projects - RECORDS POLICY &
Security 7| Classified 'GOVERNANCE - TRAINING & INFORMATION
o NIATERIAL -TRIM - CONTENT MANAGER - GOTRIM -
‘GOTRIM PRO - DESKTOP - WEBCLIENT - 2020
Adaressee -9, To: v Date Created /| Monday, 25 May 2020 at 10:25 am
Properties {otes { Prevew A Previous A Renaiion Propertis {{otes  Preview £ revious {Rendition

2cords |[5 Records - favorite - 26 Records |G Records - myContainers - 50 Records | To Do items - assignee:Smith, lan - Filtered - No To Do Items found. | @) User Labels - top - 13 User Labels WG Check In Styles - not matterFolder - 6 Check In Styles [ ¢ )

Or

Cascade

0 Records - myContainers - 50 Records [ e1=]
| [ Records - favorite - 26 Records [=[E=]

V| ER To Do tems - lan - Filtered - No To Do ltems found, o [@ =
V| &) User Labels - top - 13 User Labels o @]
12| [V] Q Recors - e TaM T~ 1049 Reco o
V| K= Check In Styles - not matterFolder - 6 Check In Styles ==
— VI Name ~  stie Owner
Rl
= Ian Personai File mith, an
SIE
N Requestfor Change of Access - A1S/3791 Smith lan
9 Requests for new Files Smith, lan
5|
" Requests for Training Smith, lan
A8 Schema Smith, lan
ik SRM UPGRADE - EZESCAN - SRMTRIM API-2019  Smith, Ian
N
Hame I fon Personal File

Styte owner | 2] smith, lan
Record Tpe

Container | wl Wo16/345
Clsstication

<> s roozorzuwoaonanl

To help you view what you have open
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Step

n

Refine
To Refine the Search click on Search or press the . key on your
keyboard

@ | Content Manager

GLOBAL HOME SEARCH VIEW MAMAGE ADMIMISTRATION

+ el 7 0 V] Q 123

New Copy Properties Edit Motes Final Relationships Related Active Audit Find | Refine Refresh Count Container
v Record Records  Ewents Recordq Search 15zarch
Create & Edit ki Search

The Search for Records window for the existing search will appear.

5earch  Filter Record Types Sort Results Options

Search By

|
|
|
|
| Title Word |v al |
|
|

Enter the words to use for this search

[ TRIM Train* [~

@ aND (O OR|  New Insert Delete [ NOT Reset

title:TRIM Train®

OK Cancel Open Editor - Help

Add some additional information words - in this case | will add
‘August’ (or | could add Aug*) and ‘2019’

Search for Records O *

Search  Fitter  Record Types Sort Results Options

Search By
| Title Word | rY

Enter the words to use for this search

| TRIM Train* Aug* 2019 | | vla

Click
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Step
5. This time | have reduced the number of records that appear in the
results
v ‘i'-i £ Record Number Title Date Created Date
[ ] D19/108879 | ™ ‘tion (Incorprating T...  26/AUG/2019 at 4:40 PM 26/4
B (& p19/108871 I nt Foundation fInc.. 26/AUG/2019 at 4:09 PM 2614
B (2 pis/108866 I tion (Incorprating T... 26/AUG/2015 at 4:09 PM 2674
B (& p19/108852 i tion (Incorprating T... 26/AUG/2019 at 4:09 PM 2614
B @ 19107775 VER 22/AUG/2019 at 3:05 PM 22
B @ p19/107774 Bl 22/AUG/2019 at 3:04 PM 2204
B @5 019107773 El 22/AUG/2019 at 3:04 PM 228
B @ p19/107771 EL 22/AUG/2019 at 3:04 PM 228
B @2 piss1o77rz X 22/AUG/2019 at 3:04 PM 22/
B @5 p19/107769 El 22/AUG/2019 at 3:04 PM 228
B @5 p19/107770 El 22/AUG/2019 at 3:04 PM 228
I: @iZ| p19/107768 2| My habby is Ru Content Manager % Ining - 22 August 2019 22/AUG/2019 at 3:04 PM 22/
B @ 19107767 Z| My hobby is ho bgust 2019 22/AUG/2019 at 3:04 PM 22
B @ p19/106214 Z| My hobby is chg b019 20/AUGR2019a 11:32 AM 204
B @2 19106213 Z| My is hobby ho o 23Recordsfound  Bugust 2019 20/AUGE2019at 11:33AM 20
B @ p19/106211 Z| My hobby is crg ugust 2019 20/AUGR2019a 11:32 AM 204
B @ p19/106209 Z| My hobby is ba hugust 2019 20/AUGR2019a 11:33AM 20
B 0 p19106210 = My hobby is nef ugust 2019 20/AUG/2019 at 11:31 AM 20/#
B @ p19/106208 Z| My hobby is holeey . ugust 2019 20/AUGR2019at T1:31 AM 204
B 0% p19/99491 EL 1/AUG/2019 at 11:18 AM 1/AL
B @5 p19/994%0 LEL 1/AUG/2019 at 11:14 AM 1741
B @% D19/99489 EL 1/AUG/2019 at 11:15 AM 1/AL
B 0% D19/99457 EL 1/AUG/2019 at 11:15 AM 1/AL
< >
6. Of course, the document | am looking for may not be in this group
either. We will look at some additional options

You don’t have to just use words to help you locate the records or containers
you are after. You can also look for other differentiating features like Filters
on Document Type and Record Type.

Step

1. a

Refine

Click on search or press the F7 key and Click on the Filter Tab
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The options at the top of this tab are more useful for the Records
Team. However, the File Types option may help reduce the number
of records in your Records List Pane.

| e S e — e |

Search for Records O *

|
Search Filter  Record Types Sort Results Options

| Records with Disposition: Records with Record Class:
[ |+ By active < vital

| Y 'EJ Inactive + Corporate

| v ﬂ‘J Archived (Keep Forever) + Workgroup

| \’ E‘J Destroyed + Personal

| 1’ [:]J Archived [Custody Transferred) + Reference

| + Temporary

| Records with Date Registered Within I:I w | Days

Unfinalized
Finalized
File Types (enter a list of file types separated by ';')

o
| | |

| Within another Saved Search
| &

| [] set as default for searches for records |

| QK Cancel Open Editar bt Help
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Step

3. Simply add the file type for the record you are look for.
For PDF type in ‘.pdf’

MS Word type in .docx

MS Excel type in. xlIxs

In this example we will look for a PDF document

Search for Records O *

Search Filter  Record Types Sort Results Options

File Types [enter a list of file types separated by '’

o] -

D Set as default for searches for records

0K j Cancel Open Editor - Help
I "h

And Click

4. Only Records that are PDFs will appear in the results

+ &l £ Record Number
if [“No19/108879
D19/108871
119/108866

019/108852
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Step

5.

To remove this filter simply click search, click on the filter Tab and
remove the .pdf (or other text)

Sometimes you want to find a Container and not just one document. Using
the specific Record Type really cuts down on the number of results you will
receive

Step

1.

Click on search For this search we will change the words slightly,
then click on the Record Types Tab.

Search for Records O *
Search  Filter I Record Types  “ort Results Options
L3
Search By
|'I'|tIeWord |v o
Enter the words to use for this search
[ irrim Train~ | |v o
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You will see a list of Records types, to select the one you want right
click anywhere in the Record Type window and click on

8 Untag = - .
. (or )

Search for Records Od *

search  Filter ~ Record Types sort Results Options

Record Type L]

B oocument

B DOCUMENT REVIEW

gl A% UNE CORPORATE FILE/ CONTAINER
E3 AAB UNE ADMIN FILE

"} AcADEMIC BOARD DOCUMENT
3 ARD AUDIT ASSIGNMENT

B ARDISSUE

353 Body Donor Anatomy

& COUNCIL or COMMITTEE BUSINESS PAPER Tag Every >
B COUNCIL SERVICES UNIT Ther e v
B E STUDENT 01 DOCUMENT j

w.wzww’mm‘

S oa [T T o L T [ o
+ . E STUDEMNT 10 OLE VALIDATION
+ . E STUDENT 11 1D CARD APPLICATIOMN A

Ci

Tag All Ctrl+A

Untag all ctri=u |

EEjER) a2

Invert all tags

‘.4..4..4..4..4..4..4..4..4_4..4..4..

|:| Set as default for searches for records

Cancel Open Editor - Help

This will clear all tags’ then Tag the [ | AAA UNE CORPORATE FILE/ CONTAINER
by clicking to the left.

Search for Records O >

Search  Filker ~ Record Types Sort Results Options

s Record Type 4]

B pocumENT REVIEW
A INE| A48 UNE CORPORATE FILE/ CONTAIMER

1 AAB UME ADMIN FILE
i ACADEMIC BOARD DOCUMENT
S ARD AUDIT ASSIGHMENT

B 4RDISSUE

3R Body Donor Anatomy

A= Il or C
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You can select as many options as you like.

If this search selection is how you want to search in future you can
click the [ set as default for searches for records radio button

NWMWqM“
B E STUDENT 11 ID CARD APPLICATION
B E STUDENT 12 GRADUATION ASSESSMENT i

I [7_| Set as default for searches for records

h:
Cancel Open Editor b Help

4. Click 2%l and the results will appear.

—
< i"i 2 Record Number Title Date Created Date

[~ el | A20/2903 || UNIVERSITY SERVICES - 14/JUL/2020 at 3:24 PM

ol - ol A20/2383 ol STRATEGIC MANAGEME 25/MAY/2020 at 10:10 AM

ol > ol A17/2292 ol STAFF DEVELOPMENT -1 H N BAUN/Z01T at 2:26 PM

ol - ol A171795 ol INFORMATION MANAGI 28/MAR/2017 at 3:20 PM

ol - ul A16/2801 ol INFORMATION MANAGI S/UN/2013 at 11:30 AM

- el A13/3109 Bl INFORMATION MANAGI S/AUN/2013 at 11:30 AM

ol - ol A13/2894 ol TECHNOLOGY & TELECQ 2/MAY/2013 at 10:24 AM

ol - ol AC4TI6S Bl STAFF DEVELOPMENT -1 3/DEC/2004

[ A03/4005 5T DEVELOPMENT - | B | h— - 7/FEB/2003 ol

There are a couple of options that allow you to easily navigate
to and from different searches and they are all available in the

& Search section of the Global Tab

I:E | = | Content Manager - [Records - title: TRIM Train®™ - Filtered - 10 Records]

GLOBAL HOME SEARCH VIEW MAMNAGE ADMIMISTRATION

. ™ @ ]
=] T b ]
+E A Ak S B QRO 1 ¢
=
Mew  Copy Properties Edit Motes Final Relationships Felated Active Audit Find |Refine Refresh Count Container Shz
> Record Records  Events Records Search | Search
Create & Edit Search

(.J If you have a Search open and want to see if there are any records
that have now meet the search criteria click this button or press

Refresh — htton F5
Search

@ Go Backward - return to the previous search criteria (only works while
you keep the same window open)

© Go Forward - Return to later searches (only works while you keep the
same window open)
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Sometimes, when you look for a Container it can be easier to find a
@ record that has been saved to it. When this happens click on the
Container  Container Icon and the Container will open

n  Tag All - Allows you to Tag all records in a list, you can then create a
B Reference or send an email including the details of all these records.
B Untag All - Remove all tags from the records in the list.

For information on the Sort, Results and Options Tabs see Advanced
Module
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Module 4 - Desktop Client -
Managing Records in TRIM - Lesson 1 - Saving Records

TRIM is not only a Records Management System, it is also a Document
Management system.

A document management system (DMS) is a system used to
receive, track, manage and store documents and reduce paper.

= https://en.wikipedia.org/wiki/Document_management_system

Because TRIM is a Document Management system and not just a storage
location it offers a number of useful tools to help manage your documents.
For example,

e Version (called Revision in TRIM) control

e A complete Audit trail for each record

e Renditions (Documents can be held in multiple format at the same
time e.g. PDF & MS Word)

e Integration with MS Office Products - in particular MS Word & MS
Outlook

e Flexible security

e Ability to Search effectively

In this Module we will be looking at the basic Document Management
functionality and connecting with the options in the Global Tab and options
in integrated MS Office Products like MS Word, Excel, PowerPoint etc.

1 RECORD# D20/125248 17
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TRIM integrates with ...

... ...
MS Word Excel, PowerPoint and Project so it

actually makes sense to create these documents in TRIM rather than create it
in a share drive or your desktop.

The assumption here is that you are creating the document and it hasn’t
been sent to you by someone else who doesn’t have TRIM.

Open the MS Document type you want, you will notice that (if you have TRIM
installed) there is an additional tab called ‘Content Manager’ - In MS Word
there is a second Tab called ‘Kapish’ (see later in this lesson)

Document] - Word lan 5

Insert  Design  Layout References Mailings Review View = Content Manager | Kapish Help

Calibri (Body) s or iz e o | EE IS D

[ S C [ orm o AaBbCcDe| AaBbCeDe AaBbCc

Pa'ste € A-%-A-nAa- o TNormal | TMoSpac.. Headingl |+ Ediiv:ing &

Clipboard = Paragraph Styles
L o 2l egd o o4 5 @ T G @ 10 11y 12

The Content Manager Tab has a number of options

File Home  Insert  Design Layout References Mailings Review View ESGIENANELGELTE Kapish  Help

Rnadi Bl & @O

New Open Check Check In Picture  Text Object  Help
In~ on Close from File

File Browse Insert Toals

2

‘ Click to select a document template from Content Manager and
create a new record based on the selected template. NB Templates
are not yet available at UNE.

Open a document from Content Manager.

Open

To save a document to Content Manager.

ml

Check
In~
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Check! 11 Checclkln Picturef To save a document as a specific File
H'Irlkf. an ase [§+]
B ChecklnAs Format

Check In As File Formats
‘Word Document (*.docx)
Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dot)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
Rich Text Format (*.rtf)
Plain Text (*.bdt)

OpenDocument Text (*.odt)

Makes this document revision the final revision

» Click to automatically check the document into Content Manager
when it is closed

Check In

an Close
Displays the Content Manager record properties of the current
document

Browse

I% I% I% Use these icons to insert Pictures, Text and Objects

_ ) saved into TRIM. Similar to the Insert options for MS
Picture  Text  Object
from File Word.

Insert
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You do not need to save the document to your computer or share
- drive first. It is better to save the document directly into TRIM so
there is only one copy of the document.
" B
Check
When you are ready click on n~
E a5-0 Documentl - Word
File Home Insert Design  Llayout References  Mailings Review  View
™
B G O
Check In Picture Text Object Help
on Close fram File
Erowse Insert Tools
L I'Z'I'].'I'E'I'l'l'Z'I']'I'4'I'5'I'6'I'?'I'3'I'9'
Saving a document in TRIM
2.

The select from Record Types will appear

i Select from Record Types - all - 32 Record Types O *
Record Types
'i'-i Name ‘&'- Home 9'. Owner A
B pocument [£%] Records Policy & G... [£f] Univer
4
i DOCUMENT REVIEW Xy [£%] Records Policy & G... [ Univers
B ACADEMIC BOARD DOCUMENT [£%] Records Policy & G... [£f Record:
E COUMCIL SERVICES UNIT |E| Office of the Unive.., E‘ Office ¢
B F STURFNT M DOCLIMENT [£3 University of Mew F... E3] Linivers ¥
< > da
Mame Bl DOCUMENT ~
Home |E| Recaords Policy & Governance Unit
Unique Identifier E:
Owner |E| University of Mew England
Default record access | View Document: <Unrestricted > [ Mot Reference, records ~
based on container) [V IY)

Properties 4 Motes

0k 4| cancel Search Help

"ki'
For this example, we will use B DOCUMENT , Click
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Step
wm | The Record Type selected will depend on what you are creating. For
/\ | many staff it will simply be the Document Record Type but if the
. | document is about a student it may be an Estudent Record Type
3. The New Document window will appear
B Hew DOCUMENT O ¥
General MNotes Other Record Actions Scheduled Tasks
Record Title [Free Text) # | Document
~ |Ta
Container Eo | |v a
Enclosed?
Author - E.g. From: (Mo E-mails) | |v 8
Addressee - E.g. To: | |v o
Related record | |v (=%
Date Created e | 3/08/2020 9:56:09 AM |a
Attach / Upload File - Browse | |n
Security Classified &,
Access Control Yiew Document: S5ame As container [none set); ‘Jieq
OK Cancel Help
4. Complete the Record Title using your teams agreed naming
conventions in consultation with the Records Team and enter the
Container Number

5 RECORD# D20/125248 17
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Step

You can click on the O‘ for all these fields to search the
information you need.

Container i | |v o

See Module 3 - Lesson 1 - Basic Searching

Click Lo |

e

CAUTION |

AN

There are a number of other options that you can complete now or
later after the record is saved

e Related Record
e Security
e Access Control

See Module 4 - Lesson 3

The document is now stored in TRIM

S
Check In
You may notice that the @€ hytton has gone grey. This indicates

that when you close the document it will be available to others If
they have access) to edit.

6 RECORD# D20/125248 17
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Step

If you want to see the document you just saved in TRIM simply go to

s

Recant
Documents
— r
L_E | T #| Content Manager - [Records - myDocuments - 50 Records]
GLOBAL = HOME  SEARCH  VIEW  MANAGE  ADMINISTRATI
™ ﬁ N
A
+ = = & N B &
Mew | Copy Properties Edit Motes Final Relationships Related Active Audit
& Record Records  Events
Create & Edit
Shortcuts Search for Search by Ma
Favorites ||: Records v| | Title Word o e[
. —
El* + &l £ Record Number Title
Records | 20/12580 ; ge d ;
M= D20/125248 DRAFT - Content Manager - Modul
@ B @ p20/121884 DRAFT - Content Manager - Desktol
Locations B 0% p20/119567 DRAFT - Content Manager - Deskto,
B @ p20/119539 DRAFT - Content Manager - Deskto
g B 0% p20/119562 A% TRIM (Content Manager) Training a
Saved Searches Bi &4 020120119 ]
L@ B &4 p2o/119647 v
B &4 pzos116s3 v
Recent Containers . Eﬂ D20/111277 Eﬂ
[ | OO | P, i .. _ o LS. _RL L
[ | I
Recent || Record Type B DOCUMENT
Documenis | )
I m

The document will show as Checked out
T vsemmereodals ™ N\t st TT0 PR ARmETERG FOC

MAMNAGER'AOFFICECHECKOUTS\COMTENT MANAGER - MODULE 4 - LE
AM MS OFFICE DOCUMENT - MS WORD EXAMPLE 1.0OCX by Smith, lan o
Microsoft Word Document, 18.4 KB (18,805 bytes), Document Store 1D: M
Store:001+01KX+0KSE1RZQDOM.DOCK

Access Control # | View Document: Same As container 420/2383: <Unrestricted>

View Metadata: Same As container A20/2383: < Unrestricted>

Update Document: Same As container A20/2383: <Unrestricted>

Update Record Metadata: Same As container A20/2383: < Unrestricted>
Modify Record Access: Same As container A20/2383: < Unrestricted=

Drestroy Record: <Unrestricted=>

Contribute Contents: Same As container A20/2383: <Unrestricted>

Revision Number 1
Checked Qut To [&] smith, lan
Edit Status s Checked Qut

Related records
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Step

Complete editing the document, Save E or - .

&~ (5 = Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Saving an MS Office Dt

FileY  Home Insert Design  Layout References Mailings Review View [EeIiidlMEREL

B & G G

Picture Object Help

Once closed the Edit Status in TRIM will change to [ Checkedin
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The Kapish tab allows users to insert the Record Number and other Meta
Data into a word Document.

[~

owron,  Any document that is to be submitted to any UNE official body
AI and/or to the Vice-Chancellor must have the Record Number

inserted to ensure it has been saved to TRIM.
|

Step

1. The Kapish/Content Manager MS Word integration allows users to
insert the Record Number for that document without the need to
copy from TRIM and pasting into the document.

Select where you want to insert the Record Number - some

document templates will specify a location. In this document | will
insert it into the footer

[Fower]

2. Click on the Kapish Tab

H ©- O = Content Manager - Desktop Client Training - Module 4 - Lesson 1 - Managing ~ Saving Records.D...

File Home | Insert | Design | Layout | References | Mailings | Review | View | Help | Content Manager |LELIHIE Acrobat

D20/125248 Insert Record Insert Finalise Linked New from Edit Template Options About
- Number Metadata Workbooks  Template Fields

Record Templates Configuration
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Step

3. 57

Insert Record
Click on ~ Mumber

4. The Number will appear in the chosen location
Eooter | e
8 RECORD# D20/125248
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Not all documents are created in Microsoft Office and sometimes documents
are created by parties outside of UNE who don’t have access to TRIM so we
have to save the documents but we aren’t actually creating them.

In this case there is a really easy way to save a document into TRIM, simply
Drag and Drop.

We won’t be looking at documents received by email, those will be dealt with
in Module 5 Lesson 1

T

CAUTION |

It is vital that documents from non-standard systems be saved in a
A‘ format that will be readable in the future. Saving a document created
| in software which is not commonly available may not be readable in

the future.

Where necessary save the document as a .pdf, .csv or similar to ensure it can
be read in the future.

Additionally, no document should ever be saved
with password protection. A document that
cannot be opened because no one knows the

password cannot be a Record. If you have concerns
over the protection of the data set the appropriate
security when saving into TRIM - See Advanced
Module

Step

1. Locate the document you want to save.

It could be in UNE OneDrive, Barney (Share Drive) or your computer
Desktop as long as you have TRIM on your computer

In this example | have a Word Document saved to OneDrive which |
will now move to TRIM
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Step

Locate the container you need to save the document to first, in this
example | will be using the TRIM Test and Training file 03/12

(=[5 sl

3 Records - number03/12 - 1 Record

v &1 9 Record Number Title
C B o2 [ TRIMTest and Training File

Locate the document you want to move into TRIM and simply click,
drag and drop onto the Blue Bar of the container in TRIM

a | = | OneDrive - University of New England
Home Share View

&« v~ @ 5> OneDrive - University of New England
~ -
# Quick access Marme Status Date modified Type

Documents -+
; Downloads
[&=] Pictures
2020
[ Desktop *
*

+

TRIM Edits .
*

2020 1:47 PM File fo
File fo
File fo
3/08/202011:16 AM  Micro:

4/06

Microsoft Teams Chat Files
Test
TRIM Test Download
TRIM TRaining Examples |

Y

©@e0D0

weekly game sumary

[ Desktop

& Creative Cloud Files

-
[ ]
L ]
[ ]
L]
-
@ Onelrnive - University of New Englz :
Microsoft Teams Chat Files "

Test
TRIM Test Download 1

& lan Smith
O This PC .

ditems  1itemn selected 19.4KB  Available on this device '

— ¥
Eg [Tl = Content Manager ..
“ GLOBAL HOME SEARCH VIEW MANAGE ,‘ADMINISTRATION

+*
e s ]
=Ty o - ™ g
+ B2 =i & 8B & QRO 523 0§ |
| a
New  Copy Properties Edit MNotes  Final Relatiorﬂhips Related Active Audit Find Refine Refresh Count Container
v Record : Records  Events Records Search Search
Create & Edit - Search
.
Shortcuts Search for Searchby # Matching criteria
-
Trays |d Records v| | Record Numbt. |v a, |03112
-
i — .,
e B3 Records - number:03/12 - 1 Record - EI@
Records Waork Tray v @i 3 Record Number Title ‘ ~
¥ I ol <ol 0312 mf TRIM Test and Training File |
=
hd D20/124171 b Test
Records In . = =
[ ] B D20/124149 B3 Bookl.xlsxk
@ [ 05 D20/124148 0% Bookl
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Step
4. The Create New Record window will appear, select the Record Type
you need to use.
L_E Create Mew record - TRIM TRaining Examples.docx x
Contain new record within ZWG WORKGROUP FILE: 03/12: TRIM Test and
Training File"
Select record type:
'i'.i Mame 2‘. Home ~
[J pocument e | Records Policy & ¢
i DOCUMENT REVIEW IE| Records Policy & C
i ACADEMIC BOARD DOCUMENT @ Records Policy & C
B COUNCIL SERVICES UNIT IE| Office of the Univi v
< > da
I OK !L Cancel Help
LS
In this example we will be using B DOCUMENT ¢|ick
5. The New Document window will then appear, complete the required
fields
B New DOCUMENT ==
General Notes Other Record Actions  Scheduled Tasks
Record Title (Free Text) # | Content Manager - Module 4 - Lesson
1 Managing Records in TRIM - Drag
abd Drop - MS Word Examplezl v | Py
Container 03/12 I
Enclosed?
Author - E.g. From: (Mo E-mails) | |v a,
Addressee - E.g. To: | |v a,
Related record | |v a,
Date Created i | 3/08/2020 11:16:13 AM |E
Attach / Upload File - Browse ChlUsers\ismith&\OneDrive - University of New |
Security Classified [+}
Access Control View Document: Same As container 03/12: PQ
Cancel Help

Note that the Container field has already been completed
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Complete the Record Title using your teams agreed naming
conventions in consultation with the Records Team and click

-

CAUTION |

AN

There are a number of other options that you can complete now or
later after the record is saved

e Related Record
e Security
e Access Control

See Module 4 - Lesson 3

The document is now stored in TRIM and a window will appear
displaying the record number and the Edit Status will be

3 Records - D20/125976 - 1 Record
~' =i B2 Record Number Title

D20/125976 Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag ab;

: §

Creator @ Smith, lan
Recard Mumber g m’g‘ D20/125976

Title # | M Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag
Word Example 2

MMW
"\.\JN Modify Rec M_ﬁrmr‘fﬂmestr

Destroy Record: <Unrestricted=
Contribute Contents: Same As container 03/12: <Unrestricted>

Revision Mumber 1
Checked Out To
IEdit Status s Checked In |

d records

CAUTION |

AN

Drag and Drop will not remove the file from the location it was
saved from.

It is good practice to delete the record from its original location to
ensure there is only ever one copy of the document

If you are nervous about deleting the document you can create an
Archive folder in the file location where records that have been
saved to TRIM can be stored.
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There is a third option, once you have located the file in
OneDrive or Share Drive etc you can Right-Click - Send to >
Content Manager.

=

Mame Status Date modified Type Size

8] Copy of Cor 06/2020 1:48PM  Microsoft Excel W... 17
)y p— (o]
(A Records lki = 6,/2020 1:51 PM Content Manager ... i

N/ TN N AT I NN S WA

Give access to b

le on this device Restore Previous Yersions

Send to ki > Bluetooth device
G = Compressed (zipped) folder
F v 4 Copy Content Manager

R
Desktop (create sho rtcuf’i

Create shortcut

s+ Quick access Documents

Delete
Documents Fax recipient
Rename
; Downloads HPE RM Desktop
= Properties Mail recipient
'his should be unnecessary however it is accept TeamViewer

files (\wbarney) (R:)

stafffiles (\\barney) (5:)
There is a third option, once you have |lotareuerermerm

OneDrive or Share Drjve etc you can Right-Click = Send to =

U MO NNEeE Y || ==
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Module 4 - Desktop Client -
Managing Records in TRIM - Lesson 2 - Updating Records

Because TRIM is a Document Management System as well as a Record
Management System it is really fantastic at managing a record once it is in
TRIM.

In this lesson we will look at how to update a document in TRIM, see Module
4 - Lesson 3 for how to update the records Meta Data (Title, Security etc)

There are 2 options for updating documents in TRIM

1. Edit; or
2. Check Out

The Records Team recommends Edit for short term changes (i.e. Open, make
change and close) and Check out for longer changes such as major updates
(e.g. overnight)

Step

; M
Locate the document you need to update and click on "

2.

The document will open. Make the required changes click Save E

or - . and close the document.

*‘) -0 = A 1 Managing Records in TRIM - Drag abd Drop - MS Word Exar,
Wy

File ome i ailings Review View Content Manager Kapi

o Calibri (Body) 1 e = eiEEe EE
M 58 Mocsm | 2 ==== 1= AaBbCeDe| AaBbceDe AaBhCo 4
Paste £ AW A-ha-| AN Py.iiiL | AL q TMNarmal | TMoSpac.. Heading1 |+

Clipboard Font ] Paragraph ] Styles
c2 . '

- TRIM Training Examples
':‘ Change for Module 4 Lesson 2 ;
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Step
3. TRIM will automatically update and the document is now Revision 2
and its Edit Status is [ Checkedin
~ =1 £2 Record Mumber Title
i ﬂ’g‘ D20/125976 Dﬂdg' Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag abd

<

Record Type B DOCUMENT

Creator @ 5mith, lan

Record Number mﬂg' D20/125976

Title m’g Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag ab
Container ml 03/12: TRIM Test and Training File

Enclosed? W Yes

Security # | Classified

Author - E.g. From: (Mo E-mails)
Addressee - E.g. To:

Current Location ﬁ'. In container '03/12 (Virtual Electronic Recard)’ since Monday, 3 August 2020
Motes
Date Registered Monday, 3 August 2020 at 11:36 AM
Date Created Monday, 3 August 2020 at 11:16 &AM
Last Updated By [&] smith, 1an

Last Action Date Monday, 3 August 2020 at 1:05 PM
All actions

Document Details mﬂg' In Content Manager document store, Microsoft Word Document, 25.2 KB (25,
Document Store:001+01KX=0KSETRZQDZE.DOCK

Access Control Wiew Document: 5ame As container 03/12: People in (University of Mew England)
View Metadata: Same As container 03/12: People in (University of New Englandj
Update Document: Same As container 03/12: <Unrestricted >

Update Record Metadata: Same As container 03/12: <Unrestricted=

Modify Record Access: Same As container 03/12: < Unrestricted>

Destroy Record: <Unrestricted=

Coptribute Contents: Same As container 03/12: <Unrestricted>

Rewvision Mumber 2
Checked Qut To
Edit Status Checked InI

In this example the Meta Data shows that we are up to Revision
- Number 2.

The current Revision is always the one that appears in the Records
List Pane.

4. IEI‘

Properties

To view previous revisions go to

GLOBAL HOME SEARCH VIEW MAMNAGE ADMINISTRATION

E‘lﬁlil@

Edit Motes Final Relationships Related Active Audit
1 Records  Events

Fin
Recor

Create & Edit
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Step

The Properties window will appear
DOCUMEMT - D20/125995 O *

Contacts Related records Attached thesaurus terms Scheduled Tasks
General Motes Other Record Actions Electronic  Renditions Revisions

Record Title [Free Text) # | DRAFT - Content Manager - Desktop Client
Training - Module 4 - Lesson 2 - Managing
Records in TRIM - Updating Records.DOCK ~ | By

Container @ | A20/2383/2 |v o,

Enclosed?

Author - E.g. From: (Mo E-mails) | |v o,

Addressee - E.g. To: | |v o,

Related recard | D20/131637 |q

Date Created @ | 3/08/2020 12:01:56 PM |a

Security Classified a,

Access Control View Document: Same As container A20/2383: ; Viiq

Cancel Help

Click on the Revisions Tab

General Motes Other Record Actions Electronic Renditions

DOCUMEMNT - D20/125%95 O >

Contacts Related records Attached thesaurus terms Scheduled Tasks

Revisicn=

Record Title [Free Text] # | DRAFT - Content Manager - Desktop Client
Training - Module 4 - Lesson 2 - Managing
Records in TRIM - Updating Records.DOCX

Container # | A20/2383/2
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Step

7. The list of previous Revisions will appear, you can preview each one
or open a Read Only copy by right clicking on the Revision you wish

to see and click [@ View

DOCUMENT - D20127809 O *
Contacts Related records Attached thesaurus terms Scheduled Tasks
General  Motes Other Record Actions  Electronic  Renditions ~ Revisions
w" Revisi.. B Source Date Modified

7 C\Users\rjadeed? PAp... 28/AUG/2020 at 2:57 PM
6 CAUsers\ismitlib\ 5 Tag Al Ctri=A
3 ChlUserstismith6d 2 yntag all Ctrl=U
4 DAWORK STUFF\ Invert all tags

3 Ch\Users\ismithGyd

2 CoUsers\ismithB\ Copy BIkAC
1 CAUserslismith6 o view |

Viw,&iﬂewwmdow
Extract

Print Document

Preserve Revision

Error connecting to the Content . =nt Manager
Woarkgroup Server ‘records.un Delete Revision t Manager
Workgroup Server on ‘recor| ection to
teps/frecards.une.edu.awi113] O Properties Alt+Enter |started?).)
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Step
1. Locate the document you want to update.
Click Check Out
-
L_E | Content Manager - [Records - favorite - 26 Records]
“ GLOBAL HOME SEARCH MAMNAGE ADMINISTRATION
I:_' L gl &Y Checkin
+ E = I
E1 ﬂ é Check . | %
Mew  Copy Properties Edit &_'Nntes Final Relationships Related Active Au
= Record Records  Events
Create & Edit
2. The Check Out Document Window will appear, Select ® Localfile, as

Check Out Document - D20/125976 O X

Extract document to

Offline Records
i Lrcal file, as
-_—

hﬂ ChUsers\ismithe\Desktop\TRIM Edits\Content Manager - M

O Content Manager document queue

Comments

Launch associated application

Always show this dialog
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Step
3. You can now select where you would like the Document to be while
it is outside of TRIM, click on
@anal file, as £
| CaUsersyismitholDesktop\TRIM Edits\Content Manager - H@
ESEVEAS X
T » ThisPC » Desktop » TRIM Edits v & Search TRIM Edits 2
Organize = New folder =z ~ 0
[ This PC ~ MName . Date medified Type Size
- 30 Objects 1| Training with lan - lan Smith - TRIM Train..  31/07/202010:52 .. Microsoft Word D... 1,262K8
[ Desktop
J-D—lv'tswﬂ‘)r - """”‘OJ IJM » o
ﬂ‘L\braries v
[ Al Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag abd Drop - MS Word Example w
Save as type: | Microsoft Word Document files (*.docx) ~
~ Hide Folders Savr-k. Cancel
Click L=
wm | The Records Team recommends that you have a specific folder on
/\ | your desktop or in One Drive.
~ | It will make it easier to manage your records if you have one place
for where you edit.
4. Ensure that you have ticked [Launch assaciated application | click Save
5. The document will open. Simply make the changes needed and then
Click E or -
6. The document has been saved to the holding location. You now
need to check it back in.
/. _ . . N
Again, find the document in TRIM and Click on Check in
-
Iﬂ Content Manager - [Records - favorite - 26 Records]
ﬁ GLOBAL HOME SEARCH MAMNAGE ADMINISTRATION
+ 2 :=h e "'C“““'"@t K E.)
= [
= EI1 ﬂ (& Check Out K
Mew  Copy Properties Edit Motes Final Relationships Related Active Au
~ Record Records Events
Create & Edit
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Step
8. ) . . (®) Local File
The Check In window will appear, it should default to and
it will remember where you saved the document.
Chec - D20/125976 * |
Checkin  Adtion Access Controls
Return from
Offline Records |
(®) Local File
As file name
| ChUsersiismithe\Desktop\TRIM Edits\Content Manager - Module 4 - Lesson 1 Managing | s
Return type
@Make a new revision
Replace current revision
Records of this type cannot be replaced.
(::I Discard any modifications made
Comments |
E
|:| Keep document(s) checked out after check in complete
i |
OK | i'l_ Cancel Help
e | If You move the file you will have to either move it back to its
ANS . | =
| original location or use the to find it again.
9. @Make a new revision
The Return Type should default to . You can add
Comments regarding the changes if needed.
Click
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Step

10.

The document will now have an Edit Status of kI Checkedin gnd will
increase the Revision Number by one more.

+ =i 9 Record Number Title
L

| W5 p20/125976 E

Content Manager - Module 4 - Lesson 1 Managing

L4

Record Type i DocumEenT
Creator [&] smith, lan
Record Number r Dﬂ’g‘ D20/125976

= Content

ile le 4 - Legson 1 Managi

\/—\\_‘_‘_/"\.’ WW
A Update Recdrd Metadati e A5 container 03/12

Modify Record Access: Same As container 03/12: <U
Destroy Record: <Unrestricted=
Contribute Contents: 5ame As container 03/12: <Un

IRe'\risicm Mumber 3 I
Checked Cut To
|Edit status # | B Checkedin |

Related records
|

ative container

===

CAUTICN |

AN

The Records Team highly recommends that you delete (or Archive)
the file from where you had it stored while editing.
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Sometimes a document is updated outside of TRIM. For instance, a
document created by an external party who doesn’t have access to TRIM

wants to save an updated version.

Step
1. Locate the document you want to update.
Search for Search by Matching criteria {’
||j Recards v| | Record Number |v o | D20/125976 <
Title

~ & £ Record Number
r‘ M= D20/125976 M=| Content Manager - Module 4 - Lesson 1 Managing Recunl

cord Type i D IMENT

2. Click the Check in button B

ﬁ GLOBAL HOME SEARCH VIEW MANAGE ADMINISTRATION

[ i Y
+E2 @A AR & B QRO
= {
Motes Final Relationships Related Active Audit Find Refine Refresh
Records Search Search

Copy Properties Edit
Records  Events
Se;

Mew
T Record
Create & Edit
Shortcuts Search for Search by Matching criteria
Favarites ||: Records v| | Record Mumber |v o | D20/125976
. ™
I__L]* v @i 9 Record Number Title
Records | Y-E| 020/125076 5
& <
Locations N
Record Type B DOCUMENT 1

N
The Check in Window will appear

Checkin  Action  Access Controls
Return from

Offline Records
|
@ Local File
|}

|
As file name

Return type
@ Make a new revision

Replace current revision
Records of this type cannot be replaced.

Discard any modifications made |
Record is not checked out.

Comments

|:| Keep document(s) checked out after check in complete
Help

OK Cancel
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Click on .

to locate the document

Checkin  Adion

Check in - D20/125976

Access Controls

Return from

Offline Records

(® Local File
As file name
| yul
RS
Return type

QMikiauﬂiﬂii'm ' R, " * >

Select the document from the relevant location...

EE Open
« v
Organize +

TRIM Edits ~

[ Desktop
e Creative Cloud F,
@ OneDrive - Univi
Decuments San
Microsoft Tean
' § Test
TRIM Test Dow
2 lan Smith
O This PC
_J 3D Objects
[ Desktop
Documents
- Downloads
[™1 Kanich Fenlorer ¥

File name:

» OneDrive - University of New England > Test

MNew folder

~
Name

AS_NZS 1S0_IEC 17739 2001

& Disabled Add in Outlook 2
& Disabled Add in Outlook

Faculty of Medicine & Health - Curriculu...

FILE RESUBMIT REQUEST
Infarmatian Sheet for Finance
New Version

Request to Vary Established Positicn | Sm...
Search Officer Declaration - GIPA - A19_2...

Status

COEODLOOOO

Date modified

Type

Adobe Acrobat D...
PNG File
PNG File

Adobe Acrobat D...

Adobe Acrobat D...

New Version

hd |

Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Microsoft Word D...

Search Test

Size

15
62 KB
568 KB
14 KB
176 KB
26 KB
2,567 KB
1,014 KB

Al files ()

Cancel

10

RECORD# D20/125995

14




B Records, Policy & Governance
TRIM - Content Manager
Desktop Client - User Guide

New England

Step
5. Once you have selected the document, add Comments as needed
Check in - D20/125576 >
Checkin Adtion Access Controls
Return from
Offline Records
(®) Local File
As file name
| ChUsersyismith&6\OneDrive - University of New England\Test\New Version.DOCX E
Return type
@Make a new revision
Replace current revision
Records of this type cannot be replaced.
Discard any modifications made
Record is not checked out.
Comments
MNew version supplied by XYC Pty Ltd
|:| Keep document(s) checked out after check in complete
oK 1 Cancel Hel
'thf ance| elp
Click
6. The Revision Number will increase by one
PR () e T SN TS . . .
View Metadata: Same As container 03/12: People in [Unive
Update Document: Same As container 03/12: <Unrestricte
Update Record Metadata: Same As container 03/12: <Unre
Modify Record Access: Same As container 03/12: <Unrestri
Destroy Record: <Unrestricted>
Contribute Contents: Same As container 03/12: <Unrestrict
IRevisinn Mumber 4
Checked Cut To
IEdit Status Checked In
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You can simply drag and drop your document onto the existing record in
TRIM to create a new Revision

Step

1. Locate the document you want to update.

2. Click on the file you want to load as the new revision and drag and
drop onto the blue bar for the Record in TRIM

Sharteuts Search for Search by Matching criteria ‘
Favorites [ Recoras | [ Record Number [ || [ p20125976
.
E'* B Records - numberD20/125976 - 1 Record
Records v =i £9 Record Number Title
@ E D20/125976 0" Content Manager - Module 4 _Lesson 1 Managing Records infTRIM - org
Locations P * }
p* Record Type i pocument
Saved Searches Creator [&] smith, 1an
Record Number # | @5 201125976
L@ Title # | @5 Content Manager - Module 4 - Lison 1 Managing Records in TRIM -
Recent Contain®™ Container T g?{::i’:zﬂ:sfand Training File]
[5 Favorites Enclosed? o Yes
s Security # | Classified

£ Records - number:D20/125575 - 1 Record / S

R
Home e view

« “ 4 || > lanSmith > OneDrive - University of New Engla

~
v 3 Quick access Name

%] Documents * AS_NZS ISO_IEC 17§99 2001 <]

& Downloads - S Disabled Add in Qfftiook 2 ®
&

= Pictures * Disabled Add in utlook ©

2020 Diag & Drop @ ®

115 Faculty of Medicine & Health - Curriculu.. @

You can also drag and drop an attachment from Outlook onto a
-4 record to create a new Revision

3. The Check in Window will appear and will default to
{® Make a new revision add comments as needed and click

4. The Revision Number will increase by one

-
E2 Records - number:D20/125976 - 1 Record El@

v &l £ Record Number Title Dati
i m%‘ D20/125976 Iﬂ%‘ Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag abd Drop - M...  3/4l

£ >

Record Type B DOCUMENT ~

Wtom,ﬁlay e 'J ™ ‘__'..‘-’“ Lu-l-l.r-_\‘ gt

C ad b Loae - asan NG v LELRLL
Modify Record Access: Same As container 03/12: <Unrestricted >
Destroy Record: < Unrastricted>

Contribute Contents: 5ame As container 03/12: <Unrestricted>

Revision Number 5 I
Checked Out To
Edit Status / Checked In_|
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Module 4 - Desktop Client -
Managing Records in TRIM - Lesson 3 - Updating Basic Meta Data

TRIM holds a lot of information (or Meta Data) about the record. Sometimes
this information has to change or needs to be viewed in a more granular
way.

In this lesson we will look at...

Change of Title
Change of Container (moving from one container to another)
Viewing/Adding Notes
Remove a Record (send to Recycle Bin)
Labels and Explorer
Related Records
Sharing from TRIM
References
Email from TRIM
Creating Sub Folders

It’s important to remember that your permissions in TRIM will determine
what you will have access to change/update. If you do have trouble making
changes contact the Records Team for assistance

Sometimes we name a document and realise it could be improved later. If
you do need to update the Title of a Document you can generally do this
yourself.

—

- Do not change names on a Corporate Container without first
CAUTION | . . .
: ‘ discussing with the Records Team.
\
\
|

There are specific naming conventions that we need to follow and
| it’s possible that we would also have to update the Retention
Schedule.

1 RECORD# D20/127809 14
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Step
1. Locate the document you need to update
2. There is a typo in the title and it needs to be fixed. You will notice
that some of the fields in the Meta Data have little pencil icons 7 .
This tells you that you can edit these fields.
Click on the 7 for Title.
B8 Records - numberD20/125976 - 1 Record
~ =i B2 Record Number Title
I‘ 0= D20/125976 M= Content Manager - Module 4 - Lesson 1 Managindﬁ
<
Record Type B DOoCUMENT
Creataor @ amith, lan
Record Mumber ry Dﬂ’g‘ D20/125976
ITitIe *d ""g‘ Content Manager - Module 4 - Lessan 1 Managing
h‘j" Ward Example 2
Container #"mll 03/12: TRIM Test and Training File
B U SN N
3. The Change Title window will appear

|:| Change free text

Mew free text title Content Manager - Module 4 - Lessaon 1 Managing Records in TRIM -

Prepend to free text

Append to free text

Change classification title

|
Change client title

|
Change thesaurus |50 title

|
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Step

Click the [Jchangefreetext tick box, the New Free text Title field will
become active

Ll?_‘ Change free text

E_iw free text title Content Manager - Module 4 - Lesson 1 Managing Records in TRIM -

Prepend to free text |

Append to free text |

If you are adding words just to the beginning of the title use the
Prepend to free text field and if you are adding something to the
end of the title only, use the Append to free text field.

Prepend to free text | |

Append to free text | |

Make the change. In this case | have fixed the word ‘abd’ to be
correct as ‘and’

Change free text

Mew free text title 1 Managing Records in TRIM - D@p - M5 Word Example 2

Prepend to free text ‘ |

Append to free text ‘

| could use the ampersand ‘&’ instead

Click Lo |
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Step

7. The title has now been updated
2 Records - number:D20/125976 - 1 Record EI@
~' Fi B3 Record Number Title

| W5 D20/125976

<

Record Type B DOCUMENT Py
Creator @ Smith, lan
Record Mumber rd [ﬂ’g‘ D20/125976
Title 4 mﬂg‘ Content Manager - Module 4 - Lesson 1 Managing Records in TRIM-D@;}-MS
Ll Word Example 2

It’s possible you could save a Record to the wrong location in TRIM. When
this happens it’s very often a quick fix for you rather than emailing the
Records Team and waiting (however quick it might be) for a response.

Step
1. You can easily see what container a document is saved to in the
meta data
B3 Records - numberD20/125976 - 1 Record
v i B9 Record Number Title
B 05 pzo/125976 f= Content Manager - Module 4 - Lesson 1 Managing Records |
£
Record Type B DocumENT
Creatar [&] Smith, lan
Record Mumber g Dﬂ’g‘ D20/1255976
Title rd Dﬂ’g‘ Content Manager - Module 4 - Lesson 1 Managing Record
Waord Example 2
Container # | gl 03/12 TRIM Test and Training File
Enclosed? W Yes
Security # | Classified
Author - E.g. From: (Mo E-mails)
Addressee - E.g. To:

2. Go to “ontainer "*I j‘f| mll 03/12: TRIM Test and Training File then click

7 .
on the icon
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If you don’t have the ¥ email the Records Team
(records@une.edu.au)

3. The Record Container window will appear.
Record Container - D20/125976 =4
(®) Set container To
|ﬂ3f12| vla
Enclose the record Mow

Mote: Unchecking this box will not ‘unenclose’ any record.

To 'unenclose’ records use ‘locations - current location’,

Femove permanently From container

Mewe home

|

4,

Simply change the ‘Set Container to’ field to the new number and
Click

Record Container - D20/125976 >

@ Set _ccuntainerTcu

(I:zufzsss) vla
—

Enclose the record Mow

Mote: Unchecking this box will not ‘unenclose’ any record.
To 'unenclose’ records use ‘locations - current location’.

Remove permanently From container

Mewy hame

K ! Cancel Help

Ny
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Step
5. The Container has now been changed...
3 Records - number:D20/125976 - 1 Record
+ @i £ Record Mumber
| W5 p20/125976 5
L4
Record Type B DOoCUMENT
Creator IE Smith, lan
Record Mumber # | M5 D20/125976
Title s D'.‘J’g‘ Content Manager - Module 4 - Lesson 1 Managing Records in TRIM - Drag and Drop -
‘Word Example 2
Container ra B A20/2383: STRATEGIC MANAGEMENT - IMPLEMENTATION - Projects - RECORDS POLICY &
GOVERMAMCE - TRAIMING & INFORMATION MATERIAL - TRIM - COMTENT MAMAGER -
GOTRIM - GOTEIM PRO - DESKTOP - WEBCLIENT - 2020
Enclosed? ~ Yes
Security # | Classified
q thor - : (Mo ails)
;ml When you save a document to a Container it takes on the security of
/\ | that container.
| So, if you move the file to a container with a higher or more specific
level of access, staff who may need to see the record can'’t.
See Advanced course Module for how to update the security on a
Record.
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Notes are very useful tool and can be used to record additional details about
a record or to make the record easier to search for in TRIM.

There is a Search Function (Any Word) which includes Notes in its

parameters. For more information on Advanced Searching options go to
Advanced Module

Step
1.
abq
To View Notes, locate the record and click on Motes
GLOBAL HOME SEARCH VIEW MANAGE ADMINISTRATION
T ™ - a b %
+ B2 5 3 S B QR
Mew  Copy Properties Edit Motes | Final Relationships Related Active Audit Find Refine Refres
£ Record ¢ Pt Records  Events Records Search 5Search
Create & !dit 5
2. Existing Notes (if any) will then appear.

¥ Record Motes - D20/125976 O *

['Mnndag, 3 August 2020 at 2:43:01 PM [GMT=10:00)  Smith, lan:™
“Mew revision of document created:
Mew version supplied by X¥C Pty Ltd

“Monday, 3 August 2020 at 2:24:56 PM (GMT+10:00]  Smith, lan:™
“"Mew revision of document created:
Updates for training purposes

User Stamp Spelling Add Motes

Cancel Help
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Step

You can also add the Notes field to the Meta Data in the Records
- View Pane (see later in this Lesson).

+ ‘i-'i 2 Record Number Title Date Created ~

o -- . 3/FEB/2000

ol - ol A191781 | 5/1UN/2019 at §:49 AM

E 8 014824m s 5/MAR/2003

ol - wll wG16/99 ol B/MAR/2016 at 2:16 PM

o - ol A16/3869 o 15/SEP/2016 at 11:40 AM

ol - el WE16/345 || 11/NOV/2016 at 3:50 AM

il . ol AISAE T - - - - AR INAE o 14,74 AR 7
< >
Record Type i AAA UNE CORPORATE FILE/ CONTAINER ~
Creator 2'- Mo information available

Record Number il A00/542

s
Expanded Number # | gl ADD/0542
Fd

Title B INFORMATION MANAGEMENT - COMPLIANCE - Records - NSW STATE RECORDS - STAMDARDS FOR RECORDS MANAGEMENT -
2016

INotes # | “Thursdav. 30 April 2020 at 9:52:14 AM [GMT-10:00)

Attached Labels c) Click to display

et b ki B U S IRV

or view the Notes in the Notes Tab of the Records View Pane (See
Module 2 Lesson 2)

—
i ‘i'-i £ Record Number Title Date Created ~
o - o e 3/FEB/2000
ol - ol 4191781 ol | | | H N om 5/JUN/2019 at 8:49 AM
B 4% D14sm24a01 a; 5/MAR/2003
o - ol WG16/99 | 8/MAR/2016 at 2:16 PM
ol - ol A16/3869 ol 15/SEP/2016 &t 11:40 AM
ol - ol WG16/345 ol 11/NOV/2016 at %:50 AM
< [ BN RTTZCF-L /) T e e e P R e PR T P o e T T P PR VRS o S P Ty ORI AL a4 11074 ARA N W

“Thursday. 30 April 2020 at 9:52:14 AM (GMT-10:00)

'ﬁu’mf\fo‘w«jr‘\’—rﬂfm’;ﬂn

Properties [+ Motes 4 Preview A Previous /(Rendition

3. To add notes, click on LT , the Add annotation window
will appear.

| Add annotation O *

Place the new notes: Spelling

At the Start
At the End

Insert the new notes with a user stamp

‘ Ok Cancel Help ‘
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Step
4, Type in your notes.
You can check your spelling by clicking on SEEI
Notes are set to default at the beginning (Top) of the Notes window
=l Place the new notes:
At the Start
At the End
A User Stamp (Who made the note and when) can also be added
Insert the new notes with a user stamp
5. Click L_—2¢___| and the note will appear...

¥ Record Motes - D20/125976 O >

%f-esd?}n 5 August 2020 at 1:38:07 PM [GMT+10:00]  Smith, TES.
L te is for TRIM training purposes only.
“Monday, 3 August 2020 at 2:43:01 PM (GMT=T10000)  Smith, lan:™

“Mew revision of document created:
Mew version supplied by ¥YC Pty Ltd

“Monday, 3 August 2020 at 2:24:56 PM (GMT=10:00) Smith, lan:™
“Mew revision of document created:
Updates for training purposes

User Stamp Spelling Add Motes

oK e Cancel Help
:.&r
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Records cannot be Deleted from TRIM, this is one of the key factors in why
TRIM is a Records Management System. However, if you save a record
incorrectly to TRIM and it should be removed, simply use the Recycle Bin.

0

A Record should not be sent to the Recycle Bin for the following
CAUTON.  reasons...

A\ " Incorrect Title
|
\

i Saved to the wrong location (Container)
There is a more up to date version available offline
The work/project did not proceed

] 7

= -___ Y

All of these issues are fixable without creating a second Record or the
record still forms part of the history of what we have done, or even not
done.

Also, TRIM will not allow you to send to the Recycle Bin if you did not
create the Record (only the Creator can send to the recycle bin).

Contact the Records Team if you have any questions.

Step

1. Right click on the Record

V= £ Record Humber Title
L5 co

Y5 20125976

a d an:
Tag All Ctri+A

1]

1]

B Untagall Ctrl=U
< a

o Invertall tags

Record Type B DocumMENT

Creator [&] smith, 1an Copy E0E
Record Number # | @] D20/125976 New 3
Title rd m’g Content Mana Search b Records in TRIM
Container # | mll A20/2383: STR/ MON - Projects -!
INFORMATIO Havigaton ER - GOTRIM -
Enclosed? ' Yes B view
Security # | Classified
Wiew In New Window
Author - E.g. From: (Mo E-mails)
Addressee - E.g. To: & Edit B35y
Current Location 7| ® in container 4 Gl Checkout Record) since M
Notes 7| “Wednesday, 5.4 M Checkln Smith, lan:"
This note is for TR @ Supercopy
“Monday, 3 Augu mith, lan:™
“New revision of Details 4
New version supp Security and Audit »
“Monday, 3 Augu Locations » jmith, lan:™
“Mew revision of
Updates for traini Requests 4
Date Registered # | Monday, 3 Augus Waorkflow »
Date Created 7 | Monday, 3 Augus Communications v
Last Updated By [&] Smith, 1an Electronic D
Last Action Date # | Wednesday, 5 Au Archiving D
All actions
T Administrative Tools »
Document Details M| In Content Ma rd Document, 2
Dacument Stol Send To 3
Access Control # | view Document: 5 Remove From p fricted>
View Metadata: 5 icted>

Update Documen
Update Record M

]

Properties Alt=Enter

Estricted>
<Unrestricted,

10
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Step
2. Click Send to and then & RewceBin
e i M e B B VA T MUt
Requests »
Workflow »
Communications »
Electronic »
Archiving »
Administrative Tools 4
Send To PIE Mail
Remaove From ki 4 DI.'E Save Reference Ctrl+M
[ Properties Alt+Enter i& Print Report
2= Print Document
='i Print Merge
[ web Publish
A3 XML Export
ﬁ Favorites F4
"ﬂm Add To Records Work Tray F3
Add To User Label
" Regycle Bin
3. The add to Recycle Bin Window will appear. Click on the drop down
to select the reason you are sending to the Recycle Bin. In this
example | will be using ‘Duplicate Item’.
L_E Add To Recycle Bin - D20/125576 by
Select a reason for recyding
Duplicate item ¥ h]l
Saved In Errar
Personal Data
Fecords Team Only DO NOT USE
Records Team Only DO NOT USE
Records Team Only DO NOT USE
Cancel Help
Click
4. The Record will no longer appear.
;'u;;l If you accidentally send a Record to the Recycle Bin, the Records
/\ | Team can restore it if needs be.
| Simply email records@une.edu.au
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One of the most common pieces of feedback that the Records Team receives
regarding TRIM is that it’s very different to the Share Drive (Barney) or One
Drive and some users struggle with these differences.

TRIM’s file structure is flat and focusses entirely on the subject or content of
the Record and users can see a maximum of 2 Levels of Containers. Whereas
other systems use multiple layers of folders that usually follow location (i.e.
what team ‘owns’ the data).

TRIM now offers User Labels which allows Users to tag Records and/or
Containers so that they can easily track ‘their’ items. In addition, you can
view them as if you were using Windows Explorer.

Step

1. @

Go to usertabels jn the Short Cuts bar, Favourites

Shortcuts
Favorites
5
Records

&

Locations

5

Saved Searches

Recent Containers
I:I&

Recent
Documents

)

To Do Items

B

User Label” k

Dashboard
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Step
2. The User Labels window will appear. Right click anywhere in the
window. Click New and New Top-Level Item
8 Tag Al Ctri+A
2 Untag all Ctrl=1J
E Invert all tags
Mew L i Mew Top Level ltem .
-*&A ‘hJ
Search 4
3. Name your new User Label and select an Icon (the icons have
specific names but you can use any in the list)
W& Mew User Label O X
General  Notes
ser Label Mame
Training Example
e —
3 startActivity v
completedctivity
it reassignActivity
ey Bcquirehctivity
va, relinquishActivity
= properties
& securityPolicy . o
I OK ¥ Cancel Help
Ry
Click to save the new Label
4. The new User Label will appear in the window.
4! User Labels - top - 9 User Labels
v User Label Name ﬁ'- Owner -~
o2 e Records Team Labels Records Team
e Academic Misconduct Smith, lan
== Anatomy smith, lan
€ Covid Files smith, lan
Ef_g Records Policy and Governance Smith, lan
[ send Files Smith, lan
Training Example Smith, lan
[ [ Training Management Smith, lan
UMNE Life All Files Smith, lan
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Step
5. You can then create a User Label like a sub folder. This time right
click on the Label that you want to create another level for and click
New and then click New Lower Level Item.
45! User Labels - top - 9 User Labels =l
2 User Label Mame '2'- Owner -
[ e Records Team Labels Records Team
B Academic Misconduct Smith, lan
= Anatomy smith, lan
€3 Covid Files Smith, lan
Ef_g Records Policy and Governance smith, lan
[ send Files Smith, lan
u Training Example Tent
=8 E Training Management E fagAll ChlA
UMNE Life All Files § Untagall ctri-U
g Invert all tags
Copy Ctrl=C
Mew k} Mew Top Level [tem
search . ' Mew Lower Level ltem ‘kﬂ
Show Records Cirl+R
Show Locations
Show Classifications
Full user label Name | [ Training Examp show Schedules
Owner [&] smith, 1an Send To 4
Move User Label
Properties /£ Motes X Delete
Security and Audit »
=l Properties Alt=Enter
6. Again, complete the name and select an icon (you can use the same
one) if you wish
7. The Sub Level will now appear when you click on the " .
=
4! User Labels - top - 9 User Labels
+ User Label Name '2‘ Owner ~
[ e Records Team Labels Records Team
UME Life 4ll Files smith, lan
[+ E Training Management Smith, lan
- ';1 u Training Example <mith, lan
Gl Training Example Sub Label
E. Send Files Smith, lan
Eﬂg Records Policy and Governance Smith, lan
€3 Covid Files Smith, lan
== Anatomy smith, lan
B Academic Misconduct Smith, lan
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= Any TRIM user can create Labels for themselves.

' CAUTION . .
f 2 You can easily tell which Labels are your personal Labels and

which are the team Labels by the Owner.

‘ 48] User Labels - top - 9 User Labels =N (==
: | 7 User Label Mame Q'- Cwner ~
= = Il> e Records Team Labels Records Team _
| T UNELifeAllFiles  Smith,lan |
[= E Training Management Smith, lan
F] u Training Example Smith, lan
Training Example Sub Label Smith, lan
[ send Files Smith, lan
Ef_g Records Policy and Governance Smith, lan
€3 Covid Files Smith, lan Personal
= Anatomy Smith, lan
_e Academic Misconduct Smith, lan

If you want Labels for a work area or team please contact the Records
Team records@une.edu.au
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Multiple User labels can be added to a Record or Container.

Step

1. Right click on the Document, click Send To and then AddTo User Label
S B Crds in TRIM - Drag and Drop - M., 3/Al
& B Tag All Ctrl+A
2 Untagall Ctrl=U
g Invert all tags
Copy Cirl+C
MNew » >
" Search »
cord Type B DoCUMENT ~
zator IE‘ smith, lan (=T '
.-.JVM’an%W‘M_,# PV N L
AN s 19 Electroni 3
“Monday, 3 August Archiving » fith, lan:”
“Mew revision of do
Updates for training Administrative Tools 3
te Registered # | Monday, 3 August 2| Send To e mail
te Created # | Monday, 3 August 2| Remove From ki » EEE e T — Cirl=M
it Updated By [&] smith, 1an & Print Report
N } = Print Repo
it Action Date # | Wednesday, 5 Augu Gl Properties Alt=Enter -
. 2= Print Document
actions . .
cument Details m’g In Content Manager document store, Microsoft Wo S EInEMEe
Document Store ID: Main Document Store:001+01KY [@J Web Publish
cess Control # | View Document: Same As container A20/2383: <Unrestri
Wiew Metadata: Same As container A20/2383: < Unrestrig @ RMEBEReT
Update Document: Same As container A20/2383: <Unreg e Favorites F4
roperties 4 Motes A Pre'\riew/(Previous /(Rendition ﬂm Add To Records Wark Tray 3
Add To User Labe! | —
zcords - number:D20/125976 - 1 Record | £ k'
L‘F Recycle Bin 7
2. The Select from User Labels window will appear.

Select the Label you want to assign (click on the ~ for Sub Labels)

& Select from User Labels - top - Filtered - 9 User Labels [m} >
User Labels
User Label Name & owner ~ "
B Academic Misconduct Smith, lan
= Anatomy smith, lan
€9 Covid Files Smith, lan
Efg Recaords Policy and Governance smith, lan
[ send Files Smith, lan
Fi u Training Example Smith, lan
[#] Taining Example sub Label g
[ E Training Management Smith, lan
UNE Life All Files Smith, lan v
£ >
Full user label Mame Training Example - Training Example Sub Label 2
Dorrrrs (8] Comitts 12m he
Properties 4 Notes
0K 4| Cancel Search Help

Click

You can right click in the window to create a New Label

3. The Label has now been added to the Record
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Much like windows has Explorer so does TRIM. This is where you can see
your labels and the Records assigned to them.

Step

1.

In the Global Tab click on ®P'°"*" the Explorer Window will appear.

GLOBAL HOME SEARCH

I Ij Check In
— | Check Cut

New Copy Properties Edit
= Record

5 = Side by Side
=1
v Cascade
Dashboard .
e Windows

Mavigation

Cre

2. Explorer provides alternate ways to get to your ...

Favorites

Records - Empty list - Mo Records found.

v i 9 Record Mumber

[ Ei Records

i~ € Locations
[ ﬁ Classifications
[ ﬂ Schedules

3. Trays

Records - Empty list - Mo Records found.
[~ W Favorites J ‘i'.i ES Record Number Title

l'@ Recent Containers
EEE-J Recent Documents
.L Records Wark Tray

.L Recards In
Q. Records Due

.E', Records In or Due
[ EJ User Labels
[= Classifications
[ To Do ltems

R e T T

4, and To do Items
See Advanced Module
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Step

5. However, it’s the User Labels that are most useful. Simply click on
i UserLabels and your top level (including any Team or Group Labels)
will appear.

F )

Records - Empty list - No Records found. }

i ¢ Favorites

[k, Trays

4 gigl User Labels

[ 9 Records Team Labels

B Academic Misconduct
= Anatomy

€9 Covid Files

E‘Eg Records Policy and Governance <
[ send Files

[> u Training Example

= E Training Management
UNE Life All Files

+ @i E2 Record Mumber Title

[= Classifications
[+ To Do ltems

6. You can then Navigate much the same way as you would in Windows
Explorer to see what records exist in each Label.
Records - label:Training Management - 11 Records EI@
I- # Favorites + ‘i'-i 2 Record Number Title [l
b Trays ol - ol 0312 ol TRIM Test and Training File
4 &) User Labels B o po7ss2038 W
- € Records Team Labels B 05 oizvestao /5
© Academic Misconduct o - ol A13/2394 ol
= Anatomy ol - ol A13/3109 ]
€3 covid Files ol - ol WG19/981 ol WG19/95 - RP&LG PLANNING - TEMPLATES v
Efg Records Policy and Governance < >
@ Send Files R dT IWG WORKGROUP FILE
~
[ u Training Example e ; ) ) )
MT{EIH\HQ MERSGEMEnDaN Creator =% Mo information available
- B Record Mumber # | ol 0312
=3 ETramlng Management - waining b ’
UNE Life Al Files Title mll TRIM Test and Training File
[> Classifications Container 4 Vi P
Date Registered # | Tuesday, 19 February 2002 lewPane
[= To Do ltems
Security # | Public
Current Location rd IE‘ Virtual Electronic Record since Friday, 12 June 2020 at %13 AM
Expanded Number # | gl 2003/00012
Access Cantrol # | View Dacument: Peanle in flniversity of New Fnalandi

This window is much the same as the overall TRIM window with a
Records List Pane (displaying all those records with the Label
attached) and the View Pane (Meta Data, Notes, Preview etc)
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TRIM allows you to ‘Relate’ records so that if you find one you can find the

others or just make sure users are aware that there are other records or
containers.

For instance, you can relate the Project file that was established and the
Contract file that resulted together so they are both found at the same time.

[ Relate Records To - All tagged Records O X

Relationship Type |Related to ~ I
Build up a list of records to relate Capy of

+ Relationship Type Supersedes
Attached to
Alternatively within
Redaction of

Reply to

Original of

\Is superseded by
Has Attachment
Alternatively contains
Was Redacted To
Has Reply

Latest Part OF
|Latest Version Of

Concel | [ b

This lesson only covers ‘Related to’ see Advanced Module for...

‘Alternatively within’ - have a record appear in two or more containers
at the same time,

‘Supersedes’ - where a new document replaces an old document

‘Is Superseded by’ - where an old document is replaced by a new one.
‘Copy of’ - Identifies multiple copies of a document

Relationships can be created either when you are creating a new record or
you can link existing records easily.

To view an existing Relationship, go to the Records View Pane and you will
find the ‘Related records’ field.

v #i £9 Record Number Title -

| WS p20/127809

<

Record Type B DOCUMENT
Creator IE smith, lan

Record Mumber # | M) D20/127809
Title PR .5

e

DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 - Managing Records in TRIM - Updating Basic
Metadata

—— A e,
S AN AN e NN ST R NV |
Edit Status s Checked Out
I Related records Related to: D20/121894: DRAFT - Content Manager - Desktop Client Training - Module 3 - Lesson 1 - Basic Searching I

Alternative container

Expanded Mumber s M’g‘ D2020/127809
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Step

1. Create the new Record. When you get to the New Document
Window, complete the Title, Container and any other required fields
and go the Related record field.

B New DOCUMENT (= o ==
General MNotes Other Record Actions  Scheduled Tasks
Record Title (Free Text) # | DRAFT - Content Manager - Desktop
Client Training - Module 4 - Lesson 3 -
Managing Records in TRIM - Related ~ %
Dacuments|
Container @ |A20f2333.r2 |v a8
[ Enclosed?
Author - E.g. From: (Mo E-mails) | |v o,
Addressee - E.g. To: | |v o,
Related record |v QI
Date Created @ | 7/08/2020 9:09:56 AM |=
Attach / Upload File - Browse |H
Security Classified (-4
Access Control View Document: Same As container [none HE S
2. Related record o L * :
Goto 4% and click on

the O‘
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Step

If you know the Record Number you want to relate the new record to
- just type it in, TRIM will locate it and the Font will go Bold.

You can then hover your mouse over the number and the name of
the document will appear. You can then use that to confirm you are
relating the right document

B New DOCUMENT = =R <"

General Notes Other Record Actions Scheduled Tasks

Record Title (Free Text) # | DRAFT - Content Manager - Desktop

Client Training - Module 4 - Lesson 3 -
Managing Records in TRIM - Related ~ T
Documents

Container | A20/2383/2 |v a
[ Enclosed?

Author - E.g. From: (Mo E-mails) | |v 4,

Addressee -E.g. To: | |v 8,

Related record | D20/[:27809 |v q_|

DRAFT - Content Manager - Desktop Client Training - Medule 4 - Lesson 3 - Managing Records in

Attach / Upload File - Browse | |ﬁ

Security & Classified [+

Access Contral View Document: Same As container (none - Y
#

Cancel Help

3. The Search for Records window will appear. Complete the search as
£ Select from Records - title:Content Manager Module 4 Lesson 3 - 1 Record m} X
Search by Matching criteria
+ | Record Number |v o | | B Q)
New ‘i'-i E3 Record Number Title
L@ | "W p20/127809 DRAFT - Cantent Manager - Desktop Client Training - Module 4 - Lesson 3 - Managing H
Recent
Containers
I-—IL
Recent
Documents < >
y
I__LJ* Record Type i DocuMENT A
Favarites Creator [&] Smith, 1an
i Recard Mumber rd [‘.E D20/127309
o Title # | M2 DRAFT - Cantent Manager - Desktop Client Training - Module 4 - Lesson 3 -
Records Managing Records in TRIM - Updating Basic Metadata
Work Tray Container # | mll A20/2383/2: Training Material Development - Content Manager - Desktop
Enclosed? o Yes
L * 1 Security # | Classified
Records In Author - E.g. From: (Mo E-mails)
T Addressee - E.g. To:
|QI Current Location 4 a‘. In container 'A20/2383/2 (Virtual Electronic Record)' since Wednesday, 5 v
Records In N - = e
or Due Properties A Notes A PrevlewAPrewuus /(Rendlt\un
= Cancel Search Help
e
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Step
4. Select the Record and Click L__2¢ |
5. Finalise the form and the new Record is now related to the existing
Record
[ Records - D20/131637 - 1 Record =N EcR~=
~' Fi B2 Record Number Title
i . D20/131637 . DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 - Managing Records i
< >
Record Type B DoOCUMENT Py
Creator IE Smith, lan
R mber W
S NSV B S e SR SR R el ST
Revision Mumber o
Checked Out To
Edit Status 4 mRecord has no document attached,
Related records Related to: D20y12730%: DRAFT - Content Manager - Desktop Client Training - Maodule 4 -
Lesson 3 - Managing Records in TRIM - Updating Basic Metaga
You can relate as many Records together as you need and the
- relationships are viewable by any user with access to those records.
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Of course, sometimes you will have existing Records or containers that you
want to relate, and to do this is a slightly different process.

CAUTION

At the time of writing (August 2020) there is an issue with using
A the Relationships Button to edit or remove Relationships. Please
use the Properties option instead, details are below

el
Step
1. Locate the records you want to relate. It’s much easier if you already
know their Record Numbers
2. Select one Record (although you can select multiples if needs
N
. Relati hi
be).and click on TN
(3 |7 =| Content Manager
E GLOBAL HOME SEARCH VIEW MAMNAGE A
3 S 3 P
| [
+ = =R = &
Mew | Copy Properties Edit Motes Final JRelationships |Related
< Record Records
Create & Edit
3. The Relate Records To window will appear.
[3 Relate Records To - D20/131637 O >
Relationship Type Related to v
Build up a list of records to relate +
+ Relationship Type Record Mumber Title
f
oK Cancel Help
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Step
4, If you want to ‘Relate to’ ensure you click on the Relationship type
drop down and select the correct option
[ Relate Records To - D20/131637 O *
Relationship Type Related to ~
Build up a list of records to relate Copy of L‘j
+ Relationship Type Supersedes
Attached to
Alternatively within
Redaction of
Reply to
Original of
Is superseded by
Has Attachment
Alternatively contains
Was Redacted To
Has Reply
Latest Part Of
Latest Version Of
5. Click on the &
Relationship Type Related to ~
Buid up a list of records to relate s X I-'-l
v Relationship Type Record Mumber Title
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Step

Search for the Record you want to Relate to (See Module 3 Lesson 1
- Basic Searching)

L_E Relate Records To - D20/131637

O X |
-
Relationship Type Related to bt
Build up a list of records to relate 24| @ |i| |
Search for Records O X
Search  Filter  Record Types Sort Results Options
Search By
| Title Word |v o
Enter the words to use for this search
[1 [“la] §
This search method requires more information.
@®AND (D OR|  MNew Insert Delete [ NOT Reset
title:
Ier
UR| |
| Cancel Open Editor - Help r
=4

Once the record is selected it will appear in the Relate Records To
window

L_E Relate Records To - D20/131637

O > |

|
Relationship Type Related to i
Build up a list of records to relate s X |+

v Relationship Type

Record Mumber

Title

|Related to

D20/125995

DRAFT - Content Manager - Desktu-pl

OK

Cancel Help

Once complete click Lo |
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At the time of writing (August 2020) there is an issue with using the
Relationships Button to Edit or remove Relationships. Please use the
Properties option instead, details are below

Step
) g |
. Properties
Click on
n GLOBAL HOME SEARCH VIEW MAMNAGE
+ B2 MMk &
=5 ab
Mew | Copy [Properties | Edit Motes Final Relationships
- Record e
&’ Create & Edit
2.

i DOCUMENT - D20/131637 o X

I Related records J Attached thesaurus terms Scheduled Tasks
General [ Other Record Actions Contacts

Record Title [Free Text) # | DRAFT - Content Manager - Desktop Client
Training - Module 4 - Lesson 3 - Managing
Recards in TRIM - Related Documents - Py
Example

Container & |A20,’2383!2 |v o

Enclosed?

Author - E.g. From: (Mo E-mails) |

Addressee - E.g. To: |
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3. The list of Related records will appear.

B DOCUMENT - D20/1316 O X ‘
|
General Motes Other Record Actions Contacts
Related records Attached thesaurus terms Scheduled Tasks

£ Related record

Related to D20/127809 DRAFT - Content Mana...
Related to D20/125995 DRAFT - Content Mana..,

Related record D20/127809

Related record title | DRAFT - Content Manager - Desktop Client Training - Module
4 - Lesson 3 - Managing Records in TRIM - Updating Basic
Metadata

Relationship Type Related to
Unique Identifier 655979

oK Cancel Help |

4, To Add, Edit or Remove a Relationship, right click and select the
appropriate option.

B DOCUMENT - D20/131637 O X
General Motes Other Record Actions Contacts
Related records Attached thesaurus terms Scheduled Tasks

\f Description 3 Related record Related record title

Tag All Ctrl+A

Related to
Untag all Ctrl+UJ

Invert all tags

Copy Ctrl+C

Add Related record

Delete Related record

Mavigate to Record

=l Properties Alt=Enter ?f

W= DT TETOUT

Related record

Related record title | DRAFT - Content Manager - Desktop Client Training - Module

4 - Lesson 3 - Managing Records in TRIM - Updating Basic
Metadata

Related to

655979

Relationship Type

Unigque |dentifier

27 RECORD# D20/127809 14



University of
New England

Records, Policy & Governance
TRIM - Content Manager
Desktop Client - User Guide

TRIM has functionality that allows users to share records and information
from TRIM with other users and non-users.

This includes References (a type of link), hyperlinks for records (links to the
TRIM Web Client) and emailing Records and References directly from TRIM.

Step
1. References are a type of link that allows other users to simply click
to bring up the record in TRIM. To create a Reference simply locate
the Container/s and/or Record/s you want to share.
If you want to select multiple records simply tag the ones you want
- by clicking on the left-hand side of the record.

+ = E2 Record Num... Title Date Creat
Al W5 D2o/119567  WE| D : ger - De - g d

~ | 0 D20/121894 5] DRAFT - Content Manager - Desktop Client Training - Module 3 - Lesson 1 - B... 30/AJUL202
+/ |l @5 D20/119538 M5 DRAFT - Content Manager - Desktop Client Training - Module 2 - Lesson 1 - D... 27/JUL20

*o' . Dﬂ’g‘ D20/125248 l'fg‘ DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 1 -...  31/JUL20
+ . D'.'Jdg' D20/125995 EE DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 2 -...  3/AUG/20,
i mdg' D20/127309 Eﬂ%‘ DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 -...  5/AUG/20

B 05 p20s131852 [ DRAFT - Content Manager - Desktop Client Training - Module 5 - Qutlook Int... 7/AUG/20

If you want to select all of the records in the Records List Pane
simply click on 8 (or CTRL + A)

ﬂ GLOBAL | HO é O-_- 5 x
+ B :h F123 BBl | m ||

4
= !
Mew  Copy Properties E Count Container hl!haring Mavigation |Actions
> Record > = =
h
Shortcuts Search Tag All (Ctri+A)

Favorites |a Record ’7 Tag all items in this window
= } P
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Step
2. In this example | am selecting all of these Records as a Reference
. )
~ i B2 Record Mumber Title - ‘
~ B 05 p2o/127809 | DRAFT - Content Manager - Desktop Client Training - Module 4
~ B 05 D20/125995 Z| DRAFT - Content Manager - Desktop Client Training - Maodule 4
~ B 05 pzo125248 Z| DRAFT - Content Manager - Desktop Client Training - Maodule 4
< B 05 Dzo121894 Z| DRAFT - Content Manager - Desktop Client Training - Module 3 -
< B 05 Dzo/119567 Z| DRAFT - Content Manager - Desktop Client Training - Module 2 -
< B 05 p2o/118538 Z| DRAFT - Content Manager - Desktop Client Training - Maodule 2
> R
Reference
Click on
GLOBAL = HOME {'
+ 3 YR~ I
= & Untag Al
New Copy Properties Edit Mail
4 Record
4, Because | have selected multiple records, TRIM just wants to make
sure | really do want to send them all.
E Aake Reference o4
Apply Ta:
(® All Tagged Rows
() Cumrently Highlighted Row Cnly
| [] Mlways Show Thiz Dialog
| r—
QK 1 Cancel Help
. A
Select the correct Radio button and Click
5. You are then given the option of creating the references individually
or as a single group. The Records Team recommends using the
Single Content Manager Reference File Option.
(®) Create a single Content Manager Reference File
Click on |C:\Users\TsmTthﬁ\Desktop\TRlM References\Records.trs |v =
6.
You will need to save the reference somewhere. Simply click on
to select your preferred location. Then Click
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Step
7. The Make Reference window will appear if you agree, click either
Yes | to check each one or | Y=t Al | (Records Team
Recommends the second option)
@ Make Reference - All tagged Records *
—~ D20/127309 Yos
=| DRAFT - Content Manager - Desktop Client Training - Module 4 -
Le 3-M ing Records in TRIM - Updating Basic Metadat
SS0M @naging mecords in Ju] Ing Dasic a a Eﬁ”&!
Do you want to nake a reference to Record 'D20/127809°7 Ma _'?
Cancel
Help
8. The Reference has been saved to the location selected by you.
| |2] = | TRIM References
Home Share View
« v » TRIM References v
a ~ Name - Date modified Type Size
v B This pC 7/08/2020 11:12 AM _ Content Manager . 2Ke
3D Objects
References can be attached to emails to other users and it will open
- TRIM at those records if used.
~ | NOTE: Sending a Reference to another user does not give the other
Z‘\“i' user access if they don’t already have it.
|

For information on Security in TRIM, please contact the Records
Team (records@une.edu.au ) or go to Advanced Module # -
MISSING
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TRIM gives multiple simple options to email information to other users and

non-users.
Step
1. Locate the Record/s you want to send to another person.

If you want to select multiple records simply tag the ones you want
by clicking on the left-hand side of the record.

v =l B9 Record Num.., Title Date Creat
q‘u"—u'—,.. . = Neskton Clie S e — 0
al H" D20/121894 ﬂ" DRAFT - Content Manager - Desktop Client Training - Module 3 - Lesson 1 - B... 30/JUL/202
v | @5 D20/119539 {5 DRAFT - Content Manager - Desktop Client Training - Module 2 - Lesson 1 -D... 27/JUL/20;
v | @5 020125248 @5 DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 1 -...  31/JUL/20
v |l @5 020/125995  @% DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 2 -...  3/AUG/20
[ ] EL_ D20/127809 H" DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 -...  5/AUG/20.
B 0% 0201131852 @ DRAFT - Content Manager - Desktop Client Training - Module 5 - Outlook Int... 7/AUG/20

If you want select all of the records in the Records List Pane simply
click on & (or CTRL + A)

“ GLOBAL } O' x
+ B E\ 123 @D M = o

New Copy Properties Count Container gharmg Nawgahon Actions

~ Record -
Shortcuts Tag All (Ctrl+A)
Favorites d Recor ')} Tag all items in this window
{

hd

Click on

m GLOBAL = HOME  SEARCH

I F Eﬁcmckl
= =l -

& Check

)

aii "eference
— ,.&‘ R
o

Mew  Copy Properties Edit
v Record

Sharing
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Step
3. The Send to Mail Recipient window will appear
mil Send To Mail Recipient - All tagged Records O x [
Format  Metadata P
Content Manager record reference
[Jinternet URL
[JElectronic document
Mewy attachment name [Optional]
[JElectronic renditions r
Working copy of the electronic document (Checked out by you)
Cancel Help
4. Select the Options you want to use. In this case we will select

=l Send To Mail Recipient - All tagged Records O

Format metadata

ontent Manager record reference

nternet URL

lectronic document

Mews attachment name [Cptional]

[ ] Electranic renditions

Working copy of the electronic document [Checked out by you]

You can select whichever is the most appropriate.

Click
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Step

There are 3 main options...

Content Manager record reference will send a reference (or
link) that the other user can click on and be taken to TRIM at
that document

Internet URL - This will open the TRIM Web Client at the
Record

Electronic Document - The actual document itself will be
sent to the other party. There is a risk as this will be an
uncontrolled copy not subject to TRIM security. This should
only be used when sending to external parties.

—

CAUTION |

AN

If sending an Electronic Document which you expect will be
updated and returned it is highly recommended that you Check Out
the document in TRIM so it cannot be edited while it is with the
Third party.

If you have selected multiple records you will be asked to confirm
your selection.

Click | Yes  |or| "esteAl |35 appropriate.

The email will appear and each document (in this case) with both
the document and reference attached and the hyperlink/s
embedded in the content of the email.

= Content Manager records - Message (Plain Text)

Message Insert Options Format Text Review Help Content Manager Acrobat Q Tell me

|.-. s &8 [l Attach File | EI P ;,
‘/@ 07 Attach Item - - - 1
Paste Address Check Attach File  Assign

- Book Names |4 Signature~ vialink  Policy~ ¥
Clipboard Basic Text Names Include Adobe Acrobat Tags My Templates ~

From ¥ | ismithé@une.edu.au

Send

To..
Ce

Subject Content Manager records

sz DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 - Managing Records in TRIM - Upd...
=| 905KB

Attached EE DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 - Managing Records in TRIM - Upd... _
=LA 1kB

ma—| DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 2 - Managing Records in TRIM - Upd... _ |~

——=< Content Manager Record Information »——
hitp://records.une.edu.au/HPRMWebClient Puri=3645986&t=record&lang=In_englishUs&mbd=false
Record Number: D20/127809

Title: DRAFT - Content Manager - Desktop Client Training - Module 4 - Lesson 3 - Managing Records in TRIM - Updating Basic
Metadata

R e e I

Send the email when ready
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TRIM’s structure is flat compared to Share Drives and One Drive; however,
you can have one level of Sub Folders.

Sub folders can be used to help you sort your records in the way that makes
sense to you. There are 2 ways to create a sub folder

Create a New Subfolder
Copy an existing Subfolder in the same Container

) You can create Sub folders in any Container that you have access to -
CAUTION

A however they can only be used for records that would be saved into

that folder if there were no subfolders.
-

This is because the Retention Schedule (how long we have to keep

the records in the file) is set based on the topic/subject. Adding in
other documents means we may destroy documents before we are legally
supposed to.

Step

1. Locate the Container where you want to add the sub folder (you
don’t need it open but you need the number).

| will be using A20/2383 in this example.

ﬁ GLOBAL HOME SEARCH EWI
+ E=NE M=l o4

‘Enpy Properties Edit Motes  Final

Create & Edit

5

34 RECORD# D20/127809 14




Records, Policy & Governance
TRIM - Content Manager
Desktop Client - User Guide

University of
New England

Step

3. The Content Manager - New window will appear.

To find the ol sus FoLoer option quickly, simply start typing the word
‘sub folder’, TRIM will take you to it

Content Manager - New O = 1 th
Document Queue Qrigin Document Store Meeting Other
Record Waorkflow Location Record Type
ner
=il Mame % Home A
8 E STUDENT 99 FILE CONTAINER (5] virtual Eled [
B ESO5 COMPLANCE [£%] internation [yc
Wl EXAMINATION FILE CONTAINER. [E3] Evaminatiae . WOI
B cxaminamon paper | [ Prefic Search - Name x
ol FACILITIES MANAGEMI
% GipA FORM | B | [[ox |[Hep
B HRS PERSONNEL DOC
£ HRS POSTION ESTABLISHIENT [§3] Human Res ™ 7"
&8 HRS STAFF FILE IE‘ Human Res
B |EGAL COUNSEL DOCUMENT B chief Legal I
B2 MEDIA - AUDIO RECORDINGS (5] Records Pal
@ MEDIA - DVD OR CD (%] Records Pal
[ MEDIA - VIDEO SOUND RECORDING ¥ Records Pal I
% OFFICE OF THE SECRETARIAT [ Office of th
B PHONE CALL STICKY NOTE (5] student su
ol PSYCHOLOGY STUDENT CLINICAL FILE Group - Clir
= RECORDS BOX [£] Records Pol
W RECORDS BOX - SCANNED STUDENT RECORDS  [£4] Recards Pol 1
SERIES
F SUB FOLDER @\nnual Eled L
= | I ANFUNGE  UENITACC FEMTRE 5 nebine o1 ¥ 1
< >
HELR
OK Cancel Help

Select i sue Foper  and click
4. Title the Sub Folder appropriately and add the Container Number

ol New SUB FOLDER = =R

General  Update Security and Access Policy  Scheduled Tasks

Title [Free Text Part) A20/2383 - Training & Information Material -
Content Manager - Example 1|

Container [A2072383 |~ @

Cancel Help
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Step

e

CAUTION |

AN
ol

Sub Folder Naming Conventions
The format is as follows...

Parent Container Record Number - Subject/s - Specific Sub Folder
Topic

So in this example...

A20/2383 (Container Number) - Training & Information Material
(Subject Part 1) - Content Manager (Subject Part 2)- Example
1(Specific Sub Folder Topic)

Contact the Records Team (records@une.edu.au ) if you have any
questions

Click Lo |

The Sub Folder will appear

B8 Records - A20/2383/7 - 1 Record

v i B2 Record Number Title

@A—znmaaﬁ ol Mm Infarmation Material - C

£

mll 5UE FOLDER
[&] smith, lan
A20/2383/7

Record Type

Creator

Wy
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If you have an existing sub folder in a Container it’s often easier to simply
copy the existing sub folder.

Step
1. Locate the existing Sub Folder you want to copy - in this example, |
will be using A20/2383/7.
3 Records - A20/2383/7 - 1 Record e [-E )
+ &l £2 Record Humber Title
X »e023837 [[] 20/2383 - Training & Information Material - Content Manager - Example 1
ol SUB FOLDER

2.

Highlight the existing Sub Folder and Click on  Record

n GLOBAL HOME rfEARCH VIEW
+ 2| ch 9 M o

New | Copy |Properties Edit MNotes Final
- Rece s,

Create & Edit

Shortcuts Search for Sear
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Step

The Copy Record window will appear.

| ml Copy Record - A20/2383/7 >

Select properties to copy

Security profile |:|Attached actions
[ Access Control [ Additional Fields
I:lDiSpO!itiOﬂ Cdntacts
Attached thesaurus terms Current Location
[#] Attached dassification Owner
[IRelated To Relationships Home

! DAIternati\re Container Relationships Electronic document
DNotes Retentidn schedule

Container Date fields
| [ A20/2383 [vla
|
Select all Select none

Mumber of copies

B

[ relate the records as 'Original/Copy’

oK cancel Help

—

CAUTION |

AN

Only the tick boxes shown here are to be selected. Once selected
they will be your default.

Select properties to copy

Securit)r profile I:‘Attached actions
[ Access Cantrol [ Additional Fields
I:‘Dispdsitidh |:|Contacts
Attached thesaurus terms Current Location
Attached classification Owner
DReIated To Relationships Home
I:‘Alterhati\re Container Relationships Electronic document
Dthes Retehtidh schedule
Container |:|Date fields
|Azu.fzsss |v &
Select all Select none

In particular, ensure that [IRelate the records as "Original/Copy’ js NOT selected

You can create multiple copies in one go by changing the number in
Mumber of copies

1 F
I: =, but in this example we will only create 1 new copy
Click o1,
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5. The old and new Sub folders will appear in a new window. You now
need to update the new folder as appropriate. Select the new sub
. rs .
folder and Click on the for Title
3 Records - A20/2383/7 plus a copy - 2 Records El
+ &l E3 Record Number Title
ol ol 220023837 wll A20/2383 - Training & Information Material - Content Manager - Example 1
| N | A20/2383/3 | | A20/2383 - Training & Information Material - Content Manager - Example 1
£ >
Record Type il SUB FOLDER
Creator @ Smith, lan
Record Mumber # | il A20/2383/8
Expanded Number # | will A20/2383/00008
Title # | @l A20/2383 - Training & Information Material - Content Manager - Example 1
Attached Labels RAE) Click to display
Container /| gl A20/2383: STRATEGIC MANAGEMENT - IMPLEMENTATION - Projects - RECORDS POLICY &
ol R AL S e & RL1 SRR 1 AT DAl e SLLAGES, -
6. The Change Title window will appear

Ml Change Title - 420/2383/8 et

thange free text

N#j free text title A20/2383 - Training & Information Material - Content Manager - Exar

Prepend to free text | |

Append to free text | |

Change free text

Select the
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Step

Update just the Sub folder specific portion of the Title

B Change Title - A20/2383/28

Change free text

Mew free text title

83 - Training & Information Material - Content Manager - Example 2

Prepend to free text |

Append to free text |

Change classification title

The new Sub Folder is now ready to use.

3 Records - A20/2383/7 plus a copy - 2 Records

~' Fi £3 Record Number Title
ol il 2202 820 - Training & Infarmation Material - Content Manager - Example 1
| | A20/2383 - Trainin. " Information Material - Content Manager - Example 2
< >
Record Type ol SUE FOLDER
Creator

[&] smith, 1an
Record Number # | mll A20/2333/3

Expanded Mumber # | mill A20/2383/00008
Title

# | ol £20/2383 - Training & Information Material - Content Manager - Example 2

Attached Labels e Click to display
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Module 5 - Desktop Client -
Managing Records in TRIM - Outlook Integration

TRIM integrates exceptionally well with Outlook, not only can you simply
drag and drop an email or an attachment on an email but you can also:

Save emails to TRIM as you send them

Create links to TRIM for your most common TRIM containers

Link Outlook folders to TRIM Containers

Attach TRIM References and documents to Emails without opening
TRIM

View Record Numbers of Emails saved to TRIM

In addition to these topics we will also look at...

basic trouble shooting for TRIM in Outlook
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;;T,;] To have the integration with Outlook you must have a TRIM log in
A‘ and TRIM (Content Manager) installed on the computer you are
using.

The integration does not work with the Outlook Web App.

The best way to confirm that you can utilise the integration is to confirm you
have the Content Manager Tab.

Inbox - ismithé@une.edu.au - Outlook

Send [ Receive Falder View Help Content Manager Q Tell me what you want

S B0 @ Xoam s o
- X 2 Reply All G5~ _

Mew  MNew  Schedule a Start Instant Delete Archive i Quick Mar
Email Items~ Meeting~ Meeting - Meetmg &~ €3 Forward [ - Steps ~ -

Mew Zoom TeamViewer Delete Respond Quick Steps
4 Favorites N

Search Current Mailbox

See Basic Trouble Shooting if you have TRIM installed on your
computer and the Tab doesn’t appear.

There are a number of great options in the Content Manager Tab.

File Home Send f Receive Folder View Content Manager

HERS 8 OETO

Check CheckIn  Open Open Checkin Progress Check  Open  Help
In &s  With Style ~ Record Container = attachments In Styles  Log

Qutlook ltem Toaols
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=

Check
In As

B

Check In
With Style ~

e

Open
Record

B
Open
Container =

&
Checkin
attachments

0

Progress

Ey

Check
In Styles

:E

Open
Log

Records, Policy & Governance

TRIM - Content Manager
Desktop Client - User Guide

Use this button to save an email into TRIM

Save into TRIM using a ‘Check in Style’ or template with a
defaulted TRIM Container

By highlighting an email already saved to TRIM and clicking
Open Record, the Properties Tab will open (without all of
TRIM opening as well). This is a quick and easy way to update
the Title of an email in TRIM if you forgot to do it when
saving originally

When you have a Linked folder in Outlook you can highlight it
and click the Open Container Button TRIM will open at that
container

Sometimes you only want to check in an attachment, this
button will allow you to do that without separating the
attachment first.

View the progress of Outlook interacting with TRIM

Manage the Check in Styles (or Templates) that you have in
Outlook for saving emails to TRIM

View the transactions that have occurred in the integration -
you may be asked to provide this information if the Records
Team are trying to investigate an issue
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Step

Locate the document you need to update

=

Check

Locate the email you want to save and Click on 'm#s

The ‘Select from Record Types’ window will appear. Select the
appropriate option and Click

A progress bar will appear at the bottom of the Outlook window.

R S VBT P o Y SR
2020 - Grace Requests - WG19/328 v e
= B 3

EF & g e q

Content Manager - X

0 jobs in queue - Currently checking in user selected items: Getting user input

Cancel

Items: 1,737 All folders are up to date, Updating address books,  Connected to: Microsoft Exchange /] Automatic Replies [l B - ] + 100%

As well as the New Document Window, complete the appropriate
options

B New DOCUMENT O b4

General Notes Other Record Actions  Scheduled Tasks

Record Title [Free Text) # | Content Manager - Desktop Client Training -
Training Example

v %

Container & |03x12| |v &
En(losed?

Author - E.g. From: (No E-mails) | |v o,
Addressee -E.g. To! | |v a
Related record | |v L+
Date Created - | 6/08/2020 3:04:00 PM |ﬁ
Attach / Upload File - Browse Email message on "CXMN2Z2.ad.une.edu.au’
Security Classified a,
Access Control View Document: Same As container [none set); Vieq

Click
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CAUTION |

AN

It is important to name the email correctly. Emails are often sent,
forwarded, replied, forwarded again etc the content can change and
the original subject line may not be what the email ends up being
about.

Also, sometimes perhaps when we are in a hurry, we might make a
very short, non-descriptive subject which will possibly make it very
hard to find the email in the future.

Check that the title is appropriate and can be found at a later
time.

The Progress bar will disappear and a couple of things will happen
to the email in Outlook.

Search Current Mailbox el Current Mailbox -
All Unread By Date w T
y L
1:39 PM |
7 August 2020 Dear Colleagues, A reminder that Monday 10 August is the next
4 Yesterday
b P

Thu 4:36 PM 2%
Dear lan, You hay

D20/131882
Thu 3:20 PM

UME's weekly staff newsletter with news from around campus and beyond.

Thu 3:10 PM b
2 Reply 2 Reply All 24 Forward GESIM
Us~— UNE Staff Newsletter «media@une.edu.aus @ lan Smith Thu 3:04 PM
CM: UNE Pulse - & August 2020
ﬂ If there are problems with how this message is displayed, click here to view it in a web browser, .
University of New England View this email in your brov

If you have added the CM Record Number as a Column (see below) it
will appear and the letters ‘CM’ will be added at the beginning of
the Subject Line.
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1. Right Click on the Column Headers in Outlook and select
-;1-* View 5ettings...

. I Miore S 7 Teate e —
T ey R R P T " ~
TeamViewer Delete Respond Quick Steps & Wove
<
Al Unread
2| Do | FrOm g . RECEIVED
i GRE Staf Fiewsictier W © Aronge By " Thi /0672020 3:20 P
UNE's weekly staff newsl¢ T| Reverse Sort us and beyond,
Ryan Young 5 Field Chooser Thu 6/08/2020 310 PM
Hiall | met with Gabrielle ihe confimed that she'll be continuing as the Director Governance u
Remove This Column
Collette Gooch Thu 6/08/2020 3:04 PM

Group By This Field

&

| did chat to Robyn and s| = “Check in with Style’. Any chance when you have updated your traing

Group by Box

Caleb Dobos Thu 6/08/2020 1:28 PM

A At s A A R

Thank you very much, lan.fu#  view Settings...
[l conette Goocn Thu 6/03/2020 11:39 AM
From: Ranae Heydon <theydon@une.edu.au>
Ui Fapo = e, IS

2. The Advanced View Settings: Compact window will appear, click on

Columns...
Advanced View Settings: Compact et
Description
I Columns... ) importance, Reminder, lcon, Attachment, From, Received...
L
Group By... Mone
Sort... HF TRIM Record Mumber (ascending)
Filter... Off
Other Settings... Fonts and other Table View settings
Conditional Formatting... | User defined fonts on each message
Farmat Columns... Specify the display formats for each field
Reset Current View OK Cancel

3. The Show Columns window will appear

Show Celumns *

Maximum number of lines in compact mode:
Select available columns from:

Frequently-used fields w

Available columns: Show these columns in this order
Auto Forwarded ~ Add - Importance
Cc Reminder
Contacts < Remove lcon
Conversation . Attachment
Created From
Do Mot AutoArchive Mew Column... R_ecei\red
Due Date Size
Flag Completed Date Categories
Follow Up Flag Mention
IMAP Status Flag Status
Message
Originator Delivery Reques
Read

Received Representing MNai ¥

Properties Delete Maove Up Move Down
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Step
4. In the Select available columns from, find the User-defined fields in
inbox option
(Hint: You may have to scroll the very bottom of the drop down)
Show Columns X
Maximum number of lines in compact mode: | 2
Select available columns from:
:T:-def‘ined field-s in InbE“h'. - .
ppointment fields J Show these columns in this order:
All Task fields ;
All Journal fields E Add - Importance
) Reminder
ser.defined fields in in-r, * <-Remave J';ftgchment
-k From
Mew Columm... Received
Size
Categories
5. Select Record Number from the Available Columns and Click
Add -»
Show Colurmns *
Maximum number of lines in compac mode: | 2
Select available columns from:
iser-defined fields in Inbé -
Available columns: Show these calumns in this arder:
HF TRIM Record Mumber I Add -» 1 Importance
Record Mumber k‘l Reminder
|
! = [EEsE ;tot:chment
From
New Column... Received
Size
Categaries
nti
6. Record Number will appear in the ‘Show these columns...” in the
order selected. You can change the order by selecting
Move Up Move Down
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7. Once you are happy simply click L_2¢ |
Show Columns *
Maximum number of lines in compact mode: | 2 |~
Select available columns from:
User-defined fields in Inbd+ |
Available columns: Show these columns in this order:
HF TRIM Record Number Add -= Importance
Reminder
<- Remave lcon
Attachment
Record Mumber
From
Received
Size
Categories
Mention
Flag Status
Properties Delete Move Down
| OK ‘kiL Cancel
8. Then Click L__2¢___| on the Advanced View Settings: Compact
window.
9. You will now have the Record Number Column. Any email that has

been saved to TRIM by you will display the Record Number

S h Current Mailbox 3
Al Unread
@ n w((Recorn numeeRJROM RECEIVED SizE CATEGORIES

UNE Staff Newsletter Thu 6/06/2020 3:20 PM 507 KB
UNE's weekly staff newsletter with news from around campus and beyond.

Thu 6/08/2020 1:28 PM 110 kB
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Check in Styles are a type of Template where you can preselect things like
the container they will be saved to and the Document Type as well as use the
Check in Style to link to a sub folder in Outlook.

Step

I Ei

Check
In Styles

Go to Content Manager Ribbon and Click on

Inbox - ismithé@uat.une.edu.au - Outlook

Home Send / Receive Falder View Content Manag., Q Tell me what you want v,

H B S 8

Check Checkln Open Open Check in
InAs With Style ~ Record Container = attachments

Cutlook [tem

i <
4 Favorites Search Current Mailbox (.. J | Current Mailbox =
Inbox
" All Unread ByDate =  Mewest

Sent ltems We didn't find anything to show here.

Deleted lterms

2. The Content Manager - Check in Style panel will appear click on the

Inbox - ismith6@uat.une.edu.au - Outlook

AR =& 0BSO

Check Checkin Open  Open  Checkin  Progress Check Open Help

InAs  With Style - Record Container - attachments InStyles Log
Outlook tem Tools ~
s Search Current Mailbox [Ctrl+E} £ | current Mailbox + ComiEmit Manager - x
All  Unread By Date ©  Newest 4 CheckIn Style ~
; We didn't find anything to show here. +]# X
Neeky Record Type  Cortaing

[ZR SRM UPGRADE - EZESCA.. DOCUMENT TECHMN..

Deleted tems  Sent ltems  Inbax

< >
Clear Backlog
= Clear All Backlags
-] General
g Default style for Check In
E
Select Record Type v
[ Check In sent items w
ftems: 0 All folders are up to date.  Connected to: Microsoft Exchange [ B
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Step
3. The new Check in Style Window will appear. Complete the Name,
Record Type and Container fields
[ CheckIn Style ? ®
\
Record Type
DOCUMENT VIEI
e o
Alternate Container
g0
Addressee
g0
Set Default Author Option
No Default w
Specific Author
]
Show check in dialog
[[] Delete after check in
[] Only catalog the attachments of email messages
Link Outlook Folder(s) to Check In Style
Add
| |
0K Cancel
You can set the record to also ‘appear’ in another container
- (please talk to Records if you want to know more)
Addressee does not need to be completed
The ‘Show check in dialog’ radio button should be ticked
The ‘Delete after check in’ radio button is optional. By ticking
this option your email will be moved to the deleted box in
Outlook
You can choose to only file the attachments of the emails by
ticking the ‘Only Catalogue the attachments of email
messages’
4. Once created the Check in Style Can be used to save emails to TRIM
in a quick and easy way - See ‘Using a Check in Style’ below
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Check in Styles speed up saving records to TRIM by having a template that
reduces how many fields you need to complete.

Lan) Ideally, Check in Styles are used where you have a Container in TRIM
A\ that you need to save to on a consistent basis. For instance, if you
- are working on a Project then you might find a high percentage of
your emails have to be saved into the Project File in TRIM

If you are saving records to individual student records there may be
limited value in using a Check in Style.

Please talk to the Records Team if you have any questions about how best to
use Check in Styles.

Step

1. Select the email you wish to save.

2.
Check In
In the Content Manager Ribbon, click on Withstvle~

3. You can select the one you want (in this case TRIM Example -
A20/354 or Click on Select Record Type)

B S = OF

Check In | Open Open Check in Progress [
With Styl=* Record Container ~ attachments In %

SEIE.ch‘:iteccrl:I Type
SRM UPGRADE - EZESCAN - SRM TRIM API - 2015

TRIM Example - A20/354 .

4. The New Document window will appear - you will have to name the
Record in accordance with naming rules.
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Step

5. The Content Manager Progress Bar will confirm the activity is
complete

Sent [tems - ismith6@uat.une.edu.au - Outlook

Home  Send/Receive  Folder  View [ENIUVIUECEE O Tell me
[ [—=]
= =.
BEESY & OE==O
Check Checkln Open  Open  Checkin  Progress Check Open Help
InAs With Style - Record Container - attachments InStyles Log
Outlook Item Tools ~
®© & Reply &2 Reply All &} Forward Content Manager - %
5 an Smith Tan Smith 230FM | CheckIn Siyle ~
2 . i i 5
= CM: Outlook Integration with TRIM - + z X
H Hams Record Type  Containe
b [EM SRM UPGRADE - EZESCA.. DOCUMENT TECHN.,
g
- £ ] =M Example - a207354 | DOCUMENT | STRATE.
Example
=
F
< >
] Clear Backlog
| Clear All Backlogs ©
Content Manager ~ X
Items Checked In - Processed: 1 Skipped: 0 Warnings:0 Errors:0
|
tems: 3 Allfolaers are Up to date.  Connected to: Microsoft Exchange | L] B - 1 +  100%

12 RECORD# D20/131852 14



B Records, Policy & Governance
R TRIM - Content Manager
Desktop Client - User Guide

By linking an Outlook Subfolder to a Check in Style you are able to sort the
emails in Outlook and at the same time save them into TRIM.

Step

If you want to connect an existing Check in Style simply click on the
"
edit option _*

in the Content Manager Window in Outlook

Content Manager M
CheckIn Style

o I

Record Type Cortaine
E! SRM UPGRADE - EZESCA... DOCUMENT TECHN..

E! TRIM Example - A20/354 DOCUMENT | STRATE.

R AR LR

2. Then click on

Add

P T P B ot | N e NN, paimn i T TN
Link Outlock Folder(s) to Check In Style

=

oK Cancel

Use the Select Folder window to allocate the required folder in
Outlook. Highlight the folder and click

Select Folder X
Folders: +
v Eg ismith6@uat.une.edu.au A I 6?'""
v Inbox
Test Cancel
I TRIM Link - A20/354 |
7 ks New...
7 Sent Items 7

[Z] Deleted Items
Calendar
> [25] Contacts
% Journal
[© Junk Email
Notes

Outbox

g RSS Feeds
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Step | TRIM Desktop - Managing Records - Outlook Integration -
Linking an Outlook Subfolder with a Check in Style

4,
Click to confirm the link

IR ARG A NA AT e N
[[] Delete after check in
[] Only catalog the attachments of email messages

Link Outlook Folder(s) to Check In Style

|TF!_|I".-1 Link - A20/35Cutlook

5. The Check in style will now show that it is linked to the Folder in
Outlook
Content Manager e
Check In Style
sl X
Name Record Type Container

[0 SRM UPGRADE - EZESCA.. DOCUMENT TECHN...

rg'ii TRIM Example - A20/354 ~ DOCUMENT  STRATE...
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Outlook and TRIM offer a couple of neat options when sending an email

File Message Insert Options Format Text Review Help Content Manager

B0 & B

CheckIn Style  Attach
on send - Record

Cutlook ltem Tools

E Automatically save to TRIM when you click
Send
Check In
on send

gi Add a specific Check in Style when selecting Check in on Send

Style
EE Attach Record - Attach a Reference or Document from TRIM
Attach
Record
Step
1. When you create your email go to the Content Manager Tab and
Check In

click on onsend

2. The button will go grey indicating it has been activated

b & B

CheckIn Style  Attach
on send - Recaord

Outlook ltem Toals

Complete your email and send, or go to step 3 to add a Check in
Style
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Step
If you choose not to use a Check in Style you will need to add the
¥ Record Type and Container before saving
3- =
|
L 4
Style
Click on - and your Check in Styles will display as a list.
Select the Check in Style you wish to use.
Check In Attach
on send - ﬂﬂecord
Outlool Sele cord Type v
lan Personal File -
=7 Request for Change of Access - A19/3791
end Requests for new Files
Requests for Training
Schema
| SRM UPGRADE - EZESCAN - SRM TRIM API - 2018
TEST - Shared Check in Style - Request for new file - 41973792
4.
=1
Send
Complete the email and click
5. The New Document Window will appear and the defaults you have

selected will appear. Check the title, update as required and click

The email has now been saved to TRIM.
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Lesson 2

There are some common issues that do occur with the Outlook/Content
Manager integration and they are nearly always easily fixed.

There are a couple signs that the Outlook/Content Manager integration is
not working...

1. An Add-in Alert may appear; and/or
2. The Content Manager tab is not visible.

Outlook

Inbox - ismithG@une.edu.au -
&

Send / Receive Folder View Help Acrobat CE_H Tell me what you want to do

|T| a n T 2 Reply E2 EEDTDMEHEQEF
&) @ x x =] 2 Reply All G5~

. " T e Fer o - o E1 Team Email = g Rules~
ew = chedule a Start Instant = elete Archive _
Email Items~ Meeting~ Meeting~  Meeting g@' 4 Forward E-El' V' Done M -@D”ENWE

¥ Move ~

Mew Zoom TeamYiewer Delete Respond Quick Steps F} Move
0 AUTOMATIC REPLIES Automatic Replies are being sent for this account. Turn off
I ADD-IN ALERT Outlook detected an issue with an add-in and disabled it. View Mare Details... Q|
4 Favorites N
Inbox 2 - ismith6@une.edu.au All Unread
Sent lterms

1% | (@ |RECORD M. | FROM RECEIVED ¥ SIZE
4 Date: Toda

Deleted ltems 3442

Follow the instructions below to restart the Add-in.

CAUTION |

A‘| You may have to restart Outlook (or it may restart itself). Ensure that
~ you have saved any drafts before proceeding.
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Step

In Outlook, click on the File Tab

Inbox - ismithbi@u,

File- Home Send [/ Receive Folder View Help Acrobat Q Tell me what you want to do
e
Ijl |._—'j7|: E a E % x D 2 Reply E2 & To Manager
—E - —  E2ReplyAll 55+ |EJ Team Email -
Mew MNew  Schedule a Start Instant Mew Delete Archive EC v D -
Email Items~ Meeting~ Meeting~ Meeting 3@' 3 Forward i - one M
MNew Zoom TeamViewer Delete Respond Quick Steps

0 AUTOMATIC REPLIES Automatic Replies are being sent for this account. Turn off
I ADD-IN ALERT Outlook detected an issue with an add-in and disabled it. View More Details...
£

4 Favorites

The Account Information page will appear. You may see that the
Slow and Disabled Com Add-ins is highlighted.

AcCcount Information

Open & Export
2
Save As (VA1 Microsoft Exchange

+ Add Account

F Account Settings
&g}

Change settings for this account or set up more cannections,

Save as Adobe
PDF

Save Attachments
Account
Settings =
Print ng= htt| outlook.office365.com/owa/une.edu.au

Access this account on the web,

Get the Outlook app for iPhone, iPad, Android, or Windows 10 Maobile,

\—""-g“‘-""\\/‘/"HUTD rts --\A/“'_\\/"Hmmw\f

=1 Use Rules and Alerts to help organize your incoming email messages, and receive updates when
Manage Rules iterns are added, changed, or removed.
& Alerts

F Slow and Disabled COM Add-ins
o

Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-ins

Manage Add-ins
Manage and acquire Web Add-ins for Outlook.

Manage Add-
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Step

3. The Disabled COM Add-ins windows will appear. Click on the
Abways enable this add-in button.

Disabled COM Add-ins ? *
Outlook detected a COM add-in problem

These COM add-ins decreased performance or caused Outlook to crash.,

CM Add-in for Microsoft Outlook I 4@

The Add-in allows users of Microsoft Office to save and open documen...  Average delay: 2.00 seconds

This add-in caused Outlook to close slowly.

Always enable this add-in
AN

Mrm

J""‘-‘

Close

This may take a few seconds to change, do not click multiple
A | times.

4. The button has now changed to Disable this add-in

Click

Disabled COM Add-ins ? *

Outlook detected a COM add-in problem

These COM add-ins decreased performance or caused Outlook to crash.

CM Add-in for Microsoft Qutlook _

The Add-in allows users of Microsoft Office to save and open documen...  Average delay: 1.58 seconds

This add-in caused Outlook to close slowly. It wasn't disabled because it's in the Always Enable list.

Disable this add-in

“rwﬁ—__f‘-ﬂru}-f’-o-r‘f‘m

| |
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Use the to return to Tabs view, the Content Manager Tab

should now appear

Inbox - ismithé@une.edu.au - Outlook

Send [/ Receive Folder View Help Content Manager Q Tell me what you want

o B a i QReply EL
P ik @ x . x [=] E2 Reply Al G55~

Mew MNew  Schedule a Start Instant MNew Delete Archive e Quick
Email ltems~ Meeting~ Meeting~  Meeting 8@ T 4 Forward (5] - Steps ~
Mew Zoom TeamViewer Delete Respond Quick 5teps =

- £
4 Favorites Search Current Mailb ox

If you don’t have the Disabled Add-in warning and/or you still can’t see the
Content Manager Tab after enabling the Add-in you have to complete the
Restarting the Content Manager Add-in process.
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In Outlook, click on the File Tab

Inboa

Send f Receive Folder View Help Acrobat Q Tell me what you want tr

i EReply E
El B a E x x E 2 Reply Al l?c:-

MNew New Schedule a Start Instant Delete Archive
Email ttems~ Meeting~ Meeting - Meetlng 3@ M 4 Forward E-El'

The Account Information Page will appear, click on Options

©

Account Information

Open & Export

[,

Save As U) Microsoft Exchange

+ Add Account

F‘ Account Settings
als :

Change settings for this account or set up more connections,

Save as Adobe
PDF

Save Attachments

S‘a'“l‘)“”t Access this account on the web,
Print ettings hit, outlook.office365.com/owa/une.edu.au,
Get the Outlook app for iPhone, iPad, Android, or Windows 10 M
Office
Account
EC‘:te”tMﬂ”ﬂge' Automatic Replies (Out of Office)
ptions
« Use automatic replies to notify others that you are out of office, onva
o Automatic respond to email messages.
P \o* Replies Automatic replies are being sent.
Sy
Exit Turn off
= Mailbox Settings
— 2

Manage the size of your mailbox by emptying Deleted ltems and arch
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The Outlook Options window will open, click on the Add-ins link and
the list of Add-ins currently operating will appear. In this example

we can see that the CM Add-in is installed.

Outlook Options x
General 8
i3 View and manage Microsoft Office Add-ins
WMail
Calendar Add-in Options
Groups Launch Add-in optians dialog: | Add-in Options...
People
Add-ins
Tasks
Search Name Location Type =
Active Application Add-ins
Language Acrobat PDFMaker Office COM Addin PDFMOutlookAddin.dll  COM Add-in
Caee of Access Adobe Docurr soft Qutlook - Acrobat 64\SendAsLinkAddindll  COM Add-in
: N TCM Add-in for Microsoft Outlook n.Outlookvstolvstolocal  COM Add-in
Advanced E FTor Microsoft Office 2016 \Officel \OcOfficedll  COM Add-in
: soft Exchange Add-in S\UmOutlookAddin.dll  COM Add-in
Customize Ribben SharePoint Server Calleague Import Add-in S\Colleaguelmport.dll  COM Add-in
Cuick Access Toolbar soft Teams Meeting Add-in for Microsoft Office ams.AddinLoader.dll  COM Add-in
— Microsoft VBA for Outlook Addin DDINS\OUTLVBADLL ~ COM Add-in
Add-ins OneNote Motes about Outlook ltems Officel6\OMBtnOLdll  COM Add-in
Outlock Social Connector 2016 LCONNECTORDLL ~ COM Add-in
Trust Center Skype Meeting Add-in for Microsft Office \Officel \UCAddin.dll  COM Add-in
TeamViewer Meeting Add-In MeetingAddinShim64.dll - COM Add-in
Zoom Outlook Plugin oomOutlookPluginéd.dil  COM Add-in
Add-in: Acrobat PDFMaker Office COM Addin
Publisher.  Adobelnc.
Compatibility: Ne compatibility information available
Location: C:\Program Files (+86)\Adobe\Acrobat DCAPDFMakerMail\Outlookix64\PDFMOutlookAddin.dll
Description:  Acrobat PDFMaker Office COM Addin
Manage: | COM Add-ins Go...

Click on the button to Manage COM Add-ins
PR W SO Lot WY S S I P T W 0 NI O UM % . 1.

Adobe Document Cloud for Microsoft Outlook - Acrobat Ch.xbhSendAsLinkAddindll  COM Add-in
CM Add-in for Microsoft Qutlock C n.Outlook.vsto|vstolocal  COM Add-in
Conversation History Add-in for Microsoft Office 2016 C thOfficel B\ O0cOffice.dll COM Add-in
Microsoft Exchange Add-in C\LNS\WmOutlookAddin.dll COM Add-in
Microsoft SharePoint Server Colleague Import Add-in C\LLINS\Colleaguelmport.dil COM Add-in
Microsoft Teams Meeting Add-in for Microsoft Office C .Teams.AddinLoaderdll  COM Add-in
Microsoft VBA for Outlook Addin CALMADDINSVOUTLVBADLL COM Add-in
OneMote MNotes about Outlook ltems C\. £\Office16\ONBttnOL.dll COM Add-in
Outlook Social Connector 2016 CA\.OCIALCONMECTOR.DLL  COM Add-in
Skype Meeting Add-in for Microsoft Office C t\Office1G\UC Addin.dll COM Add-in
TeamViewer Meeting Add-In Ch..rMeetingAddinShiméd.dll - COM Add-in
Zoom Outlock Plugin Ch..ZoomOutlookPlugingd.dll  COM Add-in -

Add-in: Acrobat PDFMaker Office COM Addin
Publisher: Adobe Inc.
Compatibility: No compatibility information available
Location: Ch\Program Files (x868)\Adobe\Acrobat DC\PDFMaker\Mail\ Outlook'\x64\PDFMOutlookAddin.dll
Description: Acrobat PDFMaker Office COM Addin
Manage: | COM Add-ins = Go

Cancel
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The Comm Add-ins window will appear.
Check that the CM Add-in for Microsoft Outlook is ticked then Click

COM Add-ins ?
I OK R;

Add-ins available:
Acrobat PDFMaker Office COM Addin
[/ Adobe Dacumen oud for Microsoft
""" g Add-in for Microsoft Outlook

| k aversation History Add-in for Microsoft Office 2016
I:] icrosoft Access Outlook Add-in for Data Collection and Publishing
Microsoft Exchange Add-in

Microsoft SharePoint Server Colleague Import Add-in Remave
Microsoft Teams Meeting Add-in for Microsoft Office b

ChProgram Files\Micro Focus\Content Manager\HP.HPRM.Officelntegration.Qutlookwsto|vstolocal

Cancel

Add...

Location:
Load Behavior: Load at Startup

"
Return to the Tabs view in Outlook using the .

If the Tab still does not appear contact the Records Team.
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