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TRIM
Exporting Documents

Respond to external requests for information, or take documents to meetings,
by exporting TRIM documents in a Web Publisher report.

Locate the
documents you
wish to export. In
this example the
contents of a
student file.

Tag the
documents you
wish to export
(by clicking to
the left or CTRL-
A to select all).
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Right click on any
document
Select:

Send to


Web
Publisher

Click:
OK
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1. Type a title
for your
report.

2. Click the
following
button:

Select:
Enquiry –
Detail

Click:
OK

1.

2.

3.
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3. Choose a
location to
save your
documents

Click:
Save

Click:
OK

Click:
Yes to All
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To view the
documents
open the
destination
folder in
Windows
Explorer and
double click
the html file.

Note the
electronic
documents are
all in the folder
titled Doc

Click on the hyperlink to view a document.

Note: TRIM sources the “sent date” from emails and utilises it as the “date
created” in TRIM. This should be explained in your responses, especially for
subpoenas, etc


