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TRIM:
Make a Document Final (prevent editing)

To protect the final (published) version of a document you can make it Final
(Read only). No additional changes can then be made to the document.

Open TRIM

Select the
document
you wish to
make Final

Right click on
it

Select:
Electronic
> Final

Select:
Final

Click:
OK

Note: Once
made Final,
only RAMS
staff can ‘un-
finalise’ it


