
 

 
Page 1 

TRIM Web Tool 
[Western Sydney University (Records & Archives Management Services)] 

(TRIM ID D12/611870) 
 

 
 
 
 
 
 

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. 
 

https://trim.westernsydney.edu.au/HPTRIMWebClient/
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Open the 
TRIM Web 
Tool 

If you are 
connecting 
from a 
computer not 
logged into 
the University 
network this 
window will 
pop up.  

 

 

 

Simple Search 
This search will include the Title, 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 
TRIM Web 
Tool 

The default 
should look 
like the 
image to the 
right. 
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Search area 
shown to the 
right. 

 

If not already 
shown 
choose the 
following 
settings. 

Select: 

Record 

 

Select: 

Quick Search 
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Type your 
search term 
where it says 
<Enter 
Search 
Query> 

Click: 
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 
adjust the 
width of the 
columns by 
clicking and 
dragging 
between the 
column 
headings. 

 
 

Navigating to the contents of a folder 

Right click on 
a folder 

Select: 
Contained 
Records 
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Opening a Document 

Right click 
on the 
Document 

Select: 
View 

 

 

 

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 
TRIM Web 
Tool 

Select: 
Form 
Search 

 
 

Click the 
icon: 
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To add 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. 

 

Results ...  

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

 

 

Results of your search are 
listed here 

Information about the record you 
have selected is listed here 
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Filtering Results 
To narrow the 
search to 
particular 
record types 
click the 
button beside 
the Record 
Type box: 

 

 

 

 

To view a list 
of all record 
types click: 

Settings 

Change the 
setting to 
250. 
Place a tick in 
the box of all 
record types 
you want to 
include. 
 
Click: 

OK 
Note: Even 
though you 
can see all 
record types 
in the system 
you will still 
only be able 
to view 
records for 
which you 
have access 
permissions. 

 

2. 

1. 
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Click: 

Search 

 

Sorting Results 

Click on the 
Sort tab 
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Select the 
preferred 
sort option 
(in this 
example 
Title (Free 
Text Part)). 

 

Click the 
Add button: 

 

 

 

Click: 

Search  

 
 

> _ 
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