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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 Outlook, open 
the mailbox you 
wish to add the 
column to 
 
For example 

- Inbox 
- Sent Items 
- Deleted Items 

 
Right click on the 
column headings 
 
Select: 

View Settings 
  

Click: 
Columns … 
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Select: 
HP TRIM Record 
Number 

Click: 
Add  - > 

 
 

 

To adjust position  
 
Click: 

Move Up or  
Move Down 

Click:  
OK 

Click: 
OK again 
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The TRIM Record 
Number column is 
now showing … 

 

 
 
 
 
 
 


