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Setting

TRIM:
Record Alerts

The Alerts function enables you to receive an email alert when a particular
action happens to identified records in TRIM. For example, you can request to
receive an alert when:

e afile has a new document placed into it;

e adocument is modified;

e documents are moved from a file or into a file.
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Right click in 3 HP TRIM - [Alerts - user:Smith, Michael - 1 Alerts Found] =SEE)

the blank i File Edit View Search Tools Window Help - & x
window D2 EETEBYP 0 O saesearchas Xy (@ 7[R KD @E @D T
Shortcuts X | Search By Equal To
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Alerts allows you to create rules so that when certain actions occur on Records you wil be
Open. notified via e-mail.
Se|eCt the Send me an E-mail when
Record Created z
type of alert. Record Modified
Porqrd [Na AU

Contents Added To Folder

Contents Removed From Folder

The example !
ShOWﬂ in | Electronic Document Event
these screen
shots will
notify you if a
new
document is
added to a < Back I nec- [” Cancel | [ Help
file. -

Select:
Contents
Added To
Folder

Click:
Next
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Select: 1. Mew Alert - Alert Condition | | ~— S

For any
Now you need to select a condition to determine which Alerts you wil receive.
Records
E-mail when a 'Record Created' event occurs
Note: Other For any Records

For Records within the Container

For Records that have a Record Type of

options here
For Records that have a Classification of

include being | |

. . For Records having an attached Thesaurus Term of
notified if a I For Records with Title or Notes containing the word
document |
with a | EEESS
particular
word in the i
title (eg a
student
numbel’ OI’ | < Back l [ Next > ] l Cancel l l Help
name) is - -
added to
TRIM.

Select 1. New Alert - Optional Condition —r , - M
Container

Now you can select an optional condition to refine the Alerts you wil receive.

E-mail when a 'Contents Added To Folder' event occurs For any Records And Container is 06/(
Eit

her:

Type the file
number in the | |
blank box. '

Select the optional condition to further refine the Alerts you will receive

Record Class

Container
Date Closed
Date Created
Date Due
Date Declared As Final -
Only e-mail me if the Container of Record is

Or !
N 06/003072
Click on
the
quick select -
button to i < Back l l Finish I I Cancel l I Help
search for a '
file.

Click:
Finish
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What does the alert look like?

When a document is placed in the file you nominated you will receive an email
alert from TRIM that looks like the following:

l"J?i\.""H 9 5 4+ v &)= HP TRIM Notification - Alert Raised. Alert for Record D12/21676... E‘M
AR v

Message Developer HP TRIM Adobe PDF @

_% _& _$ x 1 Move to Folder ~ % &, Safe Lists - Eg v‘ i\' 43 g?j

[ Create Rule
Reply Reply Forward | Delete ; Block [ Not Junk Categorize Follow Markas | Find | Sendto
to All £ Other Actions ~ Sender - Up ~ Unread w OneNote

Respond Actions Junk E-mail F Options F OneMote

From: TRIM Administrator [trim_administratorsi@lists. uws.edu.au] Sent: Wed 18,/01,/2012 3:50 PM

To:

Ce:
Subject: HP TRIM Notification - Alert Raised. Alert for Record D12/21676 92326 Alphawest HP TRIM Navigation Suite Image Library

I Message | %/ 92326 Alphawest HP TRIM Navigation Suite Image Librarytr5 (569 B)

HP TRIM has generated an alert based on the following criteria: —

E-mail when a 'Contents Added To Folder' event occurs For any Records And Container is
06/003072

Record: D12/21676 92326 Alphawest HP TRIM Navigation Suite Image Library

This E-mail Message has been automatically generated by HP TRIM (TRIMPROD).

You can then double click on the attachment to go straight to the record in
TRIM.
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Removing an Alert
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