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TRIM:
Saving Multiple Documents from a Network Folder

Records held in a network folder can be saved to TRIM using a document queue
as follows:

Create a file in
TRIM (to match
the folder on
your hard drive)

Select and drag
the documents
from the folder
and drop them
onto the file in
TRIM

Note: Do not
drag the folder,
only the docs.
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The documents will
appear in a new
window in TRIM.

To speed up the
next process, set
your Default
Record Type.

Select:
Tools
> Options

Right Click - Tag All
the documents

Right Click:

Check In

Click to select
Default Record
Type
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A registration
screen will open for
each document.

Check the details
are correct then
click OK for each
document.

Note: The file
number field will
default to the file
you dropped the
documents onto.
However, you
should check the
title and dates are
accurate.

You can now close
the window in
TRIM. The
documents are
contained in the
relevant file.


