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TRIM9:Sav e an Em ail
[W estern Sydn eyUn iv ersity(Records& Arch iv esMan agem en t Serv ices)]

(TRIM ID D18/ 1025717)

TRIM9 – Save an email

Before you can sav e an em ail toTRIM,you m ust k n ow th e record n um berofth e folderyou are sav in g
it to.

From yourOutlook in box,
open th e em ail

Open th e
HPE Con ten t Man agertab

Click Ch eck In
W ith Record Type

Select a Record Type to
sav e th e em ail as

Click OK

You can alsoCh eck In
attach m en t(s)separately.

Th isisth e preferred option
w h en sav in g docum en ts
scan n ed an d receiv ed by
em ail



TRIM9:Sav e an Em ail
[W estern Sydn eyUn iv ersity(Records& Arch iv esMan agem en t Serv ices)]

(TRIM ID D18/ 1025717)

Man datoryfieldsare:

Title (Free Text Part)=
Subject Line of email
 Ifn ecessary,ch an ge th e

title tosom eth in g m ore
m ean in gfu l

Date Created= Date email
sent/received

Folder= TRIM folder the
email should be saved to
 Use Studen t ID forStuden t

File OR search forth e
correct file

Addition al fieldsare:
Author=who the email was
written by
Addressee=who the email
was sent to
 Form at forn am esis

Surname, Given Name.

Click OK
Th e New Record en try
form isa differen t fora
Studen t Docum en ts

Th e subject lin e in Outlook isprefixed w ith TRIM in dicatin g th e em ail h asbeen sav ed toTRIM.(Not
when saving attachment only)


