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(TRIM ID D12/60991)

TRIM
Saving a document – optional fields

When saving a document, you may also complete the following optional
information

Maximise your screen to see the entire Record Entry Form

Type your surname into the Author field and click the KwikSelect button to the right
to display a list of all contacts
Select your
name and click
OK to add it to
the Record
Entry Form



Page 2
TRIM – Saving a Document – optional fields
[Western Sydney University (Records & Archives Management Services)]

TRIM ID D12/60991

This brings you
back to the
Record Entry
Form with your
name in the
Author field

Check the Vital
Record box if
the document is
vital to the
operation of
your unit

Check the
Commercial-in-
confidence box
if the record is of
a commercial
nature

Click the
Contacts tab

If you wish to
add additional
Contacts to this
document
continue as
follows

Right click
anywhere in the
white box

Choose Add
contact
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Type the name
of the additional
person into the
Contact Name
field

Select from the
dropdown list in
Contact Type
field

Click OK to add
the new contact

Click the Notes
tab
Click Add Notes
button

Type in
additional notes
about the
document you
are creating, this
is a searchable
field and
information
added here may
be useful in
future searches.

Click OK
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The Notes will
be added with
your name and
date attached.

Click OK to
finish saving to
TRIM


