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TRIM:
Showing TRIM Record Number Outlook

Having the TRIM record number visible in an Outlook column indicates an email
has been saved to TRIM

In OUt/OOk’ et 4 Favortes ‘ Search Deleted ftems (Ctrl+E
th_e mailbox e ‘& Inbox (5 B 1B From Subject Received
wish to add the 0 Unresd Mail Tere ey & ATengedy b
column to ) sent ems t} Reverse Sort
&) Deleted ems @ Field Chooser
For example Remove This Column
- Inbox T 1 T Group By This Field
- Sent Items — = oo by tox
- De|eted ltems |+ [ Office of Higher Education ¢
[ [3 Office of the DVC (Corporat LOR——
Right click on the l@ov
column headings 4 [ 5chool of Computing Engine
3 TRIM
Select: [ Schoal of Marketing
View Settings [ School of Medicine
[ Schoal of SSP

Click: Advanced View Settings: Messages il

Columns ... ~ Description

| Columns... Header Status, Importance, Icon, Attachment, From, Subje...

Group By... MHone

Sort... From (ascending)

Other Settings... Fonts and other Table View settings

Conditional Formatting User defined fonts on each message

Filter... | Off

Format Columns... Specify the display formats for each field

Reset Current View | oK | Cancel |
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Select:
HP TRIM Record

Number
Select available columns from:
Click: IUser—deﬂned fields in folderll
Add > Available columns:

T — Add -=
TRIM Dataset
TRIM Record Number

- R
TRIM Record URI o

Mew Column...

[

Properties | Delete |

Show Columns

Maximum number of lines in compact mode: I?_ vI

il

Show these columns in this order:

[

Header Status
Importance
Flag Status
Icon
Attachment
To

Subject

Sent

Size
Categories

[

[H@ye g | [y D |

o]

Cancel |

To adjust position

Show Columns

Maximum number of lines in compact mode: |2 vl

x|

Click:
Move Up or Select available columns from:
Move Down User-defined fields in fulderﬂ
Available columns: Show these columns in this order:
- 0. TRIM Dataset - Add -> | Header Status -
Click: TRIM Record Number J Importance _I
OK TRIM Record URI [EE— | Flag Status
Icon
Attachment
Click: News Column... | Ta
. Subject
OK again Sent
Size
HF TRIM Record Number
Categories
= =
Properties | Delete | Move Up I Maove Down |
0K | Cancel |
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The TRIM Record
Number column is
now showing ...

TRIM - D.LAMARO@uws.edu.au - Micros

_l Home Send / Receive Folder  View  Add-ns Nuance PDF Adobe PDF

= % Ignore ] 63 3 LI N

I g x & 4%1 = B Veetng |3 TRMOB/002063 (3, To Manager | L &y @ Q

A5 CleanUp - 3d Team E-mail ' Done o

New Delete  Reply Reply Forward # \jore = |~ . . \ _ | Move Rules OneMote Unreac

TETES & Junk al ~& Reply & Delete # Create New 5 . . Read
lew Delete Respand Quick Steps Mave
B Search TRIM (Chl+E ey
i Inbosc [5) B (13| From Subject ‘HP TRIM Record M... ‘Recewed S..C.. ' iy
2 Unread Mail (5}

- Sort by: HP TRIM Record Number
= TRIM: RE: HP TRIM Whitlam Institute - Fil... D15/1059426 Tue 4/08... L... ]
3 Deleted ftems
= TRIM: HP TRIM Whitlam Institute - File : 1... D15/951503 Mon 20/0.
M
3 opu
(3 Office of Higher Education ¢
[ Office of the DVC (Corporat F
0 ove 5
[ School of Computing Engine g
TRIM

- ¢
[ School of Marketing
[ School of Medicine F
3 School of S5P

}.

(3 Schools Engagement
(3 Stucent Equity and Welfare
» [ Whitlam Institute H K

2 Chrrrlnnt Crimnn o+ Cnrinne L
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