WESTERN SYDNEY
UNIVERSITY

TRIM:
Web Tool

Accessing TRIM Records through the Web

The TRIM web tool is primarily aimed at providing access to records in the TRIM
system. While it is possible to place records into TRIM or amend records already in
TRIM using this tool that functionality is recommended for advanced users only.

Browsers

While the TRIM web tool should work on most internet browsers (including
Firefox and Google Chrome) it works best on Internet Explorer. The application
will work with Macs.

Warning - Download Limits

Keep in mind that opening a document is the same as downloading it. A large
document may be slow to download due to your internet connection and may
impact on your download limits.

Web Address
The TRIM web tool can be accessed at:

https://trim.westernsydney.edu.au/HPTRIMWebClient/

Logging In

If you are connecting from a computer that is not logged into the University
network you will need to log in using your University staff ID and password. This
is via a secure link.

Important note: You need to type uws\ in front of your staff ID as shown below.
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https://trim.westernsydney.edu.au/HPTRIMWebClient/

Open the
TRIM Web
Tool

If you are
connecting
froma
computer not
logged into
the University
network this
window will

POP up.

Windows Security a

Connecting to wi350.uws.edu.au.

[ ]

| uws\30005707 |

| Password |

Dormain: uws
[l Remember my credentials

0] 4 l ’ Cancel

Simple Search

This search will include the T7it/e, Notes and Record Number fields. It does not
search for document content. For document content use the Form Search
option (covered later in this document).

Open the € HP TRIM - Windows Internet Explorer 2 | B [t
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333
Workflow
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Search area
shown to the
right.

e HP TRIM - Windows Internet Explorer
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If not already
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choosg e Record @uick Search Enter Search Guery =
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settings. Record
Select: Location
Saved Search
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To Do Item
Jorkflow
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) X Main
Quick Search
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Advanced Search
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Type your
search term
where it says
<Enter
Search
Query>

Click:
Search

E Main

Record

w | (luick Search ~ | 100001

w | Ol Search

Note: If you type a student ID the system will search for the record number (ie
the official student file) and WILL NOT search any further. To locate any records
with the ID in the title or notes fields use the Form Search options.

Viewing the Results

You can D defauitz1... ™| Ehanyword... || 3 100001
adJUSt the Record w | QuickSagrch | 100001 w | 2| Search
width of the _
Record Type Number Title Date Created
columns by , . ,
T B unit waster B 00001 [ iceeping the Past 180612003
clicking and
dragging
between the
column
headings.
Navigating to the contents of a folder
Right click on [ defeuitz1... | EDanyword... = £ 100001
a f0|der Record w | Quick Search w | 100001 v | 2| Search
Se|eCt Record Type Record Number Title: Date Created
Contained B unit Masts (B 10000+ [ keeping the Past 18/6/2003 |
Records e g
Search I
Mavigation 3
E Contained Records
|_ Motes
&: Security/Access
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Opening a Document

Right click
on the
Document

Select:
View

x x x x
efault:1... anyWeord... ontain. ..
[ defauit:1 [0 anyword [ 100001 % contai
Record w  (uick Search w recContainer 60641169 ¥ | 0| Search
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_\ -
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= # Mew I -
|—E-| Unit'Course. .. 2 D06/40069 T-CAE... 2/3/2006 02:5... U= Active
! Search b o=
B unircourse... 2 poarzesnss == T-COA. 5/2/2008 U= Active
= # Mavigation 3 -
|—E-| Unit'Course. .. 2 D10/540427 T-COA... 268/82010 o= Active
-~ =0 View o=
2 univcourse.. A 011263748 T-COA.. 26I8/2011 5= Active
5] Chedk Out
&) CheckIn
EZ Supercopy

Controlled Searching

The Form Search is the easiest search option if you want to search on a number
of criteria at the same time and/or filter the results. This search option will also
allow you to conduct a document content search (note that content searches
may take longer).

Open the !
GEEEI HP TRIM
Tool
Select: - S —

Form Record LA Cuick Searc ~ | = Enter Search Query »

S h Quick Search

Sl Advanced Search
ord [Fn:urrn Search ]
Click the
icon: W
/ Record w | Form Search “v < Enter Search Query = @earrh
i
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Toadd a
search term:

Type your
search term
in the
appropriate
box

Note: You can
only enter one
search term at
a time. If you
type multiple
terms the
system will
search for the
exact phrase
only.

Record Form Search

Search Sort

Title:

MNotes:

Content:
Contact:
Ascignee:
Container:
External ID:
Date Created:
Date Registerad:
Owner Location:

Record Type:

Expanded Number:

Filter

test

b

i’

]

W
3 To e
! To: g

<

Search | Cancel

Results ...

You can then
navigate to
contents or
view
electronic
documents by
right clicking
on arecord.

) HP TRIM

2 New -

Record

Location

-
333
-l
Workflow
O
To Do Item
-r Favourites '*
<% Recent g
X Trays +
% Browse |+

D title:"te.

Record

N

h\ W

~ | Form Search | title:"test” and type:[name:"Academic Misconduct - v | 2| Search

Record Type
B student -
B student -
B stugent -
B swudent -

B student -

Record Number | Title Date Created
Fie  @oogtosse [ stuaent, Test No.01 21/2/2008 01:22 PM
Fie @ 1ees7ss3 @ testerror, 51912008
Fie  @isesrsan B gest S/9/2008
— —
Fie 2011
« Results of your search are

listed here

Page 1  of1 2 | Settings Displaying result 1 - 5of 5
pecord @ sosi0sse
Title ¥ student, Test No.01
g?;:ted Thursday, 21 February 2008 at 1:22 PM
e Thursday, 21 February 2008 at 1:23 PM
egistered
Ascignee E‘
Notes Information about the record you
have selected is listed here
Properties Motes

@ Options  Smith, Michael UN W0350

‘. Done

Dl v " Trusted sites | Protected Mode: Off %,.100%

-
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Filtering Results
To narrow the

Record Form Search ®
Sear.Ch tO Search Sort || Filter 1
particular : :
record types Title: test v
click the Notes: v
button beside Content:
the Record Contact: -
Type box: Assignee: %
Container: o
External ID:
Date Created: 3 To! =
Date Registerad: 4 Ta =
Owner Location: g 2.
Record Type:
Expanded Number:
_ seach || Cancel |
Toview alist | Erecoratype CIES
of all record { | < Enter Search Query - P search
types click:
. Name Container Level Home Location Date Las
Settings { @ secratariat - File 4 ] ecretariat 2"
Cha nge the ¢ D susc - Fie 4 [ recoras & Archives.. 25,
setting to ! 8 social Justice - 01d File 4 Equity & Diversity -
250. i Y B student - File 4 ] communications 20
Place a tickin | B student - practicum Fie 4 I
the box of all =1 Student Document - Academic 2 20,
record types . @ Student DUCum?[n[t—ACﬂden‘liC Misconduct 2 :5« N
you Wa nt to ! Page 1 of 1 @ Displaying resuit 1 - 209 of 209
include. v
Name [ student - File
Click: Hoeen [l communications
OK e [ communications
Note: Even Properties | Notes
thOUgh you oK Cancel
can see all
record types
in the system
you will still
only be able
to view
records for
which you
have access
permissions.
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Click:

Search Sort

Record Form Search

Search
Title: b
Motes: b
Content:
Contact: L]
Ascignee: L]
Container: hd
External ID:
Date Created: 9 To
Date Registered: E To:
Owner Location: L]
Record Type: "Academic Misconduct - File","Student - File" g
Expanded Number:
Search Cancel
Sorting Results
C||Ck on the . P..ecc;rrljl Folrln;ll S-;earcl';. lllll ®
Sort tab Search E Filter
Title: test -
MNotes: 2
Content:
Confact: "
Assignee: 0
Container: v
External ID:
Date Created: Toe 9
Date Reqisterad: To: E
Owner Location: "
Record Type: "Academic Misconduct - File","Student - File" b
Expanded Number:
Search Cancel
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Select the Record Form Search %
preferred Search || Sort || Fiter
SOI‘t 0pt|0n Sort Clause = Help Sort Clause Direction
(in th |S number Sorts the results by Record Number. ~ & AEC
| numbers Sorts the results by Expanded Number. 2.

examp e originRun Sorts the results by Originated From Run.
771‘/6' (Fl‘ee partRule Sorts the results by Automated Part Rule. -
TeXt Pal’t)) priority Sorts the results by Priority.

publishedOn Sorts the results by Date Published.

registeredOn Sorts the results by Date Registered.

. review Sorts the results by Retention Review Date.
Click the
hedule Sorts the results by Retention Schedule.
Add button: | 1. L
e Sorts the results by Record Type. =
{oypeatitie Sorts the results by Title (Free Text Part). |
-> updated Soris the results by Date Last Updated.
uri Soris the results by Unigue ldentifier. -
« [ i | b
[l savea 3. port Fields
CI I Ck' l Search l Cancel
Search
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