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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
A Open
drive o
New
Right click on Por:;?n .
the document Scan with Sophos Anti-Virus
Restore previous versions
SeleCt: Send to {  Compressed (zipped) folder
Cut Desktop (create shortcut)
Send TO g Copy ~. Documents
TRIM Create shortcut Dropbox
Delete Fax recipient
Rename Mail recipient
Note: If the Propertcs .
0 < DVD RW Drive (D:)
option to send »  Admin (\ad.uws.edu.au\DFShare\Chanceller\OGS) (V)
to TRIM does 7 RAMS (\ad.uws.edu.au\DFShare) (Z:)
not appear
follow the
instructions at
the end of this
document to
restore the
option.
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Select the x
appropriate oo
Record Type

(® Create a new Record, with Record Type

Click: | -

OK Record Title

_lo/x]

Record Types |

=% Name | Home A
|5 student Document - Restricted

@ Unit/Course/Unit Set - Document Courses & Timetabling Unit

1 =] University Document

ﬂﬂ University Publications

B uws Legal Document Records & Archives Management Serv,
-
»

<

Name | £ University Document =]
Home
Owner

4| ¥ [Properties 4Notes /
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Complete the _iox]
record entry Genera| | [ Notes| |
neral | Ac Contacts | Notes | P
fOI’m as usual Cess on jores rovenance
Title (Free Text Pari) RecordKeeping|
The following .
fields are
mandatory:
° T|t|e Author I v||
) Flle Addressee I -
» Date Date Created |15 9/2015 10:40:13 AM [
Created
File Number | ~ ||
External ID |
[~ Contains 'personal information'
[~ Commercial-in-Confidence
[~ Vital Record?
[¥ Enclosed?
0K I Cancel Help
A
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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 Properties
Start Button - -
e Open Windows Explorer
Windows
Explorer
Copy the %APPDATA%\Microsoft\Windows\SendTo
following
address:
Paste the
address IntO | . » UWS300EDSBBD953 » OSDisk (C) » Users » 9234829 » AppData » Roaming P Microsoft » Windows P SendTo
the add ress Organize ~ Include in library ¥ Share with ~ Burn New folder
bar |n . Favorites Name
9 M Desktop i Compressed (zipped) folder
Wlndo ws !4 Downloads M Desktop (create shortcut)
EXp/Oref «» Recent Places ‘- Documents
5 ScanSnap Folder # Dropbox
. # Dropbox #¥ Fax recipient
Hlt iz Mail recipient
E ntel’ - Libraries ¥ TRIM
Click on the £
Windows Start i
button P12 Microsottotfceword 2007 | it " ’
7 Caleulater Il:.'.lze.f:‘ft‘)‘::h:o?m ;“‘::Inlr
Drag the TRIM [ | st et |
|con |nto the (7 [P p—— 17/02/2011 139 PM Sharteut
18/00/2012 11559 - Shortcut [
. )
folder in
Windows
Explorer.
]
et 18012012 1158 AM
» All Programs te f;:\]?;i!':l} 11:59 AM
TRIM: Saving a document - Right Click > Send to (TRIM ID D07/231145)

[Western Sydney University (Records & Archives Management Services)] Page 4



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

Start

> All
Programs
> TRIM

All Programs

Microsoft Office Help and Support

Microsoft Visual Studio 2005
QuickTime

Sophos

Startup

TRIM

Run...

CXrRiM )
‘¥ TRIM User Guide

!’ Inbox - Microso
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