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TRIM in tegratesw ith Microsoft Office desk top application sth rough Add-in s,en ablin g you tosav e
docum en tsdirectlytoTRIM.Toen able th isfun ction ality,you m ust first open TRIM tocon figure your
desk top application s.

From th e FILE dropdow n ,select Desk top Add-in s.Ch eck all application syou use w ith TRIM.

Th e MS Office application sw ill n ow h av e an HPE Con ten t Man ager(TRIM)tab on th e ribbon .
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It con tain sth e com m an ds:

 New -click toselect adocum en t tem plate from TRIM an d create a n ew record based on th e
selected tem plate.

 Open -toopen adocum en t from TRIM.

 Ch eck In -tosav e adocum en t toTRIM.

 Mak e Fin al -m ak esth isdocum en t rev ision th e fin al rev ision .

 Ch eck In on Close -click toautom aticallych eck th e docum en t in toTRIM w h en it isclosed.

 Record Properties-displaysth e TRIM record propertiesofth e curren t docum en t

 Picture -toin sert apicture from TRIM in aW ord,Pow erPoin t orExcel file.TRIM search esfor
picturesusin g default criteria w h ich you can ch an ge.

 Text from File -toin sert text from an electron icdocum en t in TRIM.TRIM search esfortext
docum en tsusin g default criteria w h ich you can ch an ge.

 Object -toin sert an object from an electron icdocum en t in TRIM.TRIM search esusin g default
criteria w h ich you can ch an ge.

 Option s-click toturn on oroffth e Option span e.Th isallow syou tocon figure th e default
settin gsofth e Office In tegration .

Note:Ifth e default record type propertyisset in th e Option span e an d you attem pt toch eck in to
HPE Con ten t Man ager,you w ill be tak en directlytoth e record en tryform .Toov erride th e default
record type,you can h old dow n th e sh ift k eyw h en click in g th e Ch eck In button ,you w ill th en be
prom pted toselect a record type.Ifn odefault isset,you w ill be prom pted toselect a record type
ev erytim e you ch eck in .

Th e follow in g pagescon tain RAMS guidelin esforsav in g a n ew W ord docum en t toTRIM forth e first
tim e.

Ifyou n eed assistan ce at an ytim e,please con tact RAMS ram s@ w estern sydn ey.edu.au
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Sav e a W ord docum en t toTRIM

You m ust h av e afoldertosav e th e docum en t to.(See D18/ 783136Create a New Folder).

Create a n ew W ord docom en t (oropen on e from a n etw ork folderordesk top).

W h en fin ish ed,sav e it toTRIM -Click

Ch eck In or
Ch eck In On Close
Select th e type ofrecord an d click OK

U n iv ersityDocum en t
( n ot related toaspecific studen t)
or
Studen t Docum en t
(see D17/ 626366forStuden t
Docum en t Types)

Giv e yourdocum en t a m ean in gfu l title,
on e th at isselfexplan atoryan d w ill be
easilyin den tified in th e future.

En terth e FolderNum berit istobe
sav ed in .

Click OK tosav e th e W ord docum en t to
TRIM.


