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TRIM 
Saving a Document – Right Click > Send to TRIM 

 
An alternative to dragging and dropping documents into TRIM is to right click 
and send to from a network drive or desktop. You will need to know the number 
of the TRIM file you want to save the document to. 

Locate your 
document on 
your desktop 
or network 
drive 
 
Right click on 
the document 
 
Select: 

Send To > 
TRIM 

 
 
Note: If the 
option to send 
to TRIM does 
not appear 
follow the 
instructions at 
the end of this 
document to 
restore the 
option. 
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Select the 
appropriate 
Record Type 
 
Click: 

OK 
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Complete the 
record entry 
form as usual. 
 
The following 
fields are 
mandatory: 

• Title 
• File 
• Date 

Created 
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Restore TRIM to Right-Click > Send To Menu 

The following instructions show how to restore the option in Windows to right-
click on a document and Send To > TRIM. This should normally be available 
when you load TRIM on your PC but can fall off on rare occasions. 
 

Right Click on 
the Windows 
Start Button – 
Open 
Windows 
Explorer  

Copy the 
following 
address: 

%APPDATA%\Microsoft\Windows\SendTo 

Paste the 
address into 
the address 
bar in 
Windows 
Explorer 
 
Hit: 

Enter  

Click on the 
Windows Start 
button. 
 
Drag the TRIM 
icon into the 
folder in 
Windows 
Explorer. 

 

Drag & Drop 
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Note: If TRIM is 
not showing in 
the above 
screen, the 
icon can be 
found in the 
following 
folder: 

Start 
> All 
Programs 
> TRIM  

 

 

 
 
 
 
 
 


