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TRIM9 Em ail a Record from TRIM
[W estern Sydn eyUn iv ersity(Records& Arch iv esMan agem en t Serv ices)] (TRIM ID D18/ 1026596)

TRIM9 – Email a record from TRIM

On ce sav ed toTRIM,a record can be sh ared byattach in g it toan em ail.

Open TRIM

Tag th e records/ s
tosen d asem ail
attach m en t/ s

Righ t click on on e
ofth e docum en ts

Select:

Sen d To
>Mail
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Select:
All Tagged
Row s

Click :

OK

Tick toselect
w h at isbein g
attach ed

HP TRIM
Record
Referen ce

(ifrecipien t h as
accesstoth e
record in TRIM)

or

Electron ic
Docum en t

(ifrecipien t
doesn ’t h av e
accesstoth e
record in TRIM)

Click :

OK

Click :

Yes ToAll

Ou tlook w ill open ,you w ill see th e docum en t an d/ orTRIM Referen ce attach ed
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Addressth e
em ail

Sen d th e em ail,
it w ill n ow
appearin your
Sen t Item s

Ifyou receiv e a
docum en t sen t
from TRIM

Double click :
TRIM
Referen ce
Icon

Ifyou receiv e a
docum en t sen t
from TRIM

Double click :
TRIM
Referen ce
Icon

TRIM w ill open
sh ow in g th e
receiv ed
record


