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TRIM
Saving a Document – Drag & Drop

One method of saving a document to TRIM is by dragging and dropping it from the
Desktop or a Network Folder onto the relevant file in TRIM.

Locate the
document on
your PC

Open TRIM
and Search for
the file to save
it to

Arrange both
windows so
they are side
by side

Drag and
Drop the
document to
the relevant
file in TRIM

Select the
Record Type
you wish to
create

Click:
OK



Page 2
Saving a Document – Drag & Drop
[Western Sydney University (Records & Archives Management Services)]

(TRIM ID D07/238911)

Enter data in
the fields as
necessary

Some fields are
mandatory:

 title
 file
 date

created

Click:
OK


