Guideline — Creating a shared TRIM user Label

In the new version of TRIM, User Labels are able to be shared. The guideline of how to create a
shared User Label is below. Please note that shared User Labels can only be shared across group
locations, not multiple individual staff

1. Perform a “location” search in TRIM. Find the Business unit or access group that the User
Label is to be shared with
2. When the location is found : Right Click — Maintain User Labels
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3. In User Labels : Right Click — New — New Top Level Item



4. Create the User Label title

5. Search your own User Labels and it will be found by looking for the “owner” column as the
shared User Label will be open to the location opposed to your personal ones



