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TRIM:

Saving Multiple Documents from a Network Folder
(Right-click>Send to method)

Records held in a network folder can be saved to TRIM using a document queue

as follows:

Locate or create
a TRIM file (to

Open

Pin to Quick access
match the Add to VLC media player's Playlist
netWO rk folder Browse in Adobe Bridge CC 2017

on your hard
drive)
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folder

Play with VLC media player
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B Snagit

Restore previous versions

ﬁ Combine files in Acrobat.

Pin to Start

g Add to archive...
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H

Compressed (zipped) folder
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/4 Documents
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[5 My Documents
X TRIM

DVD RW Drive (D:)

B Compress and email = TRIM Upload Utility (\\trimupload.uws.edu.au) (T:)

&8 compress to "New folder.rar" and email ~ DFShare (\\ad.uws.edu.au) (V)

ng ht'CI |Ck> Send to = RAMS (\\ad.uws.edu.au\DFShare) (Z:)
Send to> a

opy
TRIM

Delete

Rename

Properties
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The docu ments x HP cess Documents In Folder - \\ad.uws.edu.au\dfshare\Homes Desktop\New folder] - [m] X
R R H File Edit View Search Tools Window | H
within the IR et Tk oGl
D2 mEeMmeDOO evesearchas e B YR @O b E RBL20300 B3 .
netWO rk fOIder Shortcuts x | Search By Equal To
H H Favorites Title Word - 17534840 v
will appear in a - = : o
. . v Name Type Size Date Status o)
new WlndOW N U [ Staff Separation Checklist Word Do... 50KB 29/11/2016 at 1:47 PM Draft
B TRIM 2017 Training dates a...  Microsoft Excel Wo... 12KB 2/12/2016 at 12:05 PM Draft
TRIM é? " Intemational Admissions A.. Adobe Acrobat Doc... 134 KB 9/6/2017 at 1:01 PM Draft
. Records Work = TRIM User Guide - Miscond... Microsoft Word Do... 29/11/2016 at 3:12 PM Draft
. . Tray ﬂé TRIM User Guide - Miscond... Microsoft Word Do... 29/11/2016 at 3:12 PM Draft
This is called a ‘ Titling Convention Teble Int... Microsoft Word Do.. 13KB 25/5/2017 at 5:38 PM Draft
“a Business case - Extension of... Microsoft Word Do... 1MB 21/6/2017 at 12:09 PM Draft
Document Records In Tray =" HDA - Shannon Fuller - Jan...  Adobe Acrobat Doc... 59 KB 5/12/2016 at 12:22 PM Draft
HE S Flynn comments_Westemn... Microsoft Word Do... 102 KB 27/1/2017 at 10:25 AM Draft
Queue @, N% S Flynn comments Separati... Microsoft Word Do... 1 MB 27/1/2017 at 11:30 AM Draft
@ EDM procedure - Importing... Microsoft Word Do... 3 MB 6/1/2017 at 1:46 PM Draft
RECEE DXy @5 TRIM Training Manual 2017 ... Microsoft Word Do... 3 MB 10/3/2017 at 3:38 PM Draft
‘ﬁ =L aurasust-UWARestructure-l.. Adobe Acrobat Doc... 6KB 2/3/2017 at 4:03 PM Draft
B AURA Benchmarking Surve... Microsoft Excel Wo... 21KB 30/5/2017 at 10:27 AM Draft
Records In or Due = Business case - Extension of... Microsoft Word Do... 1MB 23/6/2017 at 11:47 AM Draft
Tray /] gda23-university-records v7... Microsoft Word Do... 592 KB 2/2/2017 at %:16 AM Draft
Microsoft Word Do... 1MB 30/5/2017 at 10:43 AM Draft
El '!- Final_Western_Sydney_Stru.. Adobe Acrobat Doc... 127 KB 19/12/2016 at 4:02 PM Draft
Offline Records B RAMS Liaison Units - for we... Microsoft Excel Wo... 14KB 20/12/2016 at 11:36 AM Draft
ﬂi Counselling Files to be chec... Microsoft Excel Wo... 364 KB 17/2/2017 at 3:58 PM Draft
g; B Legal Docs spreadsheet Microsoft Excel Wo... 138KB 6/6/2017 at 4:53 PM Draft
Documents 'lL GDAZ Adobe Acrobat Doc... 272 KB 29/5/2017 at 1:21 PM Draft
Checked Out Q:A RAMS staff meeting 15 Mar... Microsoft Word Do... 14KB 15/3/2017 at 11:50 AM Draft
=% Goal Details_Report_15.59 41 Adobe Acrobat Doc... 121KB 22/3/2017 at 10:00 AM Draft
Q = Large Folders Adobe Acrobat Doc... 122 KB 29/5/2017 at 2:49 PM Draft
B Legal Documents - unablet... Microsoft Excel Wo... 15KB 1/5/2017 at 5:03 PM Draft
My To Do ltems [ Records Support Officer - H... Microsoft Word 97... 1MB 19/4/2017 at 11:47 AM Draft
QE Scholarship Documentation ~ Microsoft Word Do... 17KB 6/4/2017 at 4:25 PM Draft
™)’ Map_-_Land_Proposed_to_.. Adobe Acrobat Doc... 409 KB 15/3/2017 at 2213 PM Draft
B Student Files Details for ma... Microsoft Excel Wo... 13KB 17/3/2017 at 234 PM Draft
ML en e A e \io__ewian.  eanvn 44459047 s A s ks noa e
< >
Ty... [ R S R £../%) Rec |3 ProcessD...
R i g ht_CI iC k > & HP TRIM - [Process Documents In Folder - Y\ad.uws.edu.au\dfshare\HomesK-W$\3234829\ Desktop\New folder] — [m] X
Tag AII the i [ File Edit View Search Tools Window Help -8 X
IDE@mEMDIPOO veserchas B PR xH D@ F B L300 B -
dOCU mentS Shortcuts x | Search By Equal To
Fovoes Title Word || | 17534840 v Find
Recent v Name Type Size Date Status A
Trays + W) Staff Separation Checklist Microsoft Word Do.. 50KB 29/11/2016 at 1:47 PM Draft
v B TRIM 2017 Training dates a.. ~ Microsoft Excel Wo... 12KB 2/12/2016 at 12:05 PM Draft
Then 5 + "L International Admissions A...  Adobe Acrobat Doc... 134KB 9/6/2017 at 1:01 PM Draft
Records Work v N_JE TRIM User Guide - Miscond... Micresoft Word Do... 29/11/2016 at 3:12 PM Draft
Tray = TRIM User Guide - Miscond... Microsoft Word Do... 29/11/2016 at 3:12 PM Draft
v W= Titling Convention Table Int... Microsoft Word Do... 13KB 25/5/2017 at 5:38 PM Draft
-‘)g + W% Business case - Extension of... Microsoft Word Do... 1MB 21/6/2017 at 12:09 PM Draft
Records In Tray 8w} HDA - Shannon Fuller - Jan... Adobe Acrobat Dac 50 KR 5/12/2016 2t 12:92 DM Draft
+ 5 § Flynn comments_Western... Microsoft Worl ¥ Tag All Ctrl+A Draft
@’ v ﬂ% S Flynn comments Separati... Microsoft Wo %, Untag All Ctrl+U Draft
+ [ EDM procedure - Importing... Microsoft Wor Draft
Records DueTray || s 9 TRIM Training Manual 2017 ... Microsoft Wor % Mert All Tags Draft
uﬁ v suraaust-UWARestructure: .. Adobe ACrobal (3 Checkin Draft
+ B AURA Benchmarking Surve... Microsoft Excq ) Draft
Rig ht_cl ick> Records In or Due | |+ {5 Business case - Extension of... Microsoft Wol & View Document Draft
Tray + @5 gda23-university-records v7... Microsoft Wor (54 Send to Mail Recipient Draft
O tio ns N II_ Business_Case_Template_ Microsoft Wor Draft
p El + ™ Final Westem _Sydney_Stru.. Adobe Acrobs  Remove Document from Document Queue Draft
Offline Records || 87 RAMS Liaison Units - forwe... MicrosoftExcq  Delete Document from Folder Draft
v i‘ Counselling Files to be chec... Microsoft Exce Draft
g’ + [°) Legal Docs spreadsheet Microsoft Excg  Create Document Queue Draft
Documents ||, = GDAS Adobe Acroba|  Options Draft
Checked Out v H; RAMS staff meeting 15 Mar... Microsoft Worc oo e Draft
v % Goal_Details_Report_15_59_41 Adobe Acrobat Doc... 121KB Draft
g v " Large Folders Adobe Acrobat Doc... 122 KB 29/5/2017 at 2:49 PM Draft
v 0| Legal Documents - unablet.. Microsoft Excel Wo... 15KB 1/5/2017 at 5:03 PM Draft
My To Do ltems ||/ i Records Support Officer - H... Microsoft Word 97... 1MB8 19/4/2017 at 11:47 AM Draft
v QE Scholarship Documentation ~ Microsoft Word Do... 17KB 6/4/2017 at 4:25 PM Draft
v 2 Map_-_Land_Proposed_to_.. Adobe Acrobat Doc... 409KB 15/3/2017 at 213 PM Draft
User Labels v I!; Student Files Details for ma... Microsoft Excel Wo.. 13KB 17/3/2017 at 254 PM Draft o
% N \eooo_mwi_an.  canun a4 mneT s anaa ana nes R
S Re [ Record T N Records f../%9 Records - ... [8] ProcessD...
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Set your HP TRIM Options | *
?5;anIt Record Dropped Files  Dropped Folders
| Default Record Type |
Enter the TRIM University Document v @
folder/file Default Container ’ |
number 17/009974 - VA"
Default [] Confirm check in action before continuing glécf:la(Jl? Fszilc(:eg:d
Container _ _
[/] Display a data entry form when creating a new Record Type
It is If document is a Windows file:
recommended [[] Delete document after it has been processed
to tick If document is an E-mail message:
Display a data [Update the E-Mail message with an ‘In HP TRIM' indicator v
entry form™...
Ask your Records
Support Officer for
aavice in regards to
not ticking this.
You should also E— Help
consider
Delete
document after
it has been YOU MUST RESET YOUR TRIM OPTIONS AFTER ALL
processed DOCUMENTS ARE PROCESSED
- ) Instructions at the end of this guideline
(this will delete it
from the Network
folder after it is
saved to TRIM)
Click OK
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Right-Click>

Tag All the
documents

Right-Click>
Check In

3 HP TRIM - [Process Documents In Folder - \\ad.uws.edu.au\dfshare\HomesK-W$\9234829\Desktop\New folder] - [m] X
: [ File Edit View Search Tools Window Help _8x
IDEEEMEPOO sesacasnB IR DLOE REES 00 B3 .
Shortcuts x | Search By Equal To
| -
Favortes | | Title Word v 17534880 v Frd |
Recent v/ Name Type Size Date Status A
L 4 B Staff Separation Checklist __ Micros g 47 PM Draft
2 v @ TRIM 2017 Training dates a... Micros ¥ Tag Al Ctri+A s pm Draft
] v " Intemnational Admissions A...  Adobe| ", Untag All Ctrl+U  [PM Draft
Records Work v ﬂ? TRIM User Guide - Miscond... Micros| & Invert All Tags lZ PM Draft
Tray v @5 TRIM User Guide - Miscond... Micros| W2pPm Draft
v @ Titling Convention Table Int... Micros Check In ‘ PM Draft
o v ﬂ§ Business case - Extension of... Micros| @ View Document 69 PM Draft
Records In Tray v/ ") HDA - Shannon Fuller - Jan... Adobe ; . 22 PM Draft
v Flynn comments_Western... Micros| g Send to Mail Recipient bs Am Draft
@ S Flynn comments Separati... M!(ros Remove Document from Document Queue B0 AM Draft
R T v 5 EDM procedure - Importing... Micros| |PM Draft
ecords DueTray ||/ @& TRIM Training Manual 2017 ... Micros|  Relete Document from Folder peM Draft
s v "% auraaust-UWARestructure-l.. Adobe| Create Doconrient Oicus PM Draft
&L v/ @ AURA Benchmarking Surve... Micros| e b7 AM Draft
Records In or Due ||v/ @ Business case - ion of... Micros)  Options 17 AM Draft
Tray v/ @71 gda23-university-records v7... Microsoft Word Uo... 592 KB 2/2/2011 at 9:10 AM Draft
v/ @- Business_Case_Template_-_... Microsoft Word Do... 1MB 30/5/2017 at 10:43 AM Draft
E‘ v " Final_Western_Sydney_Stru... Adobe Acrobat Doc... 127KB 19/12/2016 at 4:02 PM Draft
Offline Records ||/ @71 RAMS Liaison Units - for we... Microsoft Excel Wo... 14KB 20/12/2016 at 11:56 AM Draft
v/ @7 Counselling Files to be chec... Microsoft Excel Wo... 364 KB 17/2/2017 at 3:58 PM Draft
% v/ 07 Legal Docs spreadsheet Microsoft Excel Wo... 138KB 6/6/2017 at 4:59 PM Draft
D t v " GDAg Adobe Acrobat Doc... 272 KB 29/5/2017 at 1:21 PM Draft
ot || @5 RAMS staff meeting 15 Mar... Microsoft Word Do... 14KB 15/3/2017 at 11:50 AM Draft
2 v ™) Goal_Details_Report_15_59_41 Adobe Acrobat Doc... 121KB 22/3/2017 at 10:00 AM Draft
Q v "™ Large Folders Adobe Acrobat Doc... 122KB 29/5/2017 at 2:49 PM Draft
v/ B Legal Documents - unablet... Microsoft Excel Wo... 15KB 1/5/2017 at 5:03 PM Draft
MyToDoltems ||,/ bt Records Support Officer - H... Microsoft Word 97... 1MB 19/4/2017 at 11:47 AM Draft
V' @5 Scholarship Documentation ~ Microsoft Word Do... 17KB 6/4/2017 at 4:25 PM Draft
v/ "X Map_-_Land_Proposed_to_... Adobe Acrobat Doc... 409 KB 15/3/2017 at 2:13 PM Draft
User Labels v/ @7 Student Files Details for ma... Microsoft Excel Wo... 13KB 17/3/2017 at 2:54 PM Draft o
PR R R AE fw.an.  canun 2107 s ana s AR et
< >
| o > S S ® 1% [ 2 ProcessD...
Check In an Electronic Document Flynn, Sharon TRIMPROD trimserprod.uws.edu.au

A

“Data Entry
Form

will open for
each document
if selected in
your default
options

Correct any
details as
necessary then
click OK for

Note: The File
Number field will
default to the file
selected in your
default options.
However, you
should check the
title and dates are
accurate.

each document.

@ MNew Record University Document

General

Title (Free Text Part)

Author
Addressee
Date Created 29/11/2016
Fie Number 17/009974
BEdemal ID
(] Contains ‘personal information’
[] Commercialin-Corfidence
(] vital Record?
Enclosed?

Access

Contacts Notes Provenance

Btaff Separation Checklist

1:47:05 PM
Cancel

v (&
v (&

v B

Help
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You can now
close the

The documents
are contained in
the relevant file.

3% HP TRIM - [Records - myContainers - 25 Records Found] -

window in TRIM.

m] X
H File Edit View Search Tools Window Help -8 X
iD2@FEHOPOO sveseachas B YR cHBRERE200 BH .
Shortcuts x | Search By Equal To
Favortes | Title Word v ) 17534840 SR
Recent v [ E) Record Number  Title A
@ [T YL 117/009974 [ STAFF DEVELOPMENT - TRAINING - Development of TRIM training - Trainer's working papers
a %) D17/1401993 @] SD Email - Audit events 21 March 2017
My Containers =] @° D17/1401991 E') Student Files Details for manual creation
=] ™ D17/1401990 "% Map_-_Land_Proposed_to_Reclassified_and_Rezoned
% =] @ D17/1401987 ﬂ{:j Scholarship Documentation
Recent @ MW D17/1401986 @L\ Records Support Officer - HEW 5 - 2017
Documents @7 D17/1401985 @ | Legal Documents - unable to locate - Sharon comments
B = D17/1401983 " Large Folders
a "Y' D17/1401982 "X Goal_Details_Report_15_59_41
2 @5 D17/1401981 @5 RAMS staff meeting 15 March 2017
3 "% D17/1401980 "% GDAS
El @7 D17/1401979 @' Legal Docs spreadsheet
a [ D17/1401978 @' Counselling Files to be checked and closed
@ £ D17/1401977 &' RAMS Liaison Units - for web 201216
=" D17/1401975 "% Final_Western_Sydney_Structure_October_2016 v
< >
Record Number (@ 17/009974
Audit Events © Click to display
Creator II‘ Flynn, Sharon
Title (@ STAFF DEVELOPMENT - TRAINING - Development of TRIM training - Trainer's working papers
Disposition Schedule € Click to display
Date Created Friday, 20 October 2017
Date Registered Friday, 20 October 2017 at 11:06 AM
Assigned To m Flynn, Sharon since Friday, 20 October 2017 at 11:02 AM
Latest Part (@ 17/009974
Properties / Notes ), Preview ), Previous
Trays o Record...[ @) Record...]N9 Re N Record.../Ny Record...| [} Re N Record...[ il @ Re @ Record...

REMEMBER TO RESET YOUR OPTIONS BEFORE PROCEEDING

Instructions following

To reset you
default options

From the Tools
menu, select

Options

2 HP TRIM - [Records - myContainers - 25 Records Found]

: @ File Edit View Search [Tools | Window Help

s i 4 F ]
iD&@E MYy B B G
Shortcuts x | Search By 5“”’“_’ : Eqt
I Title Wo Retention > &l [ 12
. — Meeting Management  » | =
Recent o % = g 9
% & - Word [ndexes » FEORM
& 3
Reports > x
=) €p B- Audit e
My Containers B Physical Tracking » liles Deta
% = | 3! Additional Fields I'_nd-Prop
Recent % {4 Postal Codes !:fp[;z:tu('
ecen )
Documents a2 S Saved Searches :uments
@ A Alerts ders
E User Labels alls_Rep.o
2 ff meetir
2 | Options...
Desktop Add-Ins... B sp.read
L ng Files t
@ HP TRIM Administration » ison Unil
2 . D1/714019/5 - Final_Western_Syc
<
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Select the

Dropped Files
tab

Clear the

Default Record
Type
And

Default
Container

Click OK

HP TRIM Options

Locale  Spelling Search  Search Result  Viewer

| x

Store Caching  E-mail

Startup Reporter Dropped Files Dropped Folders Integration

Default Record Type

Default Container

[]Confirm check in action before continuing
[ Display a data entry form when creating a new Record
f document is a Windows file:

[ Delete document after it has been processed
If document is an E-mail message:

v |[B@

v |[B@

[ Update the E-Mail message with an In HP TRIM' indicator

Cancel Get Global

Help
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