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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 KwikSeIectlE button to the right
to display a list of all contacts
Select your —lojx]
name and CIICk GeﬁﬂfallmoeslConlactslNotas|Prm{ename| |
- Title (Free Text Part) Saving a document - optional fields |
OK'to add it to Ciol
the Record )
En try FOI'm Author [y [igg Name Active? [Ep Business 4]
[ {3 e peveeaare e
Date Created 26/11 | § Fiynn, Robert Active
File Number l_ 2 Ex:: :::jlsﬂgzus Rory g:ce)tmwe
Bz l_ i tmwe 7267
I can <i| Flynn, Skye Therese | ¥ Not Active _»,LI
[~ Con Name m Fiynn, Sharon j
Date Last Updated Sunday, 30 August 2015 at 5:48 PM
I~ vita Keep Address History | No
% Enc Business Phone 7267 =
v —
oK | Cancel Search Help |
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This brings you -lolx]
baCk tO the General |Access| Contacts' Notes' Provenance'
Record Entry
Form with your Title (Free Text Part) Creating a new document in TRIM - practise exercise
name in the “
Author field
Author |Flynn, Sharon
'gheck C’;hbe V/_t]:a/ Addrossee | ~[&]
ecor OoX |
e T e Date Created |26 11/2015 3:06:44 PM |
vital to the File Number |
operation of e emal b |
your unit
Check the [~ Contains 'personal information’
CommerCia/'in' [~ Commercial-in-Confidence
confidence box [~ Vital Record?
if the recorgl ||s of [ Enciosed?
a commercia
nature
Click the
Contacts tab
oK | Cancel | Help |
Y
If you wish to B New Record University Document o] x|
add additional :
. General| Access Contacts | Notes | Provenance'
Contacts to this
document ' |sub Type {5 Location B
continue as : 0
follows
Right click _Iolx
anywhere in the : :
white box General| Access Confacts | Notes| Provenance' g Tag Al CurkA
", Untag Al Ctrl+U
V| Sub Type ¥ Location - Invert All Tags
Choose Add Author I3 Fynn, Sharon ' g
contact | 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

Add New Contact -

Contact |

Contact Mame

|Flanagan, Barry

Contact Type

[" Make Primary Caontact
I~ Snlyif Mo Prirmary: Contact Exists

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

Click OK

oK | Cancel Help |

Click OK to add
the new contact -lo/x]

'General| Accem' Contacts MNotes | Provenance
Click the Notes
tab
Click Add Notes ETET
button :

General| Accesx| Contacts Notes | Provenance'
Typein o x|
additional notes
about the Add New Notes|

This document is used for training purposes only

Place the new notes:

(@ At the Start
(At the End

[ Insert the new notes with a user stamp

Spelling |

0K | Cancel |

Help |

User Stamp Spelling |

Add Notes |
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RETE
The Notes will (o s = |
o neral Cess on rovenance
be added with
"Thursday, 26 November 2015 at 3:50:40 PM (GMT+11:00) Flynn, Sharon:"
VIR el and This document is used for training purposes only
date attached.
Click OK to
finish saving to
TRIM
User Stamp | Spelling | | Add Notes I
oK | Cancel | Help |
Y
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