DS

The 'Search, Tag and Do’
TRIM Training Handout
For

Ministry of Forests' END USERS

(Based on Info Workers Draft Version 08.1)
July 6, 2004
EDS Victoria

EDS Canada West Solution Centre
710 Redbrick Street

Victoria, BC V8T 5J3

Canada




Ministry of Forests

Information Worker TRIM Training Handout

Amendment History

CR# Document Date Modified By Section, Page(s)and Text Revised
(optional) Release #
0.1 Feb. 13-04 Freda Wilson | Original
0.2 Mar. 22-04 Freda Wilson | Updates based on test run at
MOF
0.3 Mar. 31-04 Freda Wilson | Updates based on 2nd test run at
MOF
0.4 Apr. 16-04 Freda Wilson | Updates based on notes and
information from MOF
0.5 April 30-04 Dave Young | Minor updates made.
0.6 May 13-04 Freda Wilson | Minor updates based on request
from MOF
0.7 June 11-04 Freda Wilson | Minor updates based on request
from MOF and added Index
0.8 June 23-04 Freda Wilson | Minor updates based on request
from MOF
0.81 July 5 04 Dave Young | Minor changes to 6.7
Approval History
Release # Approved By Title of Approver Approval Date Comments
1.0 Ann Cummings | Ministry Records
Officer
Pageb EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.




Manual Conventions

Manual Conventions

The pages that follow describe how information in this manual is presented. The manual has
been organized into seventeen chapters, each dealing with a specific topic including an Index:

e Chapter 1 provides a Course Overview
Chapter 2 explains what TRIM Context™ is. As well, it gives you a quick tour of the
TRIM Menus and how to customize the display in TRIM.
Chapter 3 explains demonstrates how to Search for and Create Records.
Chapter 4 deals with how to use the Reports function to Print Labels.
Chapter 5 explains how Record Requests are handled in TRIM Context™.
Chapter 6 covers Record Maintenance including how to create a New Part to a file.
Chapter 7 covers Disposition Management including culling records and how to
transfer records to Onsite and Offsite Storage Facilities.
Chapter 7 demonstrates how to generate various types of reports in TRIM Context™.
e Chapter 8 explains how to create and modify External Locations.
e Chapter 9 demonstrates how to search for records using a core group of the various
Search Methods available.
Chapter 10 demonstrates how to save frequently used Searches.
e Chapter 11 deals with the Favorites shortcut bar and how to add saved searches and
classifications to Favorites.
Chapter 12 lists some useful Short-cut Keys to know.
Chapter 13 describes some Troubleshooting Tips for topics covered in chapters 3 -
11.
Chapter 14 lists whom to call for help.
Chapter 15 provides a Glossary of Terms.
Chapter 16 provides an Index.
Chapter 17 (Appendix A) provides the answers to the Chapter Questions

Typographical Conventions

Throughout this manual, boldface has been used for emphasis. Bold may also be used to
highlight menu names or menu options, as in:

Choose File|Save Record.

Italics have been used to indicate titles and terms with which you may not be familiar. Italics
may also be used to identify dialogue boxes or their elements, as in:

In the Open dialogue box, click OK.

In the exercise instructions, anything you are asked to type appears in the Century Gothic
font.
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Concepts

When a new topic is introduced the concepts will be described prior to being asked to
complete an exercise. Concepts are listed in a step-by-step format and are lettered such as, A,
B, and C etc. An example will look like the following:
Searching for a Record:

A. In TRIM Context™ select from the menu Search|Find.

B. A search dialogue will appear. Select the Search Method you wish to search by
and fill in the desired search criteria and click OK.

C. Select the record you wish to review.

Exercise Instructions

Hands-on exercises are interspersed throughout this manual. They are presented in a step-by-
step format and will be numbered such as 1, 2, and 3, etc. An example will resemble the
following:

Exercise 1 Searching for a Record

1. Choose Search|Find Records from the Menu at the main Context screen.
2. Choose Title Word as the type of search.
3. Type the word: Training and click OK to begin the search.

Questions

At the end of each chapter there will be a set of questions to test your knowledge of that topic.
These will be presented in a numbered format similar to the exercises. The questions will be
a combination of multiple choice, true/false as well as descriptive answers. This will help you
determine whether you need to review a particular area of that topic.

Answers to all of the questions are listed at the back of the manual in Appendix A.

Alternative Methods of Performing a Command

TRIM Context™, like most Windows programs, offers several ways to execute a command,
allowing you to use the program in the way that is most comfortable for you. Where
appropriate, this manual will show you the menu, keyboard, and toolbar methods for
accomplishing a task. For example, to find records in TRIM, use any of the following
methods:

e

Toolbar: L
Keyboard: [Ctrl][F]

Menu: Search|Find Records
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Keystrokes

Keyboard commands using two or more keys in combination will be shown as follows:

[Ctrl][C] Hold down the first key, tap the second key
[Ctrl][Shift][L] Hold down the first two keys, tap the third key

[AIt],[F] Press and release the first key, press and release the
second key
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1. Course Overview

Today government offices, corporations and businesses of all descriptions are becoming
increasingly aware of the need to keep and maintain accurate records of transactions that take
place during the course of business. Offices use many forms of document and records
management to achieve these results. This course presents the basic features of TRIM that a
typical Information Worker needs to perform day-to-day records management functions.

1.1 Intended Audience

This course is designed for Ministry of Forests records management staff who will be creating
and maintaining records of business transactions in TRIM Context™.

1.2 Purpose
The goal of this course is to provide an understanding of the records management features of

TRIM Context™ and how it integrates with desktop applications. Participants will learn how
to create, search for and maintain records in TRIM Context™.,

1.3 Prerequisites

Attendees should be familiar with records management principles and should be comfortable
working in the Windows environment. Keyboarding ability is also necessary.
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2. Introduction - A Tour of TRIM

2.1 Objectives

In this Chapter you will learn:
What is TRIM Context™?
The different Menu Options.

ol A

How to launch the program.
4. How to modify the List and View Pane screens.

Following completion of this chapter you will understand what is TRIM Context™,
launch the application and know the different parts of a TRIM Context™ window and
how to modify the display of information. You will also be able to test your knowledge
of this topic by answering the questions at the end of this chapter.

2.2 What is TRIM Context™{ XE "TRIM:What is TRIM
Context" }?

TRIM is an integrated Enterprise Document and Records Management System (EDRMS)
capable of managing the full range of corporate information. The Ministry of Forests has
chosen to use TRIM Context™, which the Government of British Columbia has selected as
the standard tool to help manage the government's records.

From electronic documents and records, through content management, to the management of
physical records and documents, TRIM Context™ provides all the necessary functionality in
a single off-the-shelf software application.

2.3 Launching TRIM Context™{ XE "TRIM:Launching
TRIM Context™" }

When TRIM Context™ is installed on your PC, the TRIM Context™ WELESIIER icon will
appear on the desktop. Double-click this icon to launch the TRIM Context™ application.
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Basically when you work in TRIM Context™ you will be searching for records, tagging
records and then executing the specific function that you want to do with those records. For
example, you may want to print a specific kind of report so you would begin by searching for
certain records, tagging them and then sending them to a particular type of report to be
printed.

There are two other TRIM icons that are related to the filing of electronic records. These will
not be covered during this course. We will address the filing of only physical records.

TRIM Queus

2.4 Changing the Dataset in TRIM{ XE "TRIM:Changing
the Dataset in TRIM" }

When you launch TRIM Context it will advise you that it is accepting connections to the
default dataset. The dataset is the repository where records are stored. Initially, you may be
working in the TRIM FOR Test dataset to test the functions of TRIM while learning the
application. Once you feel comfortable enough with using TRIM you will want to create
records in the production dataset.

TRIM always identifies which dataset you are using by displaying it on the status bar at the
bottom right of the screen.
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The basic steps to change the dataset are:

A. Select File|Open Dataset from the Menu.

TRIM Context
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B. Select the Dataset from the list displayed.

Open TRIM Context Dataset

| Dataset Mame | ;I
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C. Click OK to proceed.

Note: Click the Default button to make this dataset the default each time you launch
TRIM Context.

The main TRIM Context screen will be displayed.
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2.5 The TRIM Menu System

The File Menu{ XE "TRIM:File Menu" }

The File Menu offers a number of options depending on what you are doing in TRIM. You
can create/save a new record or view the properties of a record from this menu. Options that
appear on a menu in black text are available and those grayed out are not available at that
point in time. Items that have an arrow pointing to the right will have a sub-menu of choices
available. This is referred to as cascading menus.
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The Edit Menu{ XE "TRIM:Edit Menu" }

The Edit Menu provides editing functions such as cut, copy, paste, etc., when you are
working with records.
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{4
ZhrlC
k|
ikl HDeleke
]
Remoyve From g
: % Taog &l Chr|+-4
A
2 nkag Al b4

Cla ¥y Inwert Al Tags

N

schedules

The Search Menu{ XE "TRIM:Search Menu" }

The Search Menu provides various search functions such as find records, save searches, and
uses the different tray options.

TRIM Context

| Fie Edit| Search Tools Window Help

J 0 | H N, Eind Records. ., Crl+F J % 895 Sy

Shorkouks Saved Searches. .. Ckrl+i3

Favarit Browse Via Classifications
Current Search k
Mavigation 3

TRIM Traws

Locations

ol

Page 2-6 EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Introduction

The Tools Menu{ XE "TRIM:Tools Menu" }

The Tools Menu provides a list of items that access different functions such as locations,
record classifications and requests, as well as reports, just to name a few

TRIM Context
J File Edit Search | Tools ‘Window Help

J J | HEH#= Lacations @

Sharkcuks x Record M| &= Contacts

Words Indexes k

&fc Organizations (External)

Favarites

Reports L4 = : '
s Internal Locations Direckory

Phrysical Tracking k

lser Configuration

Locations

<

Classifications

N

Schedules

The Window Menu{ XE "TRIM:Window Menu" }

The Window Menu allows you to navigate amongst windows that you have open, change how
they will appear as well as refresh the contents of a window, etc.

TRIM Context

J File Edit Search Tools | Window Help
DjEa=E|! = S L35 @ -
FE&

Shaorkcuts » Reload

Favorites

Fecords

Locations

@

Classifications

1N

schedules

[E] Activity Log

Windows. ..
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The Help Menu{ XE "TRIM:Help Menu" }

The Help Menu provides access to the TRIM Context online help. Context sensitive help is
also available from within many of the dialogue boxes.

TRIM Context
J File Edit Search Tools ‘Wwindow | Help

JD|HE1@|@@| Contents

&) Index Shift+F1
& el F1

Setup Information. ..

Shortcuts b4

Favorites

Tip of the Day...

Recaords

@ TOWER Software Onling
. About TRIM Context
Locations

Q

Classifications

1N

Schedules

2.6 Parts of a TRIM Dialogue Window{ XE "TRIM:Parts
of a TRIM Dialogue Window" }

The dialogues in TRIM Context™ are the same as any other Dialogues application. They can
be maximized and minimized. All Dialogues in TRIM have a right click menu. In general all
of the TRIM Context™ dialogues have the following elements:
/ Title Bar

Ef{Classifications - Top Levels - 2 Classifications Found LlSt Pane
Murnber # [ arne - | &
¥ b ARLS- T 100001 Header Row
& & I
& FOR-10000 (G FOREST SERVICE:GEMERAL o
[ (4 FOR-10005 [ FOREST SERVICE:COMTRACTED SERWICES
[+ [y FOR-10025 [ APPEALS
& FOR-10050 (G FOREST CERTIFICATIOM.GEMERAL A
&) FOR-10055 (G FOREST CERTIFICATION.CANADIAN STANDARDS ASSOC.
[ (4 FOR-10060 % EMFORCEMEMT.GENERAL
& FOR-10081 (G FOREST CERTIFICATION.FOREST STEWARDSHIP COUMCIL
&) FOR-10085 (G FOREST CERTIFICATIOM.ISO | L]St Pane
[ |4 FOR-10063 [ FOREST CERTIFICATION:SEFEF EMS
B[4y FOR-10100 [ FOREST ECOMOMICS:GENERAL
& FOR-10110 (G FOREST ECOMOMICS:DEVELOPMENT OF MEW PRODUCTS
&) FOR-10113 (G FOREST ECOMOMICS:ECONOMIC ISSUES
[ 4 FOR-10115 |5 FOREST ECOMOMICS:COMPEMSATION v
G FORA0116 [§) FOREST ECONOMICS:COMPETITION -
g of
Mumber FOR- =]
Name 881261 A
Fecord Secuity | [Mao Security Level]
Classification Title | 851261 VleW Pane
v
=
Page 2-8 EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Introduction

2.7 How Things Look in TRIM Context™

2.7.1 Title Bar{ XE "TRIM:Title Bar" }

The Title Bar will indicate which window or dialogue you have opened. It will also display
any filtering that has been applied. A list can be filtered to display information that matches
certain criteria. If ‘All’ appears in the Title Bar, then no filter has been applied and TRIM
Context™ is displaying all available information. The Title Bar may display the number of
items in a list. If this does not automatically appear you can count or sort the list and the
number of items will be displayed.

2.7.2 List Pane{ XE "TRIM:List Pane" }

The List Pane displays entries that are relevant to the Dialogue box that has been opened.
The information in the List Pane has been divided into Columns. The List Pane Header Row
shows the names of the fields that are being displayed in the List Pane. The scroll bar at the
bottom of the List Pane will enable you to scroll through horizontally the columns that are
currently being displayed. The scroll bar on the right hand side of the List Pane will enable
you to scroll vertically through the entries.

TRIM Context

File Edit Search Tools Window Help
|IGea=8|S8/o® . |88 E - [S %™ %% %%
J Read Barcodes. .. ﬁ Record Requests i Q % @ Saved Searches. .. Q"' & i - & Mew Location = m % Make Reference b4 |
Sharteuks | [ " - —
e — ¥ FREDA'S TRIM TITLE SEARCH - Records - "TRIM" in Title - 25 Records Found
s | [ [0 FiecordMumber [ RstievalCode | Thie Free TestPall | Label Piied|
HO -0k TRIM
B 0O - [7 ARCS-DB450-20.1304F TSEC TRIM - SECURITY Yes 1z
Rerords @ [ (7 ARCS-01735-20/504F~0  TRIM Total Records and Information Management [TRIM] - Yes OE
[ (O ARCS-01735-20/604F TRIM Total Records and Information Management [TRIM] - Yes 0=
[ 07 &+ (7 ARCS-0E450-20.1404F TCON TRIM - Conversion Yes 2E
Locations ] [J- ARCS-06450-20/1504F TRIM TRIM Just Testing Creating a File Folder 1
[ 07 (7 ARCS-DE450-20,1704F TCOM TRIM - Conversion [Made by COPY function] 2E
@ 1 (7 ARCS-00428-35/804F THRIk TRIM Records Management Software Implementat 04
Classifications @ [ [ ARCS-0B450-20/2104F~01 TRIM NT4 TRIM Creating a File Folder Using NT4 Mo 24
@ [0 [ ARCS-0B450-20/2104F~02 TRIM NT4 TRIM Cresting a File Folder Using NT4 Mo 2
(1 (1 ARCS-08450-20/2304F TRIM COPY  TRIM Creating & File Folder via COPY Mo 27
S [ 07 (7 ARCS-DE450-20/2804F TCON TRIM - CONVERSION 0z
. q I [l ™3 MM ARCG.IRARNL2N /3AN4F TRIM NFMN?  TRIM NFRN? I'IF\ FTF THIS | ATFR 1F
e Agsighes '[A[;:stolrgfeLdo?gt;miDFiggo-s‘iHfoorwrngil}gém;?grg;rg?:tdggﬁ? since Movember 26, 2003 at 4:57 PM [last Movember 26, 200!
Creatar D. Young
&I All Holds
Saved Searches Date File Created | Movember 26, 2003 at 4:57 P
Date Registered | Movember 25, 2003 at 4:58 P
Notes 1y
Document Gueues Fecord Mumber | ARCS-06450-20/303F
Title TRIM
| | _’l_I
Recent
Trays $ Saved Searches - All- 11 Saved Searches Fourd | S FREDA'S TRIM TITLE SEARCH - Records - "TRIM" in Tile - 25 Records Found
[ruby.idir begow [ FOR Test [F. wilson [CAF MOM

2.7.2.1 Columns Sort Order

If you left click on a column heading, TRIM will automatically sort the list pane in
alphanumeric order according to the column selected. The sort can be in descending or
ascending order. Each time you click, TRIM will reverse the order. A small gray triangle
will appear in the Column to indicate the sort order.

| Title # | | Title = |
Sorted Ascending Order{ XE "Sorting:Ascending Order" } Sorted
Descending Order{ XE "Sorting:Descending Order" }
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2.7.3 View Pane{ XE "TRIM:View Pane" }

The View Pane displays specific information about the currently selected item The Scroll Bar
will enable you to see all information in the View Pane when there are more fields than the
view pane can display.

S, Aezignee HIS - Information Management Group since Januam 8, 2004 at 11:46 Ak
Terms Date Created [Opened)] | January 8, 1938 at 11:48 A
D ate Registered Jaruary 8, 2004 at 17:48 AM
EI Motes
Saved Record Number ARCS-M 250-20M04F
Searches Title 1000071 - TREASURY BOARD SUBMISSIONS - Treasury Board submiszions - Ann's test
Docurment
Queues
Recent
Trayz

RUEY [ FOR Test

2.7.4 Typical TRIM Dialogue Box{ XE "TRIM:Dialogue Box" }

A dialogue box is what is used to enter data into TRIM. Some Dialogue Boxes cannot be
maximized or minimized.
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/ 8 New Record H - ABORIGINAL AFFAIRS - FILE {HAA) [_ (O]
Title Bar General I Motes | Locations | Related Records |
. i/v'l sl =
TeXt BOX Title [Structured Part) :l
i
I
Title [Free Text Part] ;l
< Drop-down
/+ - List
Combination Field = ,
Sefies Fecord I ﬂ KwikSelect
Retertion Schedule | 8| Field
Fetiewal Code =]
Spell Check
V| < button
(-]
Hardcopy Media Tupe |Pa|:-er Folder EI
DateFile Created  [29/03/2004 [1:53:06 PM H|
Date File Closed | | = < Calendar
Date Fields Content Start Date | | button
Content End Date I EI
50 Date | [
]
QK I Cancel Help |
v
Title Bar: All dialogue boxes will display their title. This will be the name of
the current dialogue, which is related to the function you are
performing.
Tabs: Many TRIM dialogue boxes use a Tabular Format. That is,

information will be displayed on different pages that are accessed via
atab. To open the page, click on the tab.

Text box Where data is entered or modified.
Spell Check: Launches TRIM’s Spell Check Facility.
Date Fields: Times and dates can be entered into Date fields. The first part of a

date field is where you enter the Date. The date must be entered in a
numeric format with a separator of a dash (-) dot (.) or slash (/). The
second part is where you enter a time. Times can be entered in either
a 12-hour or 24-hour format. A colon is used to separate the hours
from the minutes. If using 12-hour time format, ensure that you enter
AM or PM.
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Calendar button{ XE "TRIM:Calendar button" }: Date Fields will normally have a
Calendar button. This button will display a calendar from which you
can select a date. The Calendar button will also enable you to access
the Date meta-variables. These meta-variables include today,
yesterday, this week, last week, and next week, etc.

Drop-down lists{ XE "TRIM:Drop-down lists" }: Lists the most recently used
selections for the current field. Click the V¥ arrow to view the
choices.

KwikSelect field{ XE "TRIM:KwikSelect field" }: A KwikSelect field will only allow
you to enter pre-existing information. You can type directly into the
field or click the KwikSelect button to pick from a list.

Combination Field{ XE "TRIM:Combination Field" }: The Combination Field will display
both a KwikSelect button and a Drop-down button. The KwikSelect
button behaves normally. The Drop-down button will reveal a list of
your most recently used selections.

Checkboxes{ XE "TRIM:Checkboxes" } Are used to state whether the field is true or
false.

Option buttons{ XE "TRIM:Option buttons" } Also known as Radio buttons, these are used
to select or clear options where only one option can be enabled at a

time.

OK button{ XE "TRIM:OK button" }: Is used to execute a command using the data
currently entered in the dialogue box.

Cancel button{ XE "TRIM:Cancel button" }: Closes the dialogue box without
executing the command.

Help button{ XE "TRIM:Help button" }: Provides context sensitive help on the
current function.

2.8 Customizing TRIM

TRIM provides the functionality to modify the way information is displayed in many of the
different screens. Some of these are covered in the next few points.

2.9 User Configuration

Y ou should make the following configuration changes to reflect some standard settings that
have been set.

User Configuration Options{ XE "TRIM:User Configuration Options" }
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The following changes should be made to the User Configuration Options.

A. Select Tools|User Configuration> Options from the Menu.

TRIM Context

J File Edit Search | Tools Window Help

JDlHE@ Locations 'ﬁagbvlk%%-%*%m%
J Read Barcodes. .. Record ¢ % @ Saved Searches. .. Q" & i. - & e,
m—- Words Indexes L4
[EEaE Fmais »

Favorites

Phyysical Tracking

o}
i
o
o
5
s
i

Customize. ..

Farrmat List Columms. ..

o kevboard Mapping. ..

Context Setting Chrl+Shift+T

o]

Language

Classificati

ons

7]

0
L
o
i
[l
c
i
i

[¢]

Thesaurus Terms

]

B. Uncheck Limit Display of Classification Numbers on the General Tab.

TRIM Context Dptions E3
b ail | Farts I Printer Adjustments I Dropped Files I Dropped Folders

General | Speling I Record List Pane I Wiewer I 0D A I Store Caching

—when starting TRIM, open the following windows
' [ wiork Tray
™ Find [ Favorite Records
I In Tray [T My Containers
™ Due Trap [" Recent Documents
™ In/Due Tray [ Favorite Workflows
™ whokflow Due Tray [ Classification Hierarchy

™ Limit dizplay of Classification numbers

v

¥ Confirm Before Closing TRIM

pAzszociate TRIM Context Reference Filez with

IKT opDrawer j

Ok I Cancel Help
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C. Click the Record List Pane Tab and ensure the 'Show alternative contents
when opening a folder or expanding its contents' is checked.

TRIM Context Options E3

I Prinker & djustments I Dropped Files I Dropped Folders

bd il I Faonts
Record List Pane | Viewer I 0Dk I Store Caching

General I Speling

[~ ilse same search window when navigating

™ automatically view electronic documents

™ automatically count results
*not available for some complex zearches

¥ Show altemative contents when opening a folder or expanding its contents

QK I Cancel Help

D. Click the Fonts Tab and click Get Global.

-
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TRIM Context Dptions |

General | Speling I Fiecard List Pane I Wiewer I QDA I Store Caching I
b ail Fants | Printer Adjustments I Dropped Files I Dropped Folders

Bepaorter Fonts

Text Font : Face = "Arial’ :
=Sub Text Font : Face = ‘Anal': Size =10
Big Text Font : Face = 'Arial' : Size = 16
itle Font : Face = "Arial’: Size =10
Sub Title Font : Face = Arial': Size =10
Big Title Font : Face = "Arial’ : Size =14
Caption Font © Face = Anal'; Size = 10
umber Fort : Face ="Arial' : Size =8
Custorm Font 1 : Face = Arigl - Size = 8
Custom Font 2 : Face = "Arial’ : Size =10
Custom Font 3 : Face = "Arial’ : Size =10
Custom Font 4 : Face = "Arial’ : Size =10
Custom Font 5 : Face = "Arial’ : Size =10
Custom Font 6 : Face = "Arial’ : Size =10
Custom Font 7 : Face = "Arial’ : Size =10
Custom Font 8 : Face = "Arial’: Size =10

Modity GetDefauk |  GetGlobal |

Ok, I Cancel | Help

E. You will see the following dialogue box:

D |

@ Do o wish ko retrieve all of the stored reporter fonks From the global dataset?

F. Click Yes to retrieve the reporter fonts.

TRIM |

@ 2 Reparter Fonks were successfully retrieved.

G. Click OK to close the above dialogue box and return to the Fonts Tab
H. Click OK to confirm and close out of the User Configuration Options.
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2.10 List Pane{ XE "TRIM:List Pane" }

As discussed in the Introduction to this manual, the List Pane displays entries that are relevant
to the Dialogue box that has been opened. The information in the List Pane has been divided
into Columns. TRIM Context allows you to change the way information is displayed in this
screen so that you can customize what you see in this window.

2.10.1 Modifying the Information Displayed{ XE
"TRIM:Modifying the Information Displayed” }

If you wish to change the arrangement of the Columns displayed, place your mouse in the List
Pane window, right click and select Format Columns.

TRIM Context
File Edit Search Tools Window Help

[0EEsE 5898 .||588350 - |[X%> o & [Hewad <[5
Shortcuts X| [ " y TETT . N7/03/ .
W ¢ Records - Date Registered is between "17,/03/2003" and "17,/03/2004
avan ~ Recaord Humber Date Created [Dpened)
@ - %, Tag Al Chrl+a WRH,
@ -9 EE . 0310/
© @ NONOPR £ WrEgd] itk 03/10/2003
£1 (1 ARCS-00202-20/303F W Invert All Tags FEES/COM... 0140141992
[0 (@ ARCS-00202-20/403F Hew y JEES/COM...  01/01/19594
Locations 0 - ARCS-00202-20/603F - 5 FTEES/COM... 01/01/1998
G @ 94221927 S 261142003
1 (3 ARCS-00432-204103F Mavigation P[5 MANAGE... 2641172003
Clasaliations 01 -[3 ARCS-0002-20103F — [TRATION... 01/01/199%
[ (1 ARCS-06450-20/303F I 2641142003
01 i [07 ARCS-06450-20/1304F Details FPMENT: PR...  13/11/2003
s 01 (] ARCS-01735-20/504F pudit{Security » [ AND DEY.. 06/11/2003
[ (1 ARCS-00202-20/1904F~01 Warkl 5 JEES/COM... 11/04/41997
L. P ARCE.ANTA2.20M aNAE~T? Lorkdiow FEEC/rnk 1 m a4
LI Send To 3
e e AtHomelo  Remove From ¥ {003 2t 5:28 P
|$I Date Created [Opened) | October 3, 2003 ﬁ Reguest
0 Date Registered October 3, 2003 ———————
Saved Searches Motes Properties Alt+Enter
Record Number OPR e —
Title OPR _
Document Queues
The following dialogue box will appear:
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Column Preferences

General

Hidden Columnz

IS[=] B3

Acceszion Mumber
@ Addresses
Agzignee
Agm Status

Title
[rate Created [0 pened)]

Up Down

@& 2uthor Checke
Checked Out On Conzig
Checked Out Path J

@ Checked Out To

Add | Bemove |

— Dizplay

% |con  Text " Bath
— Columnn ‘wfidth

= wiidth in Pisels 171 =

" BestEit
— Text Alignment

%) |Lelt = Center = Fight

| ¥ Use Ellipsis when text does not fit

0k I Cancel Help |
V.
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Hidden Columns: Lists all information that may be displayed within the List Pane.
Each dialogue will have different columns that may be displayed.
Use the scroll bar to see all available columns.

Active Columns: This area displays all the Columns that are currently being displayed
in the List Pane in the order they will appear.

Adding an Item: Select the required item in the Hidden Columns list and click Add.
Use the Up and Down buttons to change the Display order.

Removing an Item: Select the required item in the Active Column list and click Remove.

Select Tools|User Configuration> Format List Columns to set the recommended List Pane
View for Information Workers. The following screenprint shows the Active Columns
selected in the Column Preferences Dialogue Box.

Screen 1 - shows the first set of columns:

Column Preferences _ (O] x|
General |
Hidden Columns
Acoession Mumber @ Author Checke
aﬁddressee Checked Out On Conzigh
@ Agzignee Checked Out Path @ Cortair
Azzignee Status @ Checked Out Ta Canten
2
Add | Bemaowve |
— Dizplay
Dizpozition & Icon e  Bath
[ Record Type
Record Mumber — Column "width
Retrieval Cada -
Title (Free Text Part) £ afidt i el '
Label Printed? = Besifi
Date Fil= Created
Date File Clozed — Teut Alignment
) [lef =) [enter ) Figft
Ddn | ¥ | [Uz= Ellipsis whet terb does. ok fit

0K I Cancel Help | Y
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The attributes of these columns should be as follows:

Active Column Display Column Width
Is in one or more Holds Icon Only BestFit
Disposition Icon Only BestFit
Record Type Icon Only BestFit
Record Number Set to Both (Text and Icon) BestFit
Retrieval Code Text BestFit
Title [Free Text Part] Text BestFit
Label Printed? Text BestFit
Date File Created Text BestFit
Date File Closed Text BestFit

The following screenprint shows the end result:

. TRIM Context - [Recoids - “THIM™ in Title - 24 Records Found]

J%‘ File Edit Search Tools Window Help
[DMa2E 2899 .| %8300 .[[%S " v o S [Tbevad 5] juin MRS
arcodes. .. ﬁ Record Requests b_§ % % @ Saved Searches... Qﬂ’ & B ] & Mew Location = [1] % Make Reference

E

J] | |D| Fecord Mumber | Retiieval Code | Title [Free Text Part] | Label Printed? | Date File Created | D ate File Clozed | -
® (O (2 ARCS-06450-20/303F TRIM 2003/411/26
\.@Q - AF y A3
O ETrARes-01725-20/504F 01 TRIM ion Management [TRIM)  Yes 2003411406
Sd O -0 ARCS-D1735-20/604F P mtatFreroan ey H— 2003412702
(2 =+ (1 ARCS-06450-20/1404F TCOM TRIM - Conversion ez 2003411426
@ (3 | 201 ARCS-DE450-20/2804F  TCOM TRIM - COMVERSION 200440302
L 2 @ [} >E D2004F E450-20/D0OCKMGT - Acrobat License Purchases an... 20040304

ocations i )

WO T D1904F Testing a file save 2004/03/04
WO T D1804F Testing a file save 2004/03/04
— @ [} % D1304F IMG Purchases under $750 2004/02/24
Hoae B0 LT D1104F Presentation 2004/02/10
= o { B nanAC VAAD Loy b ki AARA A 8

2.10.2 Modifying the Format of the display{ XE "TRIM:Modifying
the Format of the display" }:

This area will also allow you to change the format of the display for each of the Active items.
The format change is applied only to the currently selected item in the Active Columns List.

The Display area gives you the choice of displaying the icon, text or
both. If this option is grayed out, then the item does not have an icon
to be displayed.

Display:

EDS Canada Inc. Page 2-19

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Ministry of Forests

Information Worker TRIM Training Handout

Column Width:

The Column width allows you to manually set the size of the column
in pixels or you may select the best-fit option. Although this option
is available, it is far easier to modify the size of the columns with the
mouse.

Text Alignment:

The Text Alignment determines the position of the text within the
column. You can select from Left, Center or Right.

Use Ellipsis:

The “use Ellipsis” when text will not fit, will place three ellipsis (...)
after the text to indicate that the text cannot be fully displayed within
the column size.

The following screenshot shows the new column headings that will be added:

Column Preferences _ O] <]
General |
Hidden Colurmnz
Date Clozed Date Due for Local Archival [rate Pi
Date Declared Az Final Date Due for Permanent Archival Date R
Date Due Date Inactive Destruc
Date Diue for Inkesim A [ ate Modified Dizpozi

4 2
Active Columng I
Record Mumber ~ Display
Fi_etne\-'al Code £ loon & Tew £ Both
Title [Free Text Part)
Date Created [Opened) — Calurmn Width
%Hetentinn Schedule - <
Date Due for Destructjon & wiickh in Pixels v =
" BestEit
— Test Alignment
| aft € Center ' Right
Up Dy | ¥ Lze Ellipsis when text does nat fit

Nk | cocd | );l«!lp/ | y

The following screenshot shows the end result with the formatted columns:
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TRIM Context

J File Edit Search Tools Window Help
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Shorkcuts x
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o
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[l

Classifications

7l

wn
i
b
o
=
(=i
o
i

o]

Thesaurus Terms

d

——— 5oy,

B, Retention Sch..

3/2003" and "17,/03,;2004°
Title [Free Text Part]

“ZRecords - Date Registered is between *

Fecord Mumber Fietriewval C... [rate Created [Open... Drate Due for Destr...

- &» OPR OPR 034102003 M
m\ Executive Records 034102003
- & NON-OPR HON-OPR 034102003 SONMILDE S0 MI..
-1 ARCS-00202-20 apMT ODMT - Human Resource Developme...  01,/01/1933 SO07 SR S007..
DMT ODMT - Humal n 010 4
-] ARCS-00202-20/6.. 0DMT ODMT - Human Resource Developme...  01,/01/1938 SO07 SR S007.. |-
(P 94-2219-27 94-2215-27 SHRB 2641172003
- (1 ARCS-00432-2041... 94-2219HR 2641172003 SONMILDE S0 MI..
-] ARCS-00102-20/1... Regional Hurman Resource Officers 01/0141936 Cv+01% MILSR C..
- (1 ARCS-06450-20/3.. TRIM 2641172003 5005 SR 50 05...
-] ARCS-06450-2041... TSEC TRIM - SECURITY 13411/2003 5005y SR 50 05..
-] ARCS-01735-20/5... TRIM Total Records and Information Manag...  06/11/2003 S002vDE S002..
-] ARCS-00202-2041... CFAC Cormmurnity Forest Sub-Cormmittes 11404419397 SO NILDE 50 MI...
ﬂ T ARCEANINTINA  CFAT e it Frrast Gobo"ammithas 4 Haas SO KL ME S0 KL ﬁ
Assignes ‘ At Home Location: HESRM - Business Solutions Branch - Records Management Centre since Movember 20, 2003 at 4:25 PM [last February 3,d

2004 at 11:26 &)

2.11 The View Pane

2.11.1 Customizing the View Pane{ XE "TRIM:Customizing the
View Pane" }

You can use a Short Cut Menu to change the View Pane options. For example, once you
have searched for a record, place your mouse in the Record View pane, right click and select

Customize.
LT i+ e e s s e e e e e e
[ ([ ARCS-01735-20/604F TR Total Records and [nform...  02/12/2003 1501 /2006 SO0 DESOOZvDE —
O [ ARCS-00202-20/1904F~03 CFAC Community Forest Sub-Co.. 01/08/15333 SOMILDE S0 MILDE
1 (1 ARCS-00202-20/2104F~01 ODMT/M  Operations Division Mana...  01/01/2000 S0 07 SR S0 07 SA
[ [ ARCS-0E450-20/1404F TCOMN TRIM - Canversian 261152003 50057 SRSO05Y SR L
4| | 3|
Agsignee At Home Location: HESEM - Business Solutions Branch - Fecaord: Management Centre since February 2, 2004 at 8:46 &M | -]

Date File Ereated|

[ate Registered
Motes

Record Mumber
Title

Jatwary 1, 2000 at

December 3, 2003 at 3:23 Ph

% Copy Chrl+C
ARCS-00202-20/2104F~01 Hirperlink:
100007 - COMMITTEES/COMMISSIONS: MIMISTERIAL - Ministy committees - Of Expand Team minukes

The View Pane Options window will appear:
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Record Yiew Pane - H - RESOURCE TENURES & ENGIMEERING - FILE (HT... [Hi[=] E3

General

Lyailable Fields

Fevision Mumker ;I
Security

@ Series Record

Signsture

Size
B s0 Date
Source Document

Title:

T N mdimee
Active Fields

& Assignes
Date File Crested
Date Registered
Full Clazzification Mumkber
Home Location
Motes
Fecard Number
Title [Free Text Part)

L L

Add

)8 | Cancel | Help | Yy

Select one of the options from the Available Fields and either double-click or click Add to
move the field into the Active List. The Up and Down buttons will change the order in which
the field is displayed in the Active Fields List. To remove an unwanted field from the Active
List, double-click on that field or highlight it and click Remove.

The following screenprint shows the changes to the View Pane window:
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=[:| ARC5-06450-2041... TSEC TRIM - SECURITY 13/11/2003 50 05 S5F
= [ ARCS-01735-20/5...  TRIM Total Records and Information Manag...  06/11,/2003 S0 0y DE
O0202-2041... CFAC Carnrunity Forest Sub-Comnittes 11/04/1997 SOMILDE
\ N{r7N7.204 CEAT Cevrnes it Farack Gk mmrsithas m /i Maae COMILME
7( Azzignee At Home Location: HESAM - Buziness Solutions Branch - Records Management Centre since
Febmaary 3. 2004 at 17;26 4M]

Date Opened
D ate Registered

January 1, 1934 at 302 PM

MHowember 19, 2003 at 3:02 P

ARCS-00202-20

HESRM - Busineszs Solutions Branch - Records Management Centre

Full Clazsific:ation Murmbe,
Home Location
5 Mates
ARCS-00202-20,403F

QDMT - Human Resource DevelopmentT ask Force Report SUP 3

Fecord Mumber
Title [Free Tesxt Part]

%T Records - Date Registered is between "17/03)2003" and '17)03/2004'

Note: In TRIM you must customize the view pane for each different Record Type, e.g. Box,
File, Document. The above screenprints are for displaying the List and View pane for a File
Supplement Record Type. As you become comfortable using TRIM, you may customize the
List and View pane fields to your personal preferences. The List and View pane
customizations are specific to your ID and the PC you make the changes on.

2.12 Records Work Tray{ XE "TRIM Trays:Records
Work Tray" }

The Work Tray displays the “‘Work Tray’ of the logged in user. The Work Tray
provides a convenient place to hold Records that are frequently accessed by a user.

Selecting the Work Tray will display the Records Work Tray window containing the
Records you have placed in your Work Tray. You can access this tray on the toolbar.

]
e RIS
Whork Traw (Alk+F3)

2.13 Adding Records to the Work Tray{ XE "TRIM
Trays:Adding Records to the Work Tray" }

To add records to your Work Tray you can perform a 'Search, Tag and Do' function.

A. Search for the records that you frequently use.
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214

B. Press [Ctrl] [A] to tag all records.

C. Press [F3] or, right-click and choose Send To>Add To Records Work Tray
from the short-cut menu.

Add Records to the Records Work _

apple To:
i*
= Current Becord Dnly

[v always Show This Dislog

(] I Cancel Help

D. Click OK to confirm.

Accessing Records in the Work Tray{ XE "TRIM

Trays:Adding Records to the Work Tray" }

To use the records in the Work Tray,

A. Click the Work Tray icon on the toolbar

B. The records will be displayed on the screen in a search results window.

E‘l Retenton Schedk
] FOR- T NS ARRON LOGGIN. . | SOMILDH
(11 FOR-19620-2541 04F~ E|2 BhHHDNS BARRON LOGGIM... D‘I HD‘I f20m 31./01/2004 SOMILDE 50 MIL DE
1 21 FOR-19620-2541 04F~03 BARRONS BARRON LOGGIN...  01/01/2002 31./01/2004 SONILDE S0 MILDE
21 (01 FOR-13620-25/41 04F~04 EARROMS BARRON LOGGIN... 0140172003 31/01/2004 SOMILDE 50 MILDE
21 (01 FOR-13620-2541 04F~05 EARROMS BARRON LOGGIN... 0140172004 31/01/2004 SOMILDE 50 MILDE
21 01 ARCS-01070-20M 704F 22/03/2004 SO0O07vDESOOFYD
11 (1 ARCS-00292-30/604F hais Fredas Test File 22/03/2004 SOMILDE 50 MILDE

4]

Azzignee At Home Location: 944243-0010: At Home Location: M - Ministry of Forests since March 17, 2004 at 3:25 A

Date File Created | January 12000 at 10:12 A

Date Registered | March 16, 2004 at 10:14 &

Motes

Record Mumber | FOR-13620-25/104F 01

Title 881261 - TENURES: TIMBER SALE LICENCES:NOM:REPLACE:GEMERAL - LEGAL DOCUMENTS - BARROM LOGGING COMPAL
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2.15 Questions

Here are a few questions to test yourself on what you have learned in this chapter. Circle the

letter next to the correct answer(s) where the question is a multiple choice:

1. TRIM Context™ is:
a. Strictly a document management program.
b. A new weight-loss program.
c. A word-processing program.
d

A fully integrated Electronic Document and Records Management Solution

program.

2. Only the System Administrator can customize TRIM desktop settings:
a. True.
b. False

3. Columns cannot be sorted in the List Pane window:
a. True.
b. False.

4. A shortcut menu can be used to change the View Pane options:
a. True.

b. False.

5. What is the difference between a Drop-down List and a KwikSelect list?

6. Explain the steps to customize the View Pane window:

7. The Drop-down list in a Dialogue Box displays:
a. Up to the last 4 most recent selections.
b. Up to the last 15 most recent selections.
c. Up to the last 25 most recent selections.

8. The View Pane displays Hidden and Active Columns:
a. True
b. False
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2.16 Summary

In this Chapter you learned:
About TRIM Context™.

How to launch the program.

wonpo=

About the different menu options
4. How to modify the List and View Pane screens.

You should now understand what TRIM Context™ is, how to launch the program and
know the different menu features as well as how to modify the display of information.
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3. Records{ XE "Records" }

Many types of records can be created, modified and searched for in TRIM Context™. This
handout deals with physical records only. You will learn about managing electronic records
in another phase of this training.

3.1 Objectives

In this Chapter you will learn:
1. How to perform Title Word and Retrieval Code searches.
2. How to create file and supplement records.
3. How to relate records.

Following completion of this chapter, you will know how to search for records, how to
create different types of records and how to relate records. You will also be able to test
your knowledge of this topic by answering the questions at the end of this chapter.

Searching for Records{ XE "Records:Adding Records to the Work Tray" }

Before learning how to create and modify a record the following information will first teach
you how to search for a record in the TRIM repository.

TRIM has a large number of fields to select from when searching. You can select the Search
Method via the KwikSelect or the Drop-down Lists. The ‘Search By’ area is where you select
the Search Method; that is, the TRIM field that you wish to search across. Once you have
selected the Search Method, TRIM will display the appropriate search value options where
you enter the corresponding criteria that the search must meet.

Note: Searching on Title Word does not search for Retrieval Code (Tertiary level). The
Retrieval code can be searched separately as a User-Defined field.

Find Records [_ O ]
Search | sort | Fiter |
Search By IITitIeW'Drd ( 'IBI
Equal To I w/ \
LCurrent Selection
CAND O OR Mew Inzert De_letel [..] | MO | Beset |
“in Title -]
E
ak C. | Hel
I ancel elp I y
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KwikSelect:

The KwikSelect @ next to the Search By field will open the Search Methods Dialogue Box.
This box reveals all of TRIM's Search Methods divided into logical categories. To access a
category click the plus sign to view the list of search methods for that category.

Search Methods =]
Search Methods |

B [B] vword Sesrches
B[] Navigate

B Tray

B (] Mumbers
B[] Dates

B (] User Defined Fields
B0 Archiving
(] Locstions

B (2 Action Tracking
B[] Security

B[] Mizcelaneous

" of

0k, I Cancel | Help | Y

DropDown List:
The Drop-down List next to the Search By will display the most recently used Search
Methods up to the last 25. This list will be empty until the first search is performed.

Entering Search Values{ XE "Records:Entering Search Values" }

Depending on the Search Method selected, TRIM will change the name of the fields to those
that you can enter in your search value. These are logically named and most fields will offer
a KwikSelect and/or Drop-down list to help you select a search value. These values will vary
depending on the type of search method selected. For example, if you choose Date
Registered, the search criteria field will require a date to be entered as a valid value.

Note: Search values can be entered in lowercase or uppercase and TRIM will find all cases.
1t is not case-sensitive. To do a partial name search you must include the *at the end of the
criteria otherwise TRIM looks for an exact match of the search criteria entered.

Try the following exercise to perform a Title Word search.

Exercise 1 Performing a Title Word Search

This exercise will demonstrate how to perform a Title Word Search from Context.
You should be at the main Context screen.

1. Click the Find Records button on the toolbar.
2. Choose Title Word as the Search By method in the Search Tab screen.
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3. Type the word: regional in the Equal To field and click OK to begin the search.

4. The search results should return all records containing the word regional in the
title.

5. If more than one record is listed, double-click any one of the records to view the
details.

B. Click the Cancel button to close the record and return to the search results screen.

The following screenprint shows the results of the above search:

Tools ‘Window Help

Qleneow .

| % 882@ .

J %( % S % S % | ITitIe ‘Word j&”legiunal jgl %_ S

SRecords - "REGIONAL" in Title - 3 Records Found

(| Record Mumber Fetrieval Code [ ate File Created

(3 [HHR - FILE [ny el raie 100001 - ADMINIS WTION: .. 010 996
3 1 FOR-19700-46,/104F B51261 - TENURES: TREE FA..  A12345 15/03/2004
1 (3 FOR-19700-46/204F B51261 - TENURES: TREE FA..  A12345 15/03/2004
K
Aszignes At Home Location: HHR - Strategic Human Resources Branch since December 3, 2003 at 11:31 A (last February 18, 2004 at 1:47 P

[Destroped - See Dizposition Schedule’ for more details)
[rate File Created | January 1, 1936 at 2:53 P

Date Reqistered | Movember 26, 2003 at 3:04 PM

Motes
Fecord Mumber | ARCS-00102-20/103F
Title 100007 - ADMINISTRATION: MEETIMNGS - Ministy meetings - Regional Human Resounce Officers

Placing the cursor over the first folder icon to the left of the first record in the list
briefly shows the Record Type as displayed above in the screenprint (HHR - File).

One of the Search Methods that TRIM permits is a User Defined Field Search. This means
that the Ministry of Forests can create User Defined Fields to assist in the search for records
that have information unique to the Ministry. One of those fields is the Retrieval Code which
is used frequently in searching for records. The next exercise will provide you with the
instructions to perform a Retrieval Code Search.

Exercise 2 Performing a Retrieval Code Search

Complete the exercise below to search for a file using the User Defined Field search method
for Retrieval Code.

—

You should be at the main Context screen.

Click the i Find Records button on the toolbar.

Click the KwikSelect @ button to open the Search Methods Dialogue Box.
Click on the + sign to expand the User Defined Fields category.

Choose Retrieval Code

Search for a file that contains the Retrieval Code CFAC.

SARNANE ol e
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You will be taught more about the Search Methods in TRIM later in the course. Now that
you have learned how to search for a record using the Title Word Search and User Defined
Field methods, you need to know how to create a record.

Record Numbering{ XE "Records:Record Numbering" }

The Government of British Columbia ARCS/ORCS classification system has been
incorporated into the record numbering system in TRIM.

For example: - FOR-10490-20/204F

Record No.: FOR 10490 -20/ 2 04 F
S ORCS . Unique Dataset
Definition: Schedule Primary | Secondary Identifier Year D
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4. Record Requests{ XE "Record Requests™

}

TRIM Context provides the capability to request records either as a one-time request or on a
recurring basis as well as manage record requests. The Manage Requests privilege is required
to remove a Request that is for someone else and would be performed by someone such as an
Information Worker, Information Manager or Administrator. An End User can only remove
his/her own requests.

Note: Request for transfer of legal custody is considered a record request for permanent
transfer. Litigation requests would fall under Record Maintenance as a temporary charge-
out.

4.1 Objectives

In this Chapter you will learn how to:
1. Request a file folder.
2. Process a request for a file folder by another person (location).
3. Search for records due back.
4. Remove a request.

Following completion of this chapter you will understand how record requests work in
TRIM Context.

4.2 How Do | Submit Record Requests{ XE "Record
Requests:Submit Record Requests” }?

To request a file in TRIM is a very simple process. Again, the 'Search, Tag and Do’
principle applies. Basically, it is a matter of searching for the file(s), tagging, and
requesting. For example:

A. Search for the file(s) you wish to request.

B. Right-click on the file and choose Request from the short-cut menu. If
requesting more than one file, then tag the files.
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Request Record x|

&pply To:

™ Current Record Only

v always Show This Dialog

(] I Cancel Help

C. You will only see this Dialogue Box if you have tagged more than one record.
Click OK to confirm you wish to request all tagged records.

The following dialogue box will appear:

Request Record - All Tagged Records il

Record Request |

Bequested By IMiIson, Freda EI
Date Needed [10/03/2004 |4:10:15 PM =]

[ Recuring Fesubmit

ey [ A =
Unii | =

0K I Cancel | Help |

Note: The Requested By field defaults to the login user id.

D. Select the Date Needed by clicking the Calendar E button. This field defaults
to the current date.

Sun Mon Tue Wed Thu Fri Sat
29 1 & 3 4 5 B

78 9 10 11 d@Em 13

14 15 16 17 18 13 20
21022 23 24 25 % X

28 29 3 n 1 2 3
4 5 B 7 &8 9 10

=y Today: 12/0372004

| -
1] I Cancel |

E. Locate the correct month by clicking the ﬂ to scroll beyond the current month
and choose the date. The time also can be typed in manually by highlighting the
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existing time and entering the desired time in the following format: 8:00 AM.
The hours, minutes and seconds are separated by a colon.

If this is a recurring request, TRIM provides the option of establishing daily,
weekly, monthly and yearly recurrences as well as specifying an end time. This
would be done by checking the Recurring Resubmit checkbox if you would be
requesting this file on a regular basis. If you check this box, you will be
prompted to enter the frequency of the request and a date when the request will
end (if applicable).

Request Record - All Tagged Records ll

Fecord Request |

Fequested By IMiIsun, Freda EI
Date Meeded (104032004 [4:10:15 PM [=]

<|_ Recurring B ezubmit
Ever I —:lJ/ j

Uil | H
0k I Cancel | Help |

F. Click OK to submit the request.

You can now search for the record you just requested either by Record Request By
Location (from the Locations Search Method) or by Date Requested (from the Dates
Search Method).

The following screenprint shows the search result of Record Requests By Location,
Freda Wilson.

Tools ‘indow  Help
Gl eBlo® .5 889E - %% % % % [BecodNunber ~[&|[FO
#® Record REM@ Saved Searches... WCatinn = [1] %5 Make Referen

'}gRecwds - Record Requests By Location is "Wilson, Freda' - 1 Record Found

EIIL ord Mumber Title [Free Text Part] W Date Dua for L~

(@] FOH-157N0-20/2 CUMML.. CUMMINGS, ANN 21/08/1967

4| | _’lJ
Agzighes At Home Location: 344243-0012: At Home Location: M - Ministiy of Forests since March 19, 2004 at ;I
310 P

Date File Created | August 21, 1967 at 17:00 Ak
[Date Registered | March 17, 2004 at 11:08 Ak
Record Clazs Corporate

Fecord Mumber | FOR-15700-20/2004F

T AR AR R A RIS A LIARI A ELIER T Ak lm e T IREs  ~E A= e FEEL T A 1 e e e
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Complete the following two exercises to submit a record request.

Exercises - Record Requests{ XE "Exercises:Submit Record Requests"

}

‘ Exercise 1 Submitting a Record Request

This exercise will demonstrate how to submit a Record Request in TRIM.

1. You should be at the main Context screen.

2. Search for one of the file folder records that you created today.
3. Highlight the file in the search results window.
4. Right-click and choose Request.
5. Change the Date Needed to some future date.
6. Click OK to submit the request.
Exercise 2 Submitting a Record Request

Complete the following exercise to submit a record request based on the steps you have
just learned.

1. You should be at the main Context screen.
2. Search for another record that you created today.

3. Submit a request for this record for May 21, 2004.

4.3 Making a TRIM Reference{ XE "Record
Maintenance:Making a TRIM Reference" }

A TRIM Reference is merely a pointer or shortcut to a record or group of records
registered in TRIM Context, much like a link to a website. The TRIM reference object
can be embedded in other applications such as e-mail.

To make a TRIM Reference follow these steps:

A. Press [CTRL][M] on the keyboard or, right-click and choose Send to>Make
Reference.
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You will see the following dialogue box appear:

Make Reference

= Current Becord Only

W tlways Show This Dialog

o]

Cancel

Help

Disposition Management

B. Click OK to confirm all tagged records on the Make Reference Dialogue Box:

Make Reference - All Tagged Records

Enter M ame of the TRIM Reference File to be Created

=]|

It:‘u[)u-::uments and Sethings\frwilson\My Documents\Records. b5 E

[T Make each Reference az a Separate File

Emter the Directoryfan TRIM Beference Files to be Created [n

o |

Cancel Help |

=
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You can choose to make each reference a separate file or accept the default of one
reference for all the files. TRIM automatically will name the file Records.trS as

the name of the TRIM Reference file.

C. To change the filename, highlight the name Records in the filename Records.tr5
and enter a new filename, for example HIS Transfer. TRIM will save the new

file HIS Transfer.trS to the directory listed in the text box.

D. In the example below, the new file HIS Transfer.tr5 is being saved to my
default documents directory.

Make Reference - All Tagged Records |

s It Fieference File to be Created ——

Iucuments and Settings\fiwilson\My DocumentshHIS Transfer tr

Enter the Mrectany fan TEIM Beference Files ta be Created [k

| &l
] I Cancel Help |

You can change this directory by clicking on the disk icon and browsing to the

drive and directory where you want the file to be saved.
Make Reference - All Tagged Records |

Enter Mame of the TRIM Reference File to be Created
I[ﬁ:\Dncuments and Settings\frwilson\My Documents\HIS Transfe vIEI

[ Make each Feference as a Separate File

Enter the Directory far TRIM Beference Files to be Created [h

| 5]
ak I Cancel Help |

E. Click OK to confirm the reference.

T~
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Make Reference - All Tagged Records E |

— Record
ARCS-068450-20/3604F

ez Todal

Do you want ko make a reference to Record
'ARCS-06450-20/3604F"?

_YasTod |
Mo |
==l

Cancel

Help

F. Click Yes to All to make a reference to all tagged records.

G. You can now send the TRIM Reference file to the appropriate person via e-mail.

The recipient must be an existing TRIM user. See the example below:

& TRIM Reference - Message {Rich Text)

=10l x]

File Edit Wew Insert Format  Tools  Actions  Help Tvpe a guestion for help =

FH., e IS L 2@B|EI B! 4 v oo | AT,
Arial vmv&BIg_ ) M| o

|ﬂ This message has not been sent.

Ta,.. | IDa\-'id Soung@agemsl.gov.be.ca

.. ||

Subject: ITRIM Reference

Hi Dave,

Here is the TRIM Reference to the recaords that have been transferred to the HIS Brarnch.

HIS Transfers.trs
(363 B)

Freda.

Freda Wilson

EDS - Canada YWest Solution Centre
710 Redbrick Street

“ictoria, BC W8T 5J3

Phone:+1-260-405-2525
mailto: freda wilson@eds.com

H. Double-click on the TRIM Reference in the e-mail. You may see the following

dialogue box:
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Opening Mail Attachment |

@ ¥ou should only open attachments from a trustworthy source,

Bktachrent: HIS Transfer kS From Emailing: HIS Transfer -
Message (Plain Text)

Would vou like to open the file or save it to vour computer?

Cancel |

¥ always ask before opening this tvpe of file

Qpen

I.  You can choose to open the reference or save it to disk and open from there.
Either way, when you click on the file you will see the following search results

screen:
Records - 4 Records Found H=] E3
Recards |
| Fecord Mumber Retngs... | Title [Free Text Part) Date File Creat... | Date Due for »
94 -0001 04
O (O ARCS-01735-30/104F RrC TRt Training Handouts - 01,/03/2004 14,/03/2004

i > 1 ARCS-00432-20/1504F today to... 18/03/2004
[ [ ARCS-01735-20/504F~02  TRIM Total Records and Inform... 25/03/2004

.
4 | 3

Azzignee Ak Home Location: M - Ministny of Forests since February 25, 2004 at 17:02 &M ;I
Date File Created | February 25, 2004 at 11:02 AM

Date Reqistered | February 25, 2004 at 11:05 AM

MHates
Record Mumber | 941234-0001
Title 94-1234-01

Cloge I Eheckgutl Super Copy Befine e Help

J.  You can now view the files from this screen.

K. Click Clese to close this window.

You also may wish to send this list to an Inventory Report and print out the list by
returning to the Search Results Screen for the records to be transferred.
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th Tools Window Help
200898 .| 58320 .
@@ -

‘ﬁRecords - "DKL" in Retrieval Code - 2 Records Found

| % S % % % St | [Retrieval Code  ~[B][BARRONS =i

ﬂ ‘4 Records - "BARRONS" in Retrieval Code - 5 Records Found

E Fecord Number Title [Free Tewt Part] | Drate File Creat.. | Date Due for Dest
] 14

v (1 0 s BARRON LOGGIN... 01/

FRietention Schedule

v (11 FOR-19620-251104F~... BARRONS BARRON LOGGIN...  071/01/2001 31401/2004 S0 NILDE 50 NILDE
v (11 FOR-19620-251104F~... BARRONS BARRON LOGGIN...  01/01/2002 31401/2004 S0 NILDE 50 NILDE
v (11 FOR-19620-251104F~... BARRONS BARRON LOGGIN...  01/01/2003 31401/2004 S0 NILDE 50 NILDE
v (11 FOR-19620-251104F~... BARRONS BARRON LOGGIN...  01/01/2004 31401/2004 S0 NILDE 50 NILDE

A. Make sure the records are tagged.

B. Click the Print Report | button on the toolbar, or right-click in the search
results screen and choose Send to>Print Report

C. Choose the Inventory (DRAFT) Report

D. Click Preview to view the report prior to printing.

Report - Records E2
Printing to I? :
=i| Labels to Skip

?
Optional Tite [ Use Manual Feed?

I Cancel
Available Reports

Mame ﬂ
ALPHA, INYEMNTORY (DRAFT)
COMNSIGHNNMENT AND COMTAINER: (E
CULL REPORTS SHOWNG DISPOSIT

Prewiew

)

DAVE TEST
RAFT) Setup
RECORD LABEL (NCL BARCODE)
RECORD LABEL (NCL SEC)
K I— Mo ek
E. Click Print to send the report to your printer.
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4.4 Adding Records to the Work Tray{ XE "Disposition
Management:Adding Records to the Work Tray" }

To add records to your Work Tray you can perform a 'Search, Tag and Do' function.
A. Search for the records that you frequently use.
B. Press [Ctrl] [A] to tag all records.
C. Press [F3] or, right-click and choose Send To>Add To Records Work Tray

from the short-cut menu.

Add Records to the Records Work x|

= Current Becord Drly

W Always Show This Dialog

] I Cancel Help

D. Click OK to confirm.

4.5 Accessing Records in the Work Tray{ XE
"Disposition Management:Accessing Records in the
Work Tray" }

To use the records in the Work Tray,
A. Click the Work Tray icon on the toolbar

B. The records will be displayed on the screen in a search results window.

* Work Tray - 7 Records Found [ _|
E Hecord Murmnber Title [Free Text Part] Date File Creat... Date Due for Dest..
. 1

Retention Schedul
: : ARRON LOGGIN... H
(7 FOR- 19820 25 04F~02 BAF!F!DNS BARROM LOGGIM... D1JD1£2DD1 31!01!2004 SD MIL DE 50 MIL DE

[ (1 FOR-19620-25/104F~03 BARROMS BARROM LOGGIM...  01/01/2002 31/01/2004 SOMIL DE SO NIL DE

[ (1 FOR-19620-25/104F~04 BARROMS BARROM LOGGIM...  01/01/2003 31/01/2004 SOMIL DE SO NIL DE

[ (1 FOR-19620-25/104F~05 BARROMS BARROM LOGGIM...  01./01/2004 31/01/2004 SOMIL DE SO MNIL DE

[ (1 ARCS-01070-2041704F 22/03/2004 SO07Y DESOO7FYD

[ (1 ARCS-00292-30/604F hais Fredas Test File 22/03/2004 SOMIL DE SO MIL DE
| |
Assignes At Home Location: 944243-0010: &t Home Location: b - Ministry of Forests since March 17, 2004 at 5:25 AM

Drate File Created | January 1. 2000 at 10:12 AM
Date Registered | March 16, 2004 at 10:14 Ak

Motes
Record Mumber | FOR-19620-25/104F~01
Title 881261 - TEMURES: TIMBER SALE LICENCES:NOM:REPLACE: GEMERAL - LEGAL DOCUMENTS - BARRON LOGGING COMPA!
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4.6 Removing Records from the Work Tray{ XE
"Disposition Management:Removing Records from
the Work Tray" }

Once you no longer require records in the Work Tray you can remove them. To do this
follow the steps below:

A. Click the Work Tray button on the TRIM Toolbar, or press [Alt][F8] to open the
Work Tray screen. The screenprint below shows 7 records in the Work Tray:

* Work Tray - 7 Records Found [ _|
E Riecord Mumnber Title [Free Text Part) Date File Creat Date Due for Dest...

Retention Schedul

(] FOR- ‘ SOMIL DE SO NIL DH
[ (1 FOR-13620-251 DdF"D2 BAF!F!DNS EAHHDN LDGGIN... D1JD1£2DD1 31!01!2004 SOMIL DE SO NIL DE
[ (1 FOR-19620-25/104F~03 BARROMS BARROM LOGGIM...  01/01/2002 31/01/2004 SOMIL DE SO NIL DE
[ (1 FOR-19620-25/104F~04 BARROMS BARROM LOGGIM...  01/01/2003 31/01/2004 SOMIL DE SO NIL DE
[ (1 FOR-19620-25/104F~05 BARROMS BARROM LOGGIM...  01./01/2004 31/01/2004 SOMIL DE SO MNIL DE
[ (1 ARCS-01070-2041704F 22/03/2004 SO07Y DESOO7FYD
[ (1 ARCS-00292-30/604F hais Fredas Test File 22/03/2004 SOMIL DE SO MIL DE
| |
Assighee At Home Location: 344243-0010: At Home Location: M - Miristry of Forests since March 17, 2004 at 3:25 &M

Drate File Created | January 1. 2000 at 10:12 AM
Date Registered | March 16, 2004 at 10:14 Ak

Motes
Record Mumber | FOR-19620-25/104F~01
Title 881261 - TEMURES: TIMBER SALE LICENCES:NOM:REPLACE: GEMERAL - LEGAL DOCUMENTS - BARRON LOGGING COMPA!

B. Tag the records you no longer need to keep in the Tray.

RIM Context

| Pl Edt Search Tools window Help |

IlDeaez|calao® .| 5882@ .| %% v % Y | [Tewod =[6] [feda's EEREAE
J Read Barcades,., 3 Record Requests 0 @R 0%y €F Saved Searches.. o & & & Newlocation = [i7] %5 Maks Reference rin ‘
Ehmt:ms - Wl ok Tray - 7 Records Found =P
s ] Record Number Retiieval Cods | Tile [Fres Text Par) Label Piinted? | Date Fli Crealed | Date File Clos
0 [ FOR-19620.25/1 04701 BARRONS  BARROM LOGGING COMPANY 0/0/2000  31/12/2000
(3 (3 FOR-19620:25/104F~02 BARRONS  BARRON LOGGING COMPANY 01/01/2001 3t/12/2001
{3 0 FOR-19620:25/1 047103 BARRONS  BARROM LOGGING COMPANY A0 3A2/002
[ (1 (3 FOR-19620-25/104F04 BARRONS  BARRON LOGGING COMPANY 00 31/12/2003

[EE] D FOR- WSEZD 25/104F~05 EARROMS EARROM LOGGING COMPANY D1 ID1/2004 310172004
Locations 04

] AHES 00292 3DIEDdF hais Freda's Test File 22/03/2004

[]
<

Classifical

ions

7

g
=
i
o
=
2

o]

< |

Thesaurus Terms

Assignee HAS - Aborigingl &ffairs Branch since March 22, 2004 &t 212 PM
5‘ Record Classification | [ ARCS-01070-20: 100001 - CONTRACTS: CONSULTANT /PROFESSIONAL - Contract case files
4] Author
Saved Searches 50 Date

Date Fils Created March 22, 2004 5t 212 PM
Date Registersd March 22, 2004 5t 213 PM

]

Document Queues

Record Class Corporate

Recard Mumber ARCS-0M1070-20/1704F

Title: 100007 - CONTRALCTS: CONSULTANT/PROFESSIONAL - Contract case files

Motes L

—= |
[ »
ecent ' [
Traps Y Records - freda's' in Tile - 20 Records Found | g Work Tray - 7 Records Found | 3 Work Tray - 7 Records Found |
['ruby.idir.begow | FOR Test [F. Wilson [CAF MUM -
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C. Right-click and choose Remove From>Remove Record from Records Work

Tray from the short-cut menu.

]|

Remove from Records Work Tray

I Tagged Recaords

€ Cumrent Becord Orly

V¥ Always Show This Dialog

o]

D. Click OK to confirm all tagged records.

Cancel Help

E. The records will be removed and you will be returned to the Work Tray screen.

RIM Context

| B Edt Search Tods Window Help

|I0eaei 2Bo® || 5880 -|[%% "% %Y Mewad  [b|fteds EEERAE
J Read Barcades... 3§ Record Requests i3 @ 0P £F SavedSearches... ¢ o §f B & Newlocation ~ [1] B Make Reference b ‘
Sharteut: —
<L ;“ S X | P ———— mEE
i
ST [ [ [Cof Record Number Retiieval Code | Tile [Fres Teat Part] Label Piinted? | Date Fils Created | Dale File Clos
[EEY=] 0 04F 0 OMS A G 4| o 0 0
EIE 04F-02 NS
s 103 FOR-19520-25/1 04703 BARROMS  BARROM LOGGING COMPANY 140142002 F1412/2002
103 FOR-18520-25/1 4714 BARROMS  BARROH LOGGING COMPANY m1/01/2003 3141242003
107 FOR-19520-251 04505 BARROMS  BARROM LOGGING COMPANY 0140172004 1401/2004
Locations
Classifications
Schedules
J | e
Thesarus Terms | | [ ionee &t Home Location: 944243-0010: M - Ministiy of Forests since March 17, 2004 at 10:25 &M
% Creatar C. Barmon
[ 0 Al Holds
S Date File Created | Janua 1, 2000 at 11:12 AM
Date Registered | March 16, 2004 k1114 44
Mates
Document Queuss | || Fiecord Number | FOR-19620-25/1 04F~011
Title 861251 - TENURES: TIMEER 5ALE LICENCES NON:REPLACE GENE RiAL - LEGAL DOCUMEMTS - BARRON LOGGING COMPANY
== |
4 »
Recent | | J
Traps $ Records - freda's' in Titls - 20 Records Found [b “work Tray - 5 Records Found | D9 work Tray - 5 Records Found |

| ruby.idir begoy | FOR Test |[F.

wWilsan [CAP UM

There are now only 5 out of the 7 records remaining in the Work Tray.

Page 4-12

EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Locations

5. Locations{ XE "Locations" }

Locations in TRIM Context are used to maintain the historical integrity of your organization’s
record holdings. They are used to track certain administrative functions, record Location
changes (movements) and record Workflow. A Location in TRIM Context can be a Person,
Position, Organization or Group. The Ministry of Forests is not using Position at this time.

Normally the TRIM Administrator and Information Manager roles only can create and
maintain Locations, however, the permission has been granted to Information Workers to
create Internal Person type users. We will only address adding an Internal Person type
location in this chapter.

5.1 Objectives

In this chapter you will learn about the following types of locations:
1. Person
2. Organization
3. Group
4. How to create an Internal Person Location.

Following completion of this chapter you will have an understanding of TRIM
locations and you will be able to create an Internal Person Location in TRIM
Context™. You will also be able to test your knowledge of this topic by answering
the questions at the end of this chapter.

5.2 Understanding Locations{ XE
"Locations:Understanding Locations" }

Locations in TRIM Context are used to track certain administrative functions, record Location
changes (movements) and record Workflow. TRIM Context arranges all these Locations
according to a hierarchy such as Department, Division and then Branch.
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TRIM Context

J File Edit Search Tools ‘Window Help

[OEEeE 88 9@ . 5885 [@ .|| %% % v % [lieWod

| B &% o G A @@ .

Farvarites T Mame / [T Lest Modified I

: [+ [] Classification Maintenance 03/10/2003

>|§| Cummingsz, &nn @& 104142003

& Cummings, &nt FOR:Ex & 23/01/2004

- d Database File Tech Recards Storage & 15/03/2004

- & Dave'Young & 04/03/2004

| ocations & Davidson, Emnie FOR:EX & 16/03/2004

@ Doyle, Rowena @ 26/02/2004

0 - & Diaper, Dale A FOREX & 23/01/2004

e + [ Ds! -Distiot South Island 15/03/2004

& [&#] D51 - District South |sland - File Raom 16:/12/2003

N ‘& Eaton, Douglas B FOR:EX & 23/01/2004

" & Ebenal RodJ FOR:EX & 23012004

e i+ [ EDM - Deputy Mirister's Dffice 21401 /2004

& - EDMCSS - Comespondence Services Se... 21/01./2004

K7

This gives you the ability to generate reports based on any layer that exists within your
organization. It is standard practice to create a hierarchy of Locations that reflect your
organizational structure.

Thacaikie

TRIM Context

J Elle Edit Search | Tools Window Help

|0 o I } o CHN—
Shorkcuts Recard &= Contacts
Favarites Security » | = Organizations (External)

Retention L4 = % -
s Internal Locations Direckory

‘words Indexes 3

Records

Reports [

@ Physical Tracking »
Locations Postal Codes

@ User Configuration 3

Conkext Administration

Classifications

LN

Schedules

el

A. Click the Locations All = button on the RMC toolbar or, select
Tools|Locations>All from the Tools Menu
A list of all the locations in the TRIM dataset will be displayed.
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% TRIM Context

JFiIe Edit Zearch Tools ‘wWindow Help
JD|HE@I|&@|@@ NEY-EELEEARARS AN
& & aao

Shorkcuts b4

*: Locations - All - Locations

Favorites Nanme / Last Modified

- Clazsification Maintenance 0zA0/2003
El Curmnmings, Ann [@& 10411722003
= & Cummings, &nn FOR:EX & 2340172004
-ﬂ Database File Tech Records Storage & 15/03/2004
‘e & Dave'Young & 04/03/2004

Davidzon, Emie FOR:EX & 16/03/2004
oyle, Rowena [@ 26:/02/2004

Locations

) 4

@

raper, Dale & FOR:EX & 23/0/2004

e DS - Distict South Island 15/03/2004
(@@ DSI - District South 13land - File Room 164122003
B - & Eatan, Douglas B FOR:EX & 23/01/2004
& Ebenal, RodJ FOR:EX & 23/01/2004
Schedules it ] EDM - Dieputy Minister's Dffice 21401 /2004
P &+ [&f] EDMCSS - Eurrespundence Services Se.. [B] 2170172004
el Frase - . g ) ) T I Tt
4]
Thazankic
The list shows the type of locations that exist, such as Person, Group and
Organization.

You may find it helpful to display the Locations List Toolbar when working with
Locations. To do this, right-click anywhere on the Toolbar at the top of the TRIM
Context screen and choose Locations List.

TRIM Context

J File Edit Search Tools ‘Wwindow Help

[DeasEcElo®. " -~ -

Advanced Tasks
Shortcuts b4

Advanced Tools

Edit

Favorites

Electronic Tasks

Lo

Fecords

@ Mavigate
|T Search
Lacations
«  Standard

The followmg Toolbar will be dlsplayed

| @ & & @@

The icons are different for each of the various types of locations.

Lo
1111

The following provides a description of these types of Locations.
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Location Icon Description

&= Staff (Employee) Location (Green Icon)
&= Contacts (Red Icon)
i External Organizations (Red Icon)

Internal Organizations (Green Icon)

ﬁ Positions (not being used by Forests at this
time) (Green Icon)

Groups (Green Icon)

= Unknown (Gray Icon)
El All Locations (Red & Green Icon)
@ All Internal Locations (Green Icon)
ﬁ All External Locations (Red Icon)
(ﬁ: Directory (Gray Icon)

External locations such as BC Archives, Offsite Locations and other Ministries are
represented by red icons in TRIM and green icons represent Internal Ministry
Locations. Internal locations also appear inside a border with the exception of the All
Internal Locations icon.
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Locations may be associated in the following ways:

Location Type |Associable Location Type

Person Position or Organization
Organization Organization
Group Any Location Type

Contacts and Organizations operate in the same manner as other Locations (Persons,
Positions etc), but are configured as External rather than Internal Locations.

The Organization Location is made up of two types:

For example:
Hierarchical Ministry of Forests - top level
Branch - next level down

For example:
Records Management Unit
Database File Tech Records
Storage

Physical

The following default locations have been set in TRIM and will appear on the Record
Entry Form when creating a new record.

Owner Location{ XE
"Locations:Owner Location" Branch (Divisional Structure)

}

Home Location{ XE
"Locations:Home Location"  Records Management Unit

}

Assignee{ XE

: . Login User
"Locations:Assignee" } ogin Use

5.3 User Roles{ XE "Locations:User Roles" }

Each type of Location is assigned a specific login role in TRIM. TRIM offers six
different types of roles:

1. Administrator - most powerful and has more permissions than the other login
types.

2. Information Manager - ranks next to the Administrator in terms of
permissions.

3. Information Worker - (most of you will have this role) next level below
Information Manager.

4. End User - basic user.

5. Inquiry User - viewing privileges only.
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6. Custom User - Permissions can be customized for this type of user. Only the
Administrator is authorized to customize/change user role permissions.

The following table shows the Location Usage Permissions for each of the different Login
types:
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Location Usage Permissions{ XE "Locations:Location Usage Permissions" }

TRIM Login Type
Privileges aAdministrator Information Information End Inquiry
Manager Worker User | Only
Can be Record Y Y Y Y Y
Home
Can be Record Y Y Y Y Y
Owner
Can be Record Y Y Y Y Y
Assighee
Can be Record Y Y Y Y Y
Contact
Can be Record Y Y Y Y Y
Requestor
Can be Y Y Y Y Y
Action/Activity
Assighee
Can be Activity Y Y Y Y N
Supervisor
Can have Y Y Y Y Y
Private Access
Control

The following table shows the Record Update Permissions for each of the different login
types:

Record Update Permissions{ XE "Locations:Record Update Permissions" }

TRIM Login Type
Privileges aAdministrator Information Information End Inquiry

Manager Worker User | Only

Create Records Y Y Y Y N

Modify Records Y Y Y N

Delete Records Y Y N N N

Unfinalize Y Y N N N

Create New Y Y Y N N

Parts

Modify Record Y Y N N N

Class

Manage Y Y Y N N

Requests

Record Y Y N N N

Administration

Record Y N N N N

Administration
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(Restricted)
Record
Archivist
Document
Update
Document
Delete
Append to
Existing Notes

Can Save
Record
Searches

Relate/Set Y Y Y Y N
Container for
Records

Attach Contacts Y Y Y Y N

<< < K<
e e o o L
<o < KD Z
< =<z < Z
<z z z Z

These two tables reflect just some of the permissions that each user category has in TRIM.
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6. Searches{ XE "Searches" }

TRIM Context offers a host of search methods by which you can locate records and other
information in the repository. As an Information Worker you have permission to execute a
variety of search methods. We will concentrate on a group that will be the core search
methods you will use in TRIM Context.

6.1 Objectives

In this Chapter you will learn how to:
1. Perform a group of specific types of searches
2. Refine a search
3. Use the Filter and Sort features
4. Use Quick Find
5. Use some of the advanced features

Following completion of this chapter you will be able to perform different types of
searches. You will also be able to test your knowledge of this topic by answering the
questions at the end of this chapter.

6.2 Different Search Methods{ XE "Searches:Search
Methods" }

TRIM has a large number of fields to select from when searching. You can select the Search
Method via the KwikSelect or the Drop-down List. The ‘Search By’ area is where you select
the Search Method; that is, the TRIM field that you wish to search across. Once you have
selected the Search Method, TRIM will display the appropriate search value options where
you enter the corresponding criteria that the search must meet.

KwikSelect:

The KwikSelect @ will open the Search Methods Dialogue Box. This dialogue box reveals
all of TRIM's Search Methods divided into logical categories. To access a category click the
plus sign to view the list of search methods for that category.

Drop-Down List:
The Drop-down List will display the most recently used Search Methods up to the last 25.
This list will be empty until the first search is performed.
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6.3 Search Values{ XE "Searches:Search Values" }

Depending on the Search Method selected, TRIM will change the name of the fields to those
that you can enter in your search value. These are logically named and most fields will offer

a KwikSelect @ and/or Drop-down list to help you select a search value. These values will
vary depending on the type of search method selected. For example, if you choose Date
Registered, the search criteria field will require a date to be entered as a valid value.

6.4 Search Filters{ XE "Searches:Search Filters" }

A Search may be filtered, so that only certain records will be displayed in the Search Result
Window. You can filter on:

Disposition

Record Class (Not used by Ministry of Forests)
Finalized Document Status

Record Type.

To Filter a Search, select the search method and then click on the Filter Tab and check the
items you wish to have included in your search.

Search for Records E=]

Search | Sort  Filter |

— Record Digposition

v Active [~ Semi-botive [~ Archived (FR)
I™ Inactive I~ Archived (3R) () d
— Record Classes
¥ Vital ¥ Wwiorkgroup ¥ Reference
¥ Corporate V¥ Personal V¥ Temparary
— Finalized Filter
" Mot Declared &5 Final = Declared &3 Final % Either
File Types I
Record Types I Record Type I -

(P BOX - OFFSITE TRANSFERS
i BO¥ - ONSITE STORAGEDESTRUCTION
1 H- ABORGINAL AFFAIRS E- FOLDER (HaL)
v 1 H - ABORIGINAL AFFAIRS - FILE (HAR)
[ H- ABORIGINAL AFFAIRS DOCUMENT (HAL)
(1 H - BUSINESS SOLUTIONS - FILE (HBS) L
3 H- ECONOMICS & TRALDE - FILE (HET)
(2 H - ENFORCEMENT - FILE (HEM)
1 H- FORESTS PRACTICES - FILE (HFP)
[ H - INFORMATION MANAGEMENT - DOCUMENT (HIS)
(3 H - INFORMATICN MAMAGEMENT - FILE (HIS)
3 H- INFORMATION MANAGEMENT- E- FOLDER: (HIS) LI

Save as Default Fiters [

Ok I Cancel | Help | Y
o

The Filter Tab allows you to narrow the search to only those items you have selected. To
filter a search, select the search method and then click on the Filter Tab and check the items
you wish to have included in your search. The filter can be saved, by checking the Save as
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Default Filters checkbox. This action will force TRIM to only display those records that
match these filters each time a search is conducted.

Here is the result of a Date Registered Search filtered on Headquarters Aboriginal Affairs File
Record Type and Active Records. Finalized Filters applies only to electronic documents.

3 RecordRequests o0 @ By £F Saved Searches... oF & 5 B & NewLocation = [1] %y Make Reference bl.(‘

‘aRecords - Date Registered is on '17/03,2004" - Sorted and Filtered - 26 Records Found
]Gl Record Nunber [ Fetiev.. [ Tl Fiee Tet Par) | Date il Creat_| Date Due orDest. |
[ | FOF-100 A04F 1 01 2
3 (2 FOR-15700-204104F BURR BURR, DAWID 21/0841967 S010v FR SO 10Y FR
3 [ FOR-15700-20/204F FIN RIY... FINRMER OUTFITTERS 014051933 5010 FR S0 10v FR
3 [ FOR-15700-20/304F LAMOU... LAMOUREUX OUTFITTE.. 2340741984 S0O10v FR SO 10Y FR
(1 (3 FOR-15700-20/404F LK, DvCK, ¥ICTOR 14121987 S010v FR S0 10v FR
(1 (3 FOR-15700-20/504F RICKM... RICKMAN, PEGGY 24/08/1982 S010v FR SO 10Y FR
[ (1 FOR-15700-20/504F BOYCH... BOYCHUCEK, B. 090341983 SO10vFR SO 10vFR
3 [ FOR-15700-20/704F CHRIS... CHRISTIMA FALLS OUT... 244101988 S010v FR S0 10v FR
[ (1 FOR-15700-20/904F FORT ... FORT'wWaRE INDIAM BA...  01/03/1973 SO10vFR SO 10vFR
1 (1 FOR-15700-20/1004F GAUTH... GaUTHIER.ROY 16/08/1382 SO10vFR SO 10V FR
3 (2 FOR-15700-201104F GILLIL.. GILLILAND. DOM 2540241580 S010v FR SO 10Y FR
1 [ FOR-15700-20/1204F HasLl..  HASLINGER. RICHARD 07051376 S010v FR S0 10v FR
3 [ FOR-15700-201304F MaRTIN - MARTIN, DREW 08/04/1338 S0O10v FR SO 10Y FR
[ [ FOR-15700-20/1404F MCRAE  MCRAE.ALLEN 23/05/1382 5010 FR S0 10v FR
(1 =1 FOR-15700-201504F FLORA...  FLORIAMT, JACKIE m/0115991 S010v FR SO 10Y FR
1 (1 FOR-15700-20/1604F MEEK MEEK., RANDY 15/02/1975 S010v FR S0 10v FR
| [ - FOR-15700-201704F OTHEM  OTHEM, KEM 0./02/1992 S010% FR EiD 1o FH_ILI
A »
Aszsighee M. Attridge since March 17, 2004 at 5:06 PM ;I
S0 Date
D ate File Created | March 17, 2004 at 5:05 Pk
Date Beqgistered | March 17, 2004 at 5:08 PM
Record Class Corporate
Record Mumber | FOR-10000-01.104F
Title: 981261 - FOREST SERVICE:GEMERAL - GEMERAL
Motes LI

%f Records - Date Registered is on '17/03{2004' - Sorked and Filkered - 26 Records Found

ruby.idir.bogoy | FOR Tes

6.5 Sorting a Search{ XE "Searches:Sorting a Search"
}

A Search can be sorted so that it is displayed in a specific order. You can sort via:

Number

Title (Free Text Part)
Date Registered

Date Created

Date Due

Date Closed
Consignment Number
Date Inactive

Record Type

Title (Structured Part)

A search can be sorted by up to three fields. The first field takes precedence, then the second
and finally the third field. Each Sort field can be displayed in either ascending or descending
order. By default the Sort Field will be displayed in ascending order. To change to
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descending order, check the Descending checkbox.

The Sort Tab{ XE "Sorting:Sort Tab" } defaults to No Sort in each of the fields. The
Descending Checkbox is unavailable until you select a sort field.

Search for Records _[O]

Search  Sort |Filter I

Sort Fields
L [, ~ | [ 0-cc-cio
2 IND Sort j I~ Descending
3 IND Sort j [T Descending

™ Save as Default Sor Figlds

0k I Cancel | Help |%

Select the Fields you wish to sort on from the Drop-down list. You can change the sort order
of a field by placing a checkmark in the Descending Checkbox next to that field.

Page 64 EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Searches

Search for Records H=] E3

Search  Sort |Filter I

Sort Figlds
1 IHecord Mumber \\ j r Descending
2 ITitIe [Free Text Part] j " Descending <

" Descending

[~ Save as Default Sort Fields

] I Cancel | Help | Y
e

The following screenprint shows the results of a Date Registered search and the records
sorted according to Record Number, Free Text Title and Date File Created.

‘dkecords - Date Registered is between '01/03/2004" and "29,/03/2004' - Sorted and Filtered

03] Record Number .

[RYE] - M 04F~04 Capp Capprai 04

1 0 ARCS-01385-20/204F 01 Doyle, A Doyle, Rowena 16/01./1987 SO MAMNA SO0 Ma Na

01 0 ARCS-01385-20/204F 02 Doyle, A Doyle, Rowena 03/03/2004 SO MAMNA SO0 Ma Na

1 [ ARCS-01385-20/304F Doyle, A SUP Cassettes 03/03/2004 SO MAMNA S0 Ma Na

1 ARCS-00132-01M1 04F 04,/03/2004 SO+01 NILDE 50+01%7

1 [ ARCS-00925-20/3004F~M Tonka.. tonka 01/04/2003 SO MIL DE SO MIL DE

1 [ ARCS-00925-20/3004F~02 Tonka.. tonka 04,/03/2004 SOMILDE SO MIL DE

1 [ ARCS-0B450-20/3304F ELECHO  Testing, delete /0241939 S0 0% SR S0 05 5R

[C1 3 FOR-15700-20/104F BURR BURR, D&VID 21/08/1967 SO0 FR SO0V FR

(2 (7 FOR-15700-20/1904F BARROM BARROM, CAROLIMNE 21/08/1967 SO0V FR SO0 FR

(2 (7 FOR-15700-20/2004F CUMMI... CUMMINGS, ANN 21/08/1967 SO0V FR SO0 FR

(2 (7 FOR-15700-20/2104F ARKLES  ARKLES, JOv 21/08/1967 SO0V FR SO 10 FR

(2 (7 FOR-15700-20/2204F BROOK... BROOKES, WEMDY 21/08/1967 SO0V FR SO 10 FR

01 (01 FOR-16700-20/2304F YOUMG  YOUNG, JO-4MH 21/08/1967 SO0V FR SO 10 FR

01 01 FOR-15700-20/2404F HUMT HUMT, CLIVE 21/08/1967 SO10YVFRSOTOMFR L
‘IH P —— e i S ___PIE
Azzighes AtHorme Location: HBSRM - Buzsiness Saolutions Branch - Record: Management Centre since March 12, 2004 at 4:30 P ﬂ
Date File Created | March 3, 2004 at 10:43 AM
Date Registered | March 3, 2004 at 10:45 AM
Record Class Corporate
Record MNumber | ARCS-00220-20/104F~04
Title 100001 - COMFEREMCES, SEMIMNARS, SYMPOSIA - Conferences, seminars, symposia - Cappraizal
Mates Yolume 1

Coast Appraizal
[ |
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6.6 How to Perform a Search

’ Exercise 1 Performing a Classification No. Search

This exercise will demonstrate how to perform a Classification No. Search from Context.
You should be at the main Context screen.

Click the Find Records button on the toolbar.

2. Click the KwikSelect @ button in the Search By field and choose Numbers.
3. Click on the + sign to expand the Numbers category.

Search Methods _[O] x|
Search Methods |

B[] word Searches

B (] Mavigate

-[:l Tray

SN8] Humbers

P % Record Number

Q} Record Number Range (Expanded)
% Record Number Range [Compreszed)
S Classification

Sy Contained Within

Q} Foreign Barcode

S TRM Barcode

% Acceszion Mumber

i [ Dates

B (O] User Defined Fields T
3 Archiving

B[] Locations

ﬂ ™ Artinn Trarkino _ILI
| 2

QK I Cancel | Help | Yy

|»

4. Select Classification from the list and click OK
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Find Records |_ (3] x|

Search | St | Fiter |

Search By | Classification

ol &

Clagzification |.~'-‘«F|ES-EID1 0o-01|

LCurrent Selection
I AND € 0F Mew Insert De_letel [i..] | MO | Reset I

Clazzification is 'ARC5-00100-01" ;l

=
QK I Cancel | Help | y
72

5. Type: ARCS-00100-01 in the Classification field and click OK to begin the search.
6. The search results should return all records classified against this number.

]
th Tools window Help

2@ 5Blo® . |58850
FdE @@ .

(]Records Classification is "ARCS-00100-01" - 2 Records Found

E Record Mumber Title [Free Text Part] Date File: Ereat Date Due for Dest... Retention Scheduls

10-01A104F  Gen General File 01% NIL DE Cv'+01% MIL
Q Q AF!CS 00100-01/204F  GAD general administratio. . 21 0B 952 SO MIL DE SO MIL DE

. J S S % B Sy | IEIassilicalion 'lﬁll

7. To see all records, leave the Classification field blank and click OK.

EDS Canada Inc. Page 6-7

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Ministry of Forests Information Worker TRIM Training Handout

=] E3

Find Records

Search | sont | Fiter |

Search By Il:laxsificaticun - | g.l
Clazsification | EI

Curnrent Selection

[ i = New Insert De_lelel [..] | I | Beset |
Clazsification iz Blank ;l
Ok Cancel Help
| ,

8. TRIM will return a list of all records.

The following screenprint shows the first 17 records. The vertical scroll bar indicates
there are more records to display.

th Tools ‘Window Help

PE|EB| 9@ .|| 55550 .|| %% %> ¥ %, [Casificston _~[5]] ERRAE
Fd W @@ -

OO RecodNumber | Pl Co..| Tile (Free TentPar | Dale Fie Crest.. | Dote Duefor Desto [N Retenion Schedie |

LER =Y OFR OFR 0310,

© -9 ExE Executive Records 03/10/2003 SO0 10 SR 5010 SR

@ % NON-OPR MOM-OPR 0341042003 SOMILDE SOMILDE

G @ a2n92r 94-2219-27 SHRE 2611742003

[} D304F zfg 08/01/2003

(9 &P 88-1030-0001 Competitions 21/01/2004

9 -9 8510300002 Competitionzs 210172004

9 (P 8510300003 Competitions 2140172004 |

[ - D404F WhAR Invitation 2301 /2004

(P (P 94-4242:000 offsite 2B/01 /2004

B - DE04F Mer Merville 2740172004

- 4242000 This is a test 230172004

F - F 94-42420M This is another test .. 29/01/2004

5 -5 94424300 Mew one by Fred us... 30401/2004

P (P 9442430002 Mew one by Fred us...  30/01/2004

& - 9442430003 Mew one by Fred us... 30401/2004

& & 204F-0001 This iz a Fred test. [t 30/00/2004 _|;|

| b=
| Assignes | AtHome Location: G. lsaac since October 3, 2003 at 9:28 PM ;I
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6.7 Count{ XE "Searches:Count" }

The Count Function enables you to display the number of records returned in a search. (In
most cases the number of records returned will appear by default when a search is conducted.)
The Count function can be accessed from the Search Menu|Current Search>Count, or by a

right mouse click — Search - Count. Once a count has been performed the number of records
will appear in a dialogue box.

W |

@ 15 Records Found

Click OK to close the dialogue box.

The number of records will appear in the title of the search results screen.

J File Edit Search Tools Window Help

|DearE| S8 o . S ST
J Read Barcodes. .. ﬂ] Fecard Requests KN & % @ Saved Searches... Q"' (? i ] 8) Mew Loc

Shortcuts X| [ - —
e | 2 Records - "FREDAS" in Title - 18 Records Found
Favarites_ [ [ O FecodMumber [ Relrivarssde ] Titk [Fre=T=st Parl
o] 4R C5-00265-01/104F~01  HHF A
@ (1 (1 ARCS-00285-01A104F~02  HHF Freda's Happy How
@ 01 (7 ARCS-00292-30/604F haiz Freda's Test File
@ @ ) - 5 944544-0001 Freda's Offsite Starage ™
@ @ = @ G04F-0004 Freda's Onsite Storage.
Locations @ 1 (1 ARCS-00292-30/704F haiz Freda's Test File 1
@ 01 (7 ARCS-00292-30/804F haiz Freda's Test File 2
@ @ 01 i [7 ARCS-D0292-30/904F hais Freda's Test File 3
Classifications @ [ > (1 ARCS-00292-30/1004F haiz Freda's Test File 4
Y | |
Agsighes At Home Location: HBSAM - Business Solutions Branch - Records t
Sl Creatar F. Wwilzan

6.8 Refining a Search{ XE "Searches:Refining a
Search" }

When the resulting list is too long, or you want to refine the list to pinpoint the records you
are looking for, you may refine the search.

A. Press [F7] or, from the Menu, select Search|Current Search>Refine Search.
B. Change the search as required. This can include adding/deleting information,
filtering or sorting.
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C. Click OK to begin the new search.

6.9 Quick Find{ XE "Searches:Quick Find" }

The Quick Find Function is available on the Search Toolbar. It will allow you to search on
any of the Search Methods offered by TRIM Context.

ITitIe Word - I E‘I IDvewiew - I ﬁ'l

‘ Note: Only one field can be searched using the Quick Find function.

Insert the Search Method into the first Quick Find Field. The Search Method can be selected

using the KwikSelect @ or the Drop-down List. The Drop-down List reveals the last 25
search methods used with the Quick Search

Insert the Search Value into the Search Field. The Search Value may be typed directly into

the Field or you may use the KwikSelect @or the Drop-down List. The Drop-down List
reveals the last 25 search values used with the selected search method via the Quick Search.
Once you have filled in both fields, press Enter on the Keyboard and the search results will be
displayed.

The Quick Find function is useful to search for a Barcode of a single file.

6.10 Advanced Searching{ XE "Searches:Advanced
Searching" }

If required you can combine Search Methods to narrow a search result. This function can be
done in a new Search, or when refining a Search;

A. Open a new Search or refine an existing Search

B. Insert the first Search Method and Search Value. If refining a search, this will

already be displayed.

C. Click New to insert a new search criteria

D. Select the required Search Method and insert the Search Value

E. Select the appropriate search combination tools: AND or OR

. AND The AND combination will only return those records that meet all
search criteria. This narrows a search, returning fewer records but
pinpointing the required records.

. OR The OR combination will return all records that meet any of the
search criteria. This broadens a search, returning more records and
including a wider subject range.

F. Repeat Steps C to E until all search criteria is entered

Click OK.

You can also do a Prefix Search for Ministry of Forests by typing:
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IM - Mimistry of Forests | 0k, I

This will return the Ministry of Forests Location:

rd Requests il & % @ Saved Searches. .. Q"' & i B & Mew Location = [ % Make Reference ki

ords n Title - 24 Records Found
| Record Murber

ocations - Matching "M - M

E-Mail Address =]
tobile Phote

Businezs Phohe

I ame b - Ministry of Forests

Click the + sign to expand the location to show all subsidiary locations.

ord Requests i @ GFy £F savedsearches.. ¢F & B B & new Location = [T %5

cations - Matching 'M - M

Arkles, Joy 15001 /2004
Attridge, Maursen 17/03/2004
Barclay, Stacie 15/03/2004
Barry, Jill 10/411/2003
Eeinhauer, Fred 16/03/2004
Bercier, Marpellen 1041142003
Bulled, Phil 240242004

Doyle, Rowena 26/02/2004
& [&8] D5 - District South lsland (B 15/03/2004
5t {&B] EDM - Deputy Minister's Dffice (&) 21401 /2004 b
@ EDMCSS - Cormespondence Services Section E 2170142004
&[] EDMOP - Executive Operations and Planring [ 210142004
@] EF5 - Forest Stewardship (&) 21401 /2004
1 [&B] EMI - Minister's Diffice (&) 21401 /2004
& [&8] EOP - Dperations Division (&l 21401 /2004
@ EPG - Corporate policy and Governance @ 21/01/2004
(88| ETR - Tenure and Revenue (&) 21401 /2004
[ [&8] FCA - Cariboo Fire Centre, Wiliams Lake (& 1841272003
Giiffith, K.athlezn 02402/ 2004
& [&B] HAL - Aboriginal Affairs Branch (&) 25¢11/2003
& [&8] HBS - Business Solutions Branch (& 25/11/2003 -
E-Mail Address ﬂ
Mabile Phone
Business Phone j

ards - "TRIM" in Title - 24 Records Found | Q Locations - Makching '™ - Ministry of Farests™ - Locations
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6.11 Other Advanced Features{ XE "Searches:Other
Advanced Features" }

New: The New Button adds a new line to your search and the bottom of your
existing criteria.

Insert: The Insert Button will add a new line to your search above the currently
selected criteria.

Delete: The Delete Button will delete the currently selected search criteria from the
Current Selection Box.

(...): The Brackets (...) Button will enable you to group search criteria together.
This has the effect of mathematical brackets, whereby lines that are bracketed
are always dealt with together as one, and will precede any other operations.
The Brackets (...) Button will remain grayed out until two or more search
lines are selected.

To select multiple lines:
e Using the Mouse, click in front of a search criterion
e Click in front of another search criterion.
These search criteria will now be tagged and any operation
performed will affect all tagged criterion.

Not: The Not Button will enable you to exclude records that have a specified value
from the search results. If you have tagged search criteria the Not function

will exclude all tagged criterion.

Reset: The Reset Button will delete (once you confirm) all search criteria from the
Current Selection Box, allowing you to compose a new Search.

6.12 Other Search Functions{ XE "Searches:Other
Search Functions" }

Below is a table of other items available under the Search Menu.

Current Search
Go Back Will go back to a previous search
result still open in TRIM
Go Forward Will go forward to a search result
still open in TRIM
Go to Search Allows you to select a search result
still open in TRIM
Count Will count the current search
results.
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Navigation

Select Favorites Will find all records in your
favorite records hold.

Related Records Will find all records related to the
currently selected record.

Latest Part Will find the latest part of the
currently selected record.

All Parts Will find all parts of the currently
selected record.

All Versions Will find all versions of the
currently selected record.

Latest Version Will find the latest version of the
currently selected record.

Linked Documents Lists all linked documents of the
currently selected record. This is
for compound documents only.

Document Link Of List all records that are using the
currently selected record as a link.
This is for compound documents
only.

Container Record Will find the container of the
currently selected record.

Contained Records Will find all records contained
within the currently selected
record.

Records With Same Contacts Will find all records that share a
contact with the currently selected
record.

Client Records For Contact(s) Will find all records (titled by
client) that share a contact with the
currently selected record.

Series Record Will find the series record attached
to the currently selected record.

Record Within Series Will find all the records contained
within the selected series record.

TRIM Trays

Recent Containers Displays up to 25 recent containers
used by the logged in user.

Recent Documents Displays up to 25 recent electronic
documents used by the logged in
user.

Favorites

Records Displays your Favorite Records

Locations Displays your Favorite Locations.

Workflows Displays your Favorite Workflows.

Classifications Displays your Classifications.

Schedules Displays your Favorite Schedules

Thesaurus Terms

Displays your Favorite Thesaurus
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Terms

Saved Searches Displays your Favorite Saved
Searches

6.13 How Do | Search for Records?

Exercises - Searches{ XE "Exercises:Searches"

| Exercise 1 Performing a Title Word Search

This exercise will demonstrate how to perform a Title Word Search from Context.

1. You should be at the main Context screen.

2. Click the Find Records button on the toolbar.
3. Choose Title Word as the Search By method in the Search Tab screen.
4. Type the word: First in the Equal To field and click OK to begin the search.
5. The search results should return all records containing the word First in the title.
6. If more than one record is listed, highlight the record that you created today.
7. View the record and then exit from the record.
Exercise 2 Performing a Title Word Search

Complete the exercise below to search for a document using the Title Word Search based on
the steps learned in the previous exercise

1. You should be at the main Context screen.
2. Search for a document that you created using the Title Word Search.
3. If more than one record is listed, choose one of the records and view the information.
4. Exit from the record.
Exercise 3 Performing a Date Search

This exercise will demonstrate how to perform a Date Registered Search from Context.

1. You should be at the Context screen.

2. Click the
search.

3. Choose Date Registered as the Search By method in the Search Tab screen.

4. Enter today’s date in the Date From and Date To fields and click OK to begin the
search.

5. The search results should return all records that were registered today.

6. If more than one record is listed, highlight any of the records that you created today.

Find Records button on the toolbar or press [F7] to refine an existing
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7. View the record and then exit from the record.

Exercise 4 Performing a Date Search

Complete the exercise below to search for a document using the Date Created search based
on the steps learned in the previous exercise.

1. You should be at the Context screen.
2. Search for a record that was created today.
3. The search results should return all records that were created today.
4. If more than one record is listed, highlight any of the records that you created today.
5. View the record and then exit from the record.
Exercise 5 Using the Quick Find Function

This exercise will demonstrate how to perform a search using the Quick Find function.

1. You should be at the TRIM Context™ main screen.

2. Choose Date Registered from the Drop-Down List or click on the Folder from the
Quick Find field on the toolbar to go to the Search Categories and choose Date as the
Search By method in the Search Tab screen.

3. Tab to the Search Criteria field and select Today from the Drop-Down list and press
<Enter> to begin the search. If Today is not listed then click on the Calendar button
and choose today’s date and click OK.

4. The search results should return all records that were registered today.

If more than one record is listed, highlight any of the records that you created today.

6. View the record and then exit from the record.

9]

Exercise 6 Using the Quick Find Function

Complete the exercise below to perform a Date Created Search using the Quick Find
function based on the steps learned in the previous exercise.

1. Search for a record that was created today.

2. The search results should return all records that were created today.

3. If more than one record is listed, highlight any of the records that were created today.
4. View the record and then exit from the record.

Exercise 7 Searching for Assignee

This exercise will demonstrate how to perform a search using the Locations search method

1. You should be at the TRIM Context™ main screen.

2. Click the i Find Records button on the toolbar or press [F7] to refine an existing
search.

3. Select Locations as the search method

4. Click the + sign to expand the Locations list and choose Assignee.
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5. Click the KwikSelect @ button and search for your name.
6. The search results should return all records where you are the Assignee.

Exercise 8 Searching for Assignee

Complete the exercise below to perform an Assignee Search based on the steps learned in the
previous exercise.

1. You should be at the TRIM Context™ main screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

3. Select Locations as the search method

4. Click the + sign to expand the Locations list and choose Assignee.

5. Click the KwikSelect @ button and search for another location as the Assignee.

6. The search results should return all records listing the Assignee you selected.
Exercise 9 Performing an Advanced Search

This exercise will demonstrate how to perform an advanced search using AND and OR
statements known as the Boolean search method.

1. You should be at the TRIM Context™ main screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the

toolbar.

Select Creator as the first search method.

The Equal To field should default to your name.

Click the New button under Current Selection in this screen.

Leave the And radio button checked.

Go back to the Search method above and change Creator to Date Registered.

The Date From and Date To fields should be populated with today’s date.

Click OK to begin the search.

0. The search results screen should return records that were created by you and that
were registered today.

=0 0NN AW

Exercise 10 Performing an Advanced Search

Complete the exercise below to perform a Boolean Search based on the steps learned in the
previous exercise.

1. You should be at the TRIM Context™ main screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Search by Date Created AND records created by you.

4. Check the results to make sure they match the search criteria.

W

Exercise 11 Performing an Advanced Search
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Complete the exercise below to perform a Boolean Search using the OR statement instead of
AND based on the steps learned in the previous exercise.

1. You should be at the TRIM Context™ main screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Search by Creator OR records by Date Registered.

4. Check the results to make sure they match the search criteria.

W

Exercise 12 Searching for a Record Number

This exercise will demonstrate how to search for a Record Number.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Click the KwikSelect @ button and select Numbers as the Search By Method.
Expand the Numbers category and choose Record.
5. Enter the record number and click OK to begin the search.

W

Exercise 13 Performing a Record Classification Name Search

This exercise will demonstrate how to search for a Record Classification Name.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Click the KwikSelect @ button and select Words as the Search By Method.
Expand the Words category and choose Classification.
5. Type: Policy as the classification word and click OK to begin the search.

W

Exercise 14 Performing a Record Classification Name Search

Complete the exercise below to perform a Classification Name Search based on the steps
learned in the previous exercise.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

3. Click the KwikSelect @ button and select Words as the Search By Method.
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4. Expand the Words category and choose Classification.
5. Type: Certfification as the classification word and click OK to begin the search.

Exercise 15 Performing a Missing Record Search

This exercise will demonstrate how to search for a Missing Record. There is no search value
required for this type of search.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Click the KwikSelect @ button and select Miscellaneous as the Search By Method.
Expand the Miscellaneous category and choose Missing Records.
5. Click OK to begin the search.

B w

Exercise 16 Performing a Missing Record Search

Complete the exercise below to perform a Missing Record Search based on the steps learned
in the previous exercise.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the —=_ Find Records button on the
toolbar.

3. Click the KwikSelect @ button and select Miscellaneous as the Search By Method.

4. Expand the Miscellaneous category and choose Missing Records.

5. Click OK to begin the search.

Exercise 17 Performing a Not at Home Location Search

This exercise will demonstrate how to search for a Not at Home Location record. This
means searching for records not currently assigned to their Home Location (that is, records
whose Assignee Location does not match their Home Location)

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Click the KwikSelect @ button and select Locations as the Search By Method.

Expand the Locations category and choose Not at Home Location.

5. You can change the default location of yourself (defaluts to the logged in user) in the
Location field or leave it as is.

6. Click OK to begin the search.

W

Page 6-18 EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Searches

Exercise 18 Performing a Not at Home Location Search

Complete the exercise below to perform a Not at Home Location search based on the steps
learned in the previous exercise.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

Click the KwikSelect @ button and select Locations as the Search By Method.

Expand the Locations category and choose Not at Home Location.

5. Leave the Location field blank and TRIM will return all records where the Assignee
does not match their Home Location.

6. Click OK to begin the search.

el

Exercise 19 Performing a TRIM Barcode Number Search

This exercise will demonstrate how to search for a TRIM Barcode Number record.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

3. Click the KwikSelect @ button and select Numbers as the Search By Method.
4. Expand the Numbers category and choose TRIM Barcode.
5. Enter the barcode number.
6. Click OK to begin the search.
Exercise 20 Performing a Foreign Barcode Number Search

This exercise will demonstrate how to search for a Foreign Barcode Number record.

1. You should be at the TRIM Context™ screen.

2. Press [F7] to refine an existing search or click the i Find Records button on the
toolbar.

3. Click the KwikSelect @ button and select Numbers as the Search By Method.
4. Expand the Numbers category and choose Foreign Barcode.
5. Enter the barcode number.
6. Click OK to begin the search.
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6.14 Questions

Here are a few questions to test yourself on what you have learned in this chapter. Circle the
letter next to the correct answer(s) where the question is a multiple choice:

1. List some of the Search Methods available in TRIM:

2. ltis possible to filter searches in TRIM to narrow the search:
a. True.
b. False.

3. What is the purpose of the Quick Find Function?

4. TRIM Context™ permits combining search methods:
a. True.
b. False.

5. Explain what is meant by a Boolean search:

6. Which search method is used to perform an Assignee search?

7. What parameters can be used when combining search methods?

8. What is a Prefix Search?
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6.15 Summary

In this Chapter you learned how to:

1
2
3.
4

S.

Perform a group of specific types of searches
Refine a search

Use the Filter and Sort features

Use Quick Find

Use some of the advanced features

You should now understand how the search function works in TRIM and be able to
perform different types of searches.
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7. Saving Searches{ XE "Searches:Saving" }

TRIM Context provides the functionality to save searches. This is useful when you are
performing certain types of searches on a regular basis. The following exercises will step you
through the process of saving a search.

It is possible to save search criteria for future use. This is helpful if you regularly conduct the
same search. A TRIM user can save and delete his/her saved searches at any time.

Note: TRIM saves the search criteria and not the search results, so you will always get the
latest information.

7.1 Objectives

In this Chapter you will learn:
1. How to Save Searches
2. How to Use Saved Searches
3. About Meta-variables

Following completion of this chapter you will be able to save and use different types of
searches as well as understand the use of meta-variables. You will also be able to test
your knowledge of this topic by answering the questions at the end of this chapter.

To save a search:

A. Perform the search you wish to save.
B. From the Menu, select File|Save Search .
C. The Save Search Wizard will appear, enter the following details:

a. Search Name: Enter a name for your search. Choose a name that will be
easy to identify the next time you use the saved search list. Maximum of 30
characters. Each Saved Search name must be unique to the database.

b. Description: The description field enables you to enter a more detailed
description of the search. By default TRIM inserts the search method and
value.

Click Next.

The Search Details will be displayed again. If required, edit these details.
Click Next.

Select any appropriate sort details.

Click Next.

Select any appropriate filters.

Click Finish.

FER e a0

When saving searches that use dates e.g., Date Registered, you have a choice of using a fixed
date or a meta-variable. If you want to do a daily search for records registered that day, rather
than using a fixed date (6/6/02) it is best to use the meta-variable Today. This way you will
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always get the current days records. You can choose from the following meta-variables:

e Yesterday e Tomorrow

e Today e Next Month

e  This Month e Next Week

e This Week e Previous Month
e Previous Week e Year to date

7.2 Accessing a Saved Search{ XE

"Searches:Accessing a Saved Search" }
A. From the Search Menu, select Saved Searches (or press [Ctrl][G])
A list of all available Saved Searches will appear.

B. Double Click on the desired Search and the results will be displayed.

The following screenprint shows a global list of available Saved Searches that you can access:

TRIM Context

J File Edit Search Tools Window Help |

DB 58 o® .|| 58983 E .| %% % % % % | [Cosificaton  =[B][trcs0a520  =[8] % S, | -
Shorkeuts X
Favorites
that 50 date has not been reached. R
Records ezciplion
ROLLOVER - Fv 03/04 FILES To identify FY Files opened in previous fizcal year and stil open. Enter Close Date of 2004/03/31 NOTE:
T ROLLOVER - CY FILES To identify C' Files opened in previous year and still open.  Enter Close Date of ¥y A1 2/31
CULL - DRAFT ORCS OFFSITE SR taoidentify active DRAFT ORCS files eligible for offsite storage whose final disposiiion iz SR
CULL - DRAFT ORCS OFFSITE FR toidentify active DRAFT ORCS files eligible for offsite storage whose final disposition is FR
— CULL - DRAFT ORCS OFFSITE DE ta identify active DRAFT ORCS files eligible for offsite storage whose final disposition iz DE
el e CULL - DRAFT ARCS OFFSITE SR to identify active DRAFT ARCS files eligible for offsite storage whose final disposition is SR
CULL - DRAFT ARCS OFFSITE FR taidentify active DRAFT ARCS files eligible for offsite starage whose final disposition is FR
CULL - DRAFT ARCS OFFSITE DE to identify active DRAFT ARCS files elfigble for offzite starage whose final disposition iz Destruction
Schedules CULL - DRAFT OMSITE DE toidentify active files eligible for immediate destruction according to a DRAFT schedule [ARCS or ORCS).
CULL - APP ORCS OFFSITE SR ta identify active APP ORCS files eligible for offsite storage whase final dizpasition i SR
CULL - PP ORCS OFFSITE FR to identify active PP ORCS files eligible for offsite storage whiose final disposition is FR
Thesaurus CULL - 4PF ORCS OFFSITE DE to identify active APP ORCS files eligible for offsite storage whose final disposition is DE
Tetms CULL - APP OMSITE DE To identify active files eligible for immediate destruction according to an APPROVED schedule [ARCS and ORCS)
CULL - PP &RCS OFFSITE SR To identify Approved ARCS files eligible for Offsite Storage whose Final Disposition is SR
&I CULL - APP ARCS OFFSITE FR Ta identify Approved ARCS files eligible for Offsite Storage whose Final Disposition iz FR
Saved CULL - PP ARCS OFFSITE DE T identify active Approved ARCS files eligible for Offsite Storage whose Final Disposition is D estruction
Searches
41 | _blJ
Document Diescription | S0 Files open for over & year. Confirm with Branch that 50 date has not been reached. Revise "'Date Opened' seaich date as required. ;I
el Mame ROLLOVER - 50 FILES
LI
Recent
Trays S saved Searches - All - 17 Saved Searches Found l 5 ROLLOVER - SO FILES - 50 Files open for aver a year. Confirm wit... | $ Saved Searches - Al - 17 Saved Searches Found |—
): Saved Search ROLLOYER - CY FILES: Opened Saved Search ROLLOVER - CY FILES'. ;I
Saved Search ROLLOYER - SO FILES: Opened Saved Search ROLLOVER - S0 FILES" j
4 | k| Activity Log Document Queues Datazet

| ruby.idit.begoy f FOR Dev | David Young [CAF MM -

Page 7-2 EDS Canada Inc.

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Saved Searches

7.3 How Do | Save Searches?

Exercises - Saving Searches{ XE "Exercises:Saving Searches" }

‘ Exercise 1 Saving a Search

This exercise will demonstrate how to save a search for future use.
1. You should be at the TRIM Context™ main screen.

2. Click the Find Records button on the toolbar.
3. Search for records created by you.

4. When the results are displayed click the A Save Record Search button on the
toolbar.

Type: Records Created By Me in the Search Name field.

Click the Next button to accept the description and go to the next screen.

Click the Next button to accept the access controls and go to the next screen.

Click the Next button to accept the sort fields and go to the next screen.

Click the Finish button to accept the record types in the filter tab and complete the
Saved Search information.

10. Click the Saved Searches button on the RMC toolbar to see the newly saved search.
11. Double-click the new search to see the latest results.

Lo

Exercise 2 Saving a Search

Based on the steps learned in the previous exercise, create and save a new search.

1. You should be at the TRIM Context™ main screen.

2. Click the Find Records button on the toolbar.
3. Search for records registered today.
4. Save the search as: Records Registered Today.
5. Locate and run the newly saved search.
EDS Canada Inc. Page 7-3

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2 build 2158. It is the property of the Ministry of Forests. In its current form, the
information contained herein may not be applicable to future software releases.



Ministry of Forests Information Worker TRIM Training Handout

7.4 Questions

Here are a few questions to test yourself on what you have learned in this chapter. Circle the
letter next to the correct answer(s) where the question is a multiple choice:

1. Can a search be saved be modified?
a. Yes.

b. No.

2. What is a meta-variable?

3. How is a Saved Search accessed in TRIM?

4. Briefly describe how to save a search in TRIM.

5. Can a saved search be removed from the list of saved searches?
a. Yes.
b. No.

6. What type of saved search could be used to identify calendar year files that are still
open from the previous year?

7. List some of the meta-variables that can be used in a search?
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7.5 Summary

In this Chapter you learned:

1. How to Save Searches

2. How to Use Saved Searches
3. About Meta-variables

You should now be able to save and use different types of searches as well as
understand the use of meta-variables.
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8. Favorites{ XE "Favorites" }

The Favorites Toolbar at the left of the TRIM Context™ main screen allows you to add

several different kinds of searches to this toolbar for fast and easy access each time you need
to invoke a specific type of search.

8.1 Objectives

In this Chapter you will learn how to:
1. Add and remove Saved Searches to Favorites
2. Add and remove Classifications to Favorites

Following completion of this chapter you will be able to add and remove saved
searches and classifications to your Favorites.

8.2 Adding a Search to Favorites{ XE
"Favorites:Adding a Search to Favorites" }

TRIM makes it easy to add a Saved Search to your Favorites toolbar. From the Menu,

select Search|Saved Searches, or press [Ctrl][G]. A screen similar to the following will
appear:

Description
D RECORDS Re C fication is '+

FREDAWILSOMN Records - Creator is "Wilson, Freda'
FIND ALL DOCUMENTS Records - Date Reaqistered is between "3/4/2001" and '9/4/2020° - Filtered

FIND ALL FOLDERS Records - Date Reqistered is between *3/3/2002" and '9/3/2020' - Fitered
RECORDS CREATED TODAY Records - Date Created is on 'Today'

=101x|

4 |

Description | Records - Classification is '+
Mame ALL CLASSIFIED RECORDS

ol Ee

|

A. Tag all or specific saved searches that you wish to add to your Favorites by
clicking to the far left of the row (under the checkmark).

B. Press [F4] or, choose Edit|Add To|Add to Favorites from the menu bar. Your
saved searches are now in your favorites.
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!

Saved

To view your saved searches in your favorites, click the Saved Searches icon Searches in the
Favorites toolbar. The Favorites Saved Searches dialogue box will be displayed. A screen
similar to the following will appear:

i Favorite Saved Searches - 4 Saved Searches Found 10/ x|
-

Mame # Diescription
FIND ALL DOCUMENTS

A iltered
red

FIND ALL FOLDERS Records - Date Heislered is between '343/2002' and "3/3/2020" - Filte:
CREATED BY FREDA W/ILSON Records - Creatar is "wilson, Freds'
RECORDS CREATED TODAY Records - Date Created is on ' Today'

-
4| | 3

Description | Records - Date Registered is between '3/4/2001" and '3/4/2020' - Filkered d
Name FIND &LL DOCUMENTS

El

You will be able to add any of the saved searches already created by the TRIM Administrator
to your Favorites.

Exercises - Favorites{ XE "Exercises:Favorites"

Exercise 1 Adding a Search to your Favorites

This exercise will demonstrate how to add a Saved Search to your Favorites.

1. Select Search|Saved Searches from the menu or press [Ctrl][G].
2. Highlight the Records Registered Today search.
3. Choose Edit|Add To|Add to Favorites from the menu.
4. This saved search is now added to your Favorites.
&
Saved
5. Click the Saved Searches searches: button on the Favorites toolbar.
6. Double-click on the Records Registered Today search and the results will be
displayed.
Exercise 2 Adding a Search to your Favorites

Complete the exercise below to add a Saved Search to your Favorites, based on the steps
learned in the previous exercise

1. Select the Records Created By Me saved search.
2. Add it to your Favorites toolbar.
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3. Run the newly saved search from the Favorites Toolbar to see the results.

8.3 How Do | Add Classifications to Favorites{ XE
"Favorites:Add Classifications to Favorites" }?

Favorites

TRIM makes it easy to add many of the functions you perform on a regular basis to your
Favorites toolbar. You can add your most frequently used classifications to Favorites for
quick reference when classifying a file in TRIM. Record Classifications are accessed

from the Tools|Records>Classifications Menu.

TRIM Context

J E'IE Edlt §earchlﬁ ﬂindgw ﬂelp
Locations N
| mE ez aE -

Shortcuts b4

| % S S S

ir],

‘Words Indexes 4 Record Requests

Reparts L4 Document Queles

Favorites

Phyysical Tracking 4

User Configuration

Records

®

Lacations

@

lassifications

N

Schedules

=1

A. Choose Classifications

The following list of classifications will appear:
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B Classifications - Top Levels - 2 Classifications Found

Murnber # Mame
B[ ARCS- (G 100001
& o I -

B G FOR-10000
B G FOR-10005
B G FOR-10025
B Gy FOR-10050
[ (4 FOR-10055
B G FOR-10080
B [G) FOR-10061
B G FOR-10085
B Gy FOR-10058
[ (4 FOR-10100
-G FOR-10110
B (G FOR-10113
-G FOR-10115
B Gy FOR-10116
B G FOR-10117

-G FOR-10120

[G) FOREST SERWICE:GEMERAL

[y FOREST SERVWICE:COMTRACTED SERVICES

Gy APPEALS

[G) FOREST CERTIFICATIOM:GEMERAL

[ FOREST CERTIFICATION:CANADIAN STANDARDS A550C.
) EMFORCEMEMT:GEMERAL

(L) FOREST CERTIFICATION:FOREST STEWARDSHIP COUMCIL
[G) FOREST CERTIFICATIONM:ISO

[G) FOREST CERTIFICATIOM:SEFEP EMS

[ FOREST ECOMOMICS:GENERAL

[G) FOREST ECOMOMICS:DEVELOPMENT OF MEW PRODUCTS
[y FOREST ECOMOMICS:ECOMOMIC ISSUES

[GJ FOREST ECOMOMICS:COMPEMSATION

Gy FOREST ECOMOMICS:COMPETITION

[G) FOREST ECOMOMICS:ENVIROMMENTAL ISSUES

[G) FOREST ECOMOMICS:FORECASTS

Kl
Mumber FOR-
Mame 881261
Record Security [Mo Security Level]
Clazsification Title | 9871267

B. Expand the ARCS/ORCS levels of classification that you use on a regular basis.

C. Asyou expand each level, place a checkmark to the left of each classification that
you want to use.

D. Press [F4] once you have checked all the desired levels.
E. Click OK to add all tagged classifications to the Favorites toolbar.

Add To Favorites E

Apply Ta:

¢ Al Tagged Classificabions

" Current Clazsification Only

v Always Show This Dialog

ak. Cancel Help

F. Click the Classifications button on the Favorites toolbar to see the result.
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8.4 How Do | Remove Classifications from Favorites{
XE "Favorites:Remove Classifications from Favorites"

}?

You can also remove classifications from your Favorites toolbar. To do this:
A. Click the Classifications === button on the Favorites toolbar.

B. Press [Ctrl][A] to tag all classifications or checkmark only those you wish to
remove.

C. Choose Edit|Remove From>Remove From Favorites from the Menu.

If you tagged all classifications, you will be prompted by the following dialogue

box:
Remove from Favorites H
Apply To:

{+ 4]l Tagged Clazsifications

" Current Classification Only

[v Alwaps Show This Dialog

0k | Cancel Help

D. Click OK to remove the classifications from Favorites.

E. Click the Classifications Zefieaton: hytton to confirm the removal.

Try the following exercises to test adding classifications to and removing from the
Favorites toolbar.

Exercises - Favorites{ XE "Exercises:Remove Classifications from Favorites"

’ Exercise 1 Adding Classifications to Favorites

This exercise will demonstrate how to add Classifications to Favorites.

1. Select Tools|Records>Classifications from the menu.
2. Expand the ARCS/ORCS classifications.
3. Highlight the ORCS Top Level Classification FOR-10110
4. Press [F4] to add to Favorites.
5. Click OK to add the tagged Classifications.
6. The Classifications are now added to Favorites.
7. Click the Classifications =izt hutton on the Favorites toolbar.
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8.

The Classifications you selected will be displayed.

Exercise 2 Adding Classifications to Favorites

Complete the exercise below to add Classifications to Favorites based on the steps learned in
the previous exercise.

1. Select Tools|Records>Classifications from the menu.
2. Expand the ARCS/ORCS classifications.
3. Tagthe ARC/ORCS Classification Levels you wish to add to Favorites
4. Press [F4] to add to Favorites.
5. Click OK to add the tagged Classifications.
6. The Classifications are now added to Favorites.
7. Click the Classifications =i hutton on the Favorites toolbar.
8. The Classifications you selected will be displayed.
Exercise 3 Removing Classifications to Favorites

This exercise will demonstrate how to remove Classifications from Favorites.

1. Click the Classifications =t hutton on the Favorites toolbar.
2. Tag the classifications you wish to remove.
3. Choose Edit|Remove From>Remove From Favorites from the Menu.
Click OK to remove the tagged Classifications.
4. Click the Classifications @=etn: hutton on the Favorites toolbar to confirm they are
now removed from Favorites.
Exercise 4 Removing Classifications to Favorites

Practice removing other classifications from the Favorites toolbar.
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8.5 Questions

Here are a few questions to test yourself on what you have learned in this chapter. Circle the
letter next to the correct answer(s) where the question is a multiple choice:

1. What is the purpose of the Favorites Toolbar?

2. Describe how to add a Saved Search to your Favorites:

3. How do you add multiple Saved Searches at the same time to your Favorites?

4. How do you add classifications to Favorites?

5. Classifications cannot be removed from Favorites.
a. True.
b. False.
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8.6 Summary

In this Chapter you learned how to:
1. Add and remove Saved Searches to Favorites
2. Add and remove Classifications to Favorites

You should now be able to add and remove saved searches and classifications to your
Favorites.
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9. Shortcut Keys{ XE "Shortcut Keys" }

9.1 Objectives

This chapter will list some of the short-cut keys that can be used in TRIM to perform

various functions.

Records{ XE "Shortcut Keys:Records" }:

[Ctr]][F] Find Records

[Ctrl][A] Tag all records in a search window
[Ctr]][U] Untag all records in a search window
[Alt][Enter] Opens properties of a selected record
[Ctr]][M] Make a TRIM Reference

Menus{ XE "Shortcut Keys:Menus" }:

[AILt][F], x File|Exit
[ALt][E] EditMenu
[Alt][S], C Search|Current Search

Help{ XE "Shortcut Keys:Help" }:

[Shift][F1] Invokes the Online Help
F1 Invokes context sensitive help from within a
dialogue box

Drop-Down List Box{ XE "Shortcut Keys:Drop-Down List box" }:

Down Arrow

Scrolls down through choices

Up Arrow

Scrolls up through choices

Searches{ XE "Shortcut Keys:Searches" }:

[Ctr]]|G] Open the Saved Searches window

[F4] Add a saved search or tagged classifications to
the Favorites Toolbar

[F7] Refine a search
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Go back to the previous search window
[Alt][Left Arrow] (works after using F7 to refine a search)
. Go forward to the next search window (works
[Alt][Right Arrow] after using F7 to refine a search)

Work Tray{ XE "Shortcut Keys:Remove Classifications from Favorites" }:

[F3] Add records to the Work Tray

[Alt][F8] Open the Work Tray window
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10. Tips and Tricks{ XE "Tips and Tricks" }

10.1 Prefix Search{ XE "Tips and Tricks:Prefix Search"
}

At the classification screen, if you just start typing FOR-XXX (where XXX = a secondary
number), a dialogue box will appear with that criteria as the search entry.

[NENT. RS NN [ SRS | SO N [P Sy IR VA o1

[+ (3 FOR-10005 [ FOREST SERYICE.COMTRACTED SERWICE
&+ (3 FOR-10050 Iy FOREST CERTIFICATION: GEMERAL

[+ (3 FOR-10055 Prefix Search - Number YN CANADIAN STAM
1 I . _'*I_I

MHurnber FOR-10050

M ame FOREST CERTIFICATIOM:GEMERAL

FRecard Security | Standard

Clazsification Title | 881267 - FOREST CERTIFICATIOM:GEMERAL

10.2 Tab Bar{ XE "Tips and Tricks:Tab Bar" }

Right-click on the Favorites Toolbar and choose Tab Bar to see a description of each window
content appear in a tab at the bottom of the screen.

F Ul LISSS NS Ao MUMDET
Saved Searches 0.

Home Location G. lzaac
EI g: Maotes
| Record Mumber OFR
Document Quedes Ti Title OFR

—

|1
Recent <
Traps % Records - "TRIM" in Title - 24 Records Found | %T Records - Date Reqgistered is between '06/04/2003" and ‘06042004
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11. Whom Do | Call for Help{ XE "Help" }?

Below is the contact information for TRIM, Records Management and Computer assistance.

11.1 TRIM Help{ XE "Help:TRIM Help" }

Contact the following for assistance with the TRIM application:

Telephone Number:
E-mail Address:

11.2 Records Help{ XE "Help:Records Help" }

Contact the following for assistance with Records Management functions:

Telephone Number:

E-mail Address:

11.3 Computer Help{ XE "Help:Computer Help" }

Contact the following for assistance with your Computer:
Telephone Number:
E-mail Address:
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12. Glossary{ XE "Glossary" } of Terms and
Acronyms{ XE "Glossary:Acronyms" }

The table below provides a list of definitions for Records Management and TRIM Context
terms and records acronyms.

Term Definition
-A-
Accession Number Means a number identifying a group of records to be transferred to off-

site records storage facilities or to archival storage facilities. Accession
numbers are used to label, transfer, store, retrieve, and dispose of
records. British Columbia Archives (BC Archives) issues and tracks
all accession numbers. Each box of records within an accession is
given a unique box number by adding sequential numbers, always
beginning with number one, to the accession number. The full number
must appear on the label of each box. For example:

Box Number: 91-0123-1

91-0123 = the accession number issued by Records Centre Services

-1 = the first consecutive box number in accession 91-0123

Action Tracking Not used yet.

Active Records Means records which are required and referred to constantly for current
use and which need to be retained and maintained in office space and
equipment close to users. Records are considered active if there is
more than one reference or retrieval per 30cm (one linear foot) per

month.
Administrative Means records common to all offices and which are distinct from
Records operational records. Administrative records support housekeeping

functions such as the management of facilities, property, materiel,
finances, personnel, and information systems. Administrative records
also relate to common management processes, including committees,
agreements, contracts, information services, legal opinions, and other
similar functions. Although these records are considered
administrative, they may have considerable operational impact.

ARCS Administrative Records Classification System, used throughout the BC
government for administrative records
Archive Authority Our Classification systems ARCS and ORCS.
ARS 0l1a Records Transfer Location List.
ARS 118 Records Service Application.
ARS 130b Client Authority to Apply Schedule.
ARS 517a/b Client Authority to Apply and Approved Schedule.
ARS 196 60-day Notice of Final Disposition Actions
ARS 462 Box Content File Cover Sheet
ARS 626 Offsite Storage Records Retrieval (Fax)
-B-
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-C-

Case File

Means a folder or other filing device containing a variety of material
relating to a specific action, event, person, place, project, or other
subject. Sometimes referred to as a project file or dossier.

ORCS and ARCS usually classify case file series under secondary
numbers and titles at secondary number -20 and higher, followed by
alphabetical or numerical codes.

Classification

Means the result of a process for identifying records or information in
accordance with a predesignated filing or security system. That
process includes determination of the subject content of a record,
selection of the subject category for filing, and assignment of an
appropriate subject file number for retrieval purposes.

Consignment Number

Record Services Application number{ XE "Glossary:Application
number" }.

Content Start Date

Content End Date

CPIAB Corporate Privacy and Information Branch

CPM Core Policy Manual.

CRMB Corporate Records Management Branch.

CY Calendar Year.

-D-

D Day.

Data and Records Means the Ministry of Forests’ Office — Data and Records

Administration Administration that is overall responsible for the ministry’s recorded

Section information program. This office houses the Ministry Records Officer
and is responsible for policy development, procedures, training, and
processes the ministry’s accession paperwork.

DDA Document Disposal Act (RSBC 1996).

DE Destruction.

Destroy/Destruction Means the various methods of destroying valueless inactive records

of Records when authorized under the Document Disposal Act (e.g., by shredding,
incineration, or pulping). Destruction includes recycling.

Disposal Schedule In TRIM, a document prescribing treatment for classes of recurring
records as agreed upon by the creating office or department and the
archives office. Also known an Archive Authority.

DMIP Director or Manager of Information and Privacy.

Document Is a record according to the Interpretation Act RSBC 1996 C.238 - a

'record' includes books, documents, maps, drawings, photographs,
letters, vouchers, papers and any other thing on which information is
recorded or stored by any means whether graphic, electronic,
mechanical or otherwise.

Document Disposal
Act (RSBC 1996
C.99)

Means the provincial legislation which grants power to dispose of
records upon the written recommendation of the Public Documents
Committee and the approval of the Executive Council or Legislative
Assembly.

The Act governs the final disposition of the records of all offices in or
under the ministries, branches and institutions of the Executive
Government of the Province. It provides for the establishment and
approval of records schedules which describe classes and series of
records and their retention and final disposition requirements.

DOR

Directory of Records
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-E-

Electronic Records

Means records consisting of data and information which is inputted,
created, manipulated and/or stored on electronic media which show
evidence of actions and decisions.

ELF

Eliminate Legal-size Files Program

Executive Records

Means records created and/or accumulated and used by the offices of
ministers, deputy ministers, assistant deputy ministers and equivalent
positions, including records created by incumbents in their executive
capacity.

Executive records are government records and include the records of
cabinet ministers that are created and/or accumulated and used by a
minister (or a minister's office) in developing, implementing and/or
administering programs of government.

The retention and final disposition of executive records is governed by
the Document Disposal Act. Executive records are covered by
government-wide special schedule (102906).

-F-

FAPRO Financial Administrative Procedures.
FD Final Disposition.

File Means:

* A device in which records are systematically arranged for reference
and retrieval (e.g., a folder).

* A collection of related documents treated as a unit and arranged in a
logical sequence. The most commonly used internal file arrangement
is chronological.

* The action of arranging documents in a predetermined sequence and
location.

¢ Within a machine-readable record, two or more data records of
identical layout that is treated as a unit. This unit is larger than a data
record, but smaller than a data system, and is sometimes known as a
data set.

Final Disposition

Means the action taken with regard to the disposition of inactive
records following their appraisal by BC Archives, the written
recommendation of the Public Documents Committee and the approval
of the Legislative Assembly or Executive Council. Final disposition
can involve either:

* physical destruction of the records;

* transfer of the records to the custody of BC Archives for selective or
full retention, which may include conversion to another format and
destruction of the original records;

+ the special disposition of the records through sale, grant or other
formal acts of alienation from the Crown; or

* the return to potential donor or transferring agent of non-government
records for which BC Archives does not acquire legal custody.

FO Organization Code for Forests.

FOIPPA Freedom of Information and Protection of Privacy Act (RSBC 1996).
FOR Ministry of Forests.

FP Forests Practices Board.

FR Full Retention.

FS 96 Closed Volumes.

FS 143 Transfer of Legal Custody

FS 160 Request for Records Services
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FS 1079

Box Contents/Detailed File Sheet

Full Retention (FR)

Means that all records covered by a secondary have archival value. BC
Archives preserves in its entirety and in an accessible format the
recorded information contained in such records. Under the terms of
full retention, the archivist responsible may destroy unnecessary
duplicates, publications, waste and scrap materials, ephemera (often
published material of short-term value), and other items which are not
an integral part of the record series.

FY

Fiscal Year

-G-

Government Records

Means all recorded information regardless of physical format, which is
received, created, deposited, or held by or in any ministry, agency,
board, commission, Crown corporation, institution, committee or
council reporting or responsible to the Government of British
Columbia.

The Interpretation Act (RSBC 1996, c. 238, s. 29) defines "record" as
follows:

"record" includes books, documents, maps, drawings, photographs,
letters, vouchers, papers and any other thing on which information is
recorded or stored by any means whether graphic, electronic,
mechanical or otherwise.

Government records include machine-readable records, data stored in
information systems, film, audio and audiovisual tapes, etc.
Government records include the records of cabinet ministers that are
created and/or accumulated and used by a minister (or a minister's
office) in developing, implementing and/or administering programs of
government.

Government records do not include legislative records (records created
and/or accumulated and used by an individual or an office in the
administration of the Legislative Assembly of British Columbia or by a
Member of the Legislative Assembly)

The retention and final disposition of most government records is
governed by the Document Disposal Act.

-H-

-1-

IM

Information Management.

Inactive Records

Means records for which the active and semi-active retention periods
have lapsed. Inactive records are ready for final disposition.

IPA Information and Privacy Analyst.

IPC Information and Privacy Commissioner.

ISA Information Sharing Agreement.

ISO Information System Overview.

-J-

K-

KwikSelect In TRIM, a field where data may be entered or where you may invoke,
through use of the KwikSelect button, TRIM’s advanced search
functions. The icon looks like an open file folder.

-L-
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Legal Custody

Means the legal ownership of government records. It includes the
responsibility for ensuring the guardianship of government records in
accordance with predetermined rules costs. (GMOP)

Location — Current

In TRIM, Assignee, a person — applies to physical records.

Location — Home

In TRIM, the physical storage location (the Current Legal Custodian) —
applies to physical records.

Location — Owner

In TRIM, the organizational unit.

-M-

M Month.

Metadata Data about data (e.g. in TRIM the tile, subject, author and size of a file
constitute metadata about the file).

Ministry Records Means a director/manager designated by an ministry to be responsible

Officer (MRO) for the overall administration and control of the agency's records, and
to represent the agency on the Ministry Records Officers' Council..

MRO Ministry Records Officer.

MROC Ministry Records Officers' Council.

-N-

NA Not Applicable.

NIL No semi-active period.

Noise Words In TRIM, a list of words that will not be indexed if they are used in
Record Titles, Notes, Thesaurus Terms, Classification Plans etc.
Common noise words include: about, and, of, that, the, etc.

Non-OPR Not the Office of Primary Responsibility.

Non-Office of Means any office or branch which is NOT the main custodian of the

Primary master record or record copy of a document or information for its

Responsibility (Non- | ministry or agency.

OPR)

-O-

OPR Office of Primary Responsibility.

Office of Primary Means the office of a ministry or agency which has primary

Responsibility (OPR) | responsibility for a category of records or holds the master copy of any

record series. The OPR maintains the official master copy of the
records in order to satisfy operational, financial, legal, audit and other
requirements. All other copies are considered duplicates and have a
shorter retention period.

Operational Records

Means records which relate to the operations and services provided by
a ministry or agency in carrying out the functions for which it is
responsible according to statute, mandate, or policy. Operational
records are distinct from administrative records and are unique to each
government organization.

Operational Records
Classification System
(ORCS)

Means the government-wide standard for classification, filing,
automated retrieval, vital records and freedom of information and
protection of privacy designations, and disposition scheduling of
operational records. ORCS is a block numeric records classification
system, reflecting function and subject. BC Archives establishes
standards for the development of ORCS for all operational records of
the Government of British Columbia. Each ORCS is tailored to fit the
specific operational records of a unit of government.

ORCS

Operational Records Classification ?System.

Original Record

Means a record which exists in the physical state or states in which it
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was first created, or the earliest generation of the record in BC
Archives' custody.

-P-

PA Provincial Archives/Archivist.

Part Synonym of “Volume” — a section of a record. It retains the
characteristics of the record, but may have a new suffix.

PDC Public Documents Committee.

Personal Information

Means information about an identifiable individual that is kept by
government in any format.

This includes:

¢ the individual's name, address or telephone number;

* the individual's race, national or ethnic origin, colour, religious or
political beliefs or associations;

« the individual's age, sex, sexual orientation, marital status or family
status;

* any identifying number, symbol or other particular assigned to the
individual;

* the individual's fingerprints, blood type or inheritable characteristics;
+ information about the individual's health care history (including a
physical or mental disability);

« information about the individual's educational, financial, criminal or
employment history;

* anyone else's opinions about the individual; or

* the individual's personal views or opinions (except if they are about
someone else).

Personal Information
Bank

Means a collection of personal information that is organized or
retrievable by the name of an individual or by an identifying number,
symbol or other particular assigned to an individual.

Physical Custody Means the physical guardianship of government records. It includes
activities such as establishing accession level control, implementing
proper storage techniques and environments, providing handling
instructions, and managing physical access to the records.

PIA Privacy Impact Assessment.

PIB Personal Information Bank.

PID Personal Information Directory.

Policy and Procedures
Files

Means files which contain records relating to the plans, decisions, and
actions embracing the general goals and acceptable procedures of a
government organization. They include correspondence and other
records relating to draft and approved policies on a specific subject
including actual policy statements, interpretations of policy,
development and discussion of policy, and inquiries regarding policy.

Primary Block

Means a logical group of related subjects or functions which are
assigned sequential numbers. Each block contains primary subjects
(i.e., primary numbers and titles) subordinate to the major function of
the block.

Primary Number and
Title

Means the basic building block of ARCS and ORCS. A primary relates
to a function or subject. It is a heading within which specific records
and record types may be classified and arranged.

PUR

Public Use Record

-Q-

QRMS (Quest
Records Management

Means an application used in the ministry to create files, track boxes,
generate reports and to check records schedules.
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System)

-R-

RA Records Analyst.

RC Records Custodian.

RCS Records Centre Services (part of CRMB).

Record In Gov’t, “recorded information, in any form...created or received and
maintained by an organization on the transaction of business ...and
kept as evidence of such activity.” (Australian Standard AS 4390-1996,
part 1, clause 4.21) In the BC government, the record is the indivisible
unit for records management processes.
Information, regardless of medium, detailing business transactions.
A catch-all term for anything that might be classified and filed,
including files, documents, etc.

Record Number

Record Type In TRIM, a means of categorizing files.

Similar in concept to a ‘template’ or some type of record.

Records Management

In Gov’t, Records management is the exercise of physical and
intellectual control over records to ensure their integrity in support of
government accountabilities and actions. Ministries establish physical
control by ensuring records are identified, documented, located,
retrieved, and protected from loss, physical damage or inappropriate
access. Ministries establish intellectual control over their records by
ensuring they are classified, retained and disposed of (destroyed or
transferred to the legal custody of the BC Archives) in accordance with
their values (that is, in accordance with retention and disposition
schedules). Retaining records required for operational, administrative,
fiscal, audit and legal purposes (while applying the final disposition to
the records whose primary values have ceased) reduces on-site and off-
site storage expenditures.

Records Management
Centre

Means the office in Victoria that is responsible for managing and
maintaining the records of all Victoria offices with certain exceptions.

Records Schedule

Means "a prescribed timetable that (a) describes a document's lifespan
from the date on which it was created to the date of its final disposition,
including the periods of its active and dormant [i.e., semi-active] stages
either as waste or as a document of legal or historical value to be
permanently preserved, and (b) provides instructions as to the manner
and time of the disposition of a document under this Act" as defined in
the Document Disposal Act (RSBC 1996, c. 99, s. 1).

Specifically, a records schedule is a list which describes records and
indicates:

. the length of time each record shall be retained as an active
record before transfer to semi-active off-site records storage; and

. the length of time each record shall be retained in semi-active
storage prior to final disposition; and

. the final disposition of each type of record.

Records Services
Application (Ars
118):

Means the form used by client ministries or agencies to request records
management services and to apply for authorization for immediate or
future final disposition of records or for amendment of an existing
records schedule. This form is available on the Shana application. All
offices are now required to use this electronic form.

Records Services
Application Number{

Means the number preprinted in the top right-hand corner of the
Records Service Application (ARS 118) and which is used for
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XE application tracking purposes. If the application results in a schedule
"Glossary:Application | approval, this number will become the authorized schedule number.
Number" }

Records Transfer Means the form used by client ministries or agencies to transfer
Location List (ARS records, regardless of media, to off-site records storage facilities. The
0l1a.b) purposes of the form are:

* to list the contents of boxes being transferred to off-site storage;

* to expedite retrieval from storage facilities;

* to serve as a finding and location aid for staff of the ministry or
agency; and

* to aid the staff of BC Archives in the analysis, appraisal, and
selection of records.

A Records Transfer Location List (ARS 011a/b) must be used for
transfer of semi-active or inactive records to off-site records storage
facilities. If necessary, a continuation sheet, ARS 011b, is used. This
form is available on the Shana application. All offices are now
required to use this electronic form.

Reference Copies

Means copies of records, usually made by copying the duplication
masters, which will prevent frequent handling of the original records
and/or the archival masters.

Retention and
Disposition Schedule

In Gov’t, the length of time a file is to be retained and the type of final
disposition that is applied to it. In an integrated classification and
scheduling system (ARCS/ORCS), retention and disposition schedules
are linked to secondary classification numbers.

Retention Period

In Gov’t, the length of time a file is retained, and is determined by the
retention and disposition schedule. The file may be disposed only after
the active and semi-active retention periods that apply to it have
elapsed.

Retrieval code

A user defined field set up in TRIM to store information.

Revision In TRIM, modified copies of an Electronic Document, an iteration of
an existing document.

You may create multiple revisions of an Electronic Document and each
of these will be attached to the same record in TRIM.

New Revisions are achieved by Checking Out a document, modifying
it in its associated application and Checking it back In as a New
Revision.

In Govt, synonymous with ‘version control’.

RIMM Recorded Information Management Manual

RMC Records Management Centre (HQ offices only).

RMU Records Management Unit.

RO Records Officer.

Rollover

RSBC Revised Statutes of British Columbia.

-S-

Schedule In TRIM, the equivalent of a set of retention periods and a final
disposition within a government schedule authority.

Schedule Authority “Records Classification and Retention Authority.” ARCS is a schedule
authority, as is each ORCS. Within the schedule authority there are
different sets of retentions/dispositions (schedules, in TRIM terms).

Scheduling In Gov’t, defined as managing the retention and disposition of files in

Management accordance with their scheduling requirements.

Scope Note Means a statement of the functions, uses and content of the records
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which are to be classified within a primary records classification. A
scope note indicates the administrative or operational function to which
the records relate and should give a general statement about the record
types (memos, forms, reports, etc.) and media (photographs, video
recordings, etc.) covered.

A scope note may also contain information about the method(s) of
records arrangement or organization, finding aids and indexes, records
usage, information sources, records which are specifically excluded
from the primary classification and filed elsewhere, and sources in
which the information is reported in summary form. Freedom of
information and privacy legislation considerations may be included.

Secondary Number
and Title

Means a subdivision of a primary number and title. The two-digit
secondary number is added to the primary number to form a complete
file number. Secondary numbers and titles describe specific types of
records and link them to the records schedule.

Security Caveat

Security Caveats are a privacy control (for example: all records that
have the caveat PROTECTED PERSONAL may only be viewed by
those who have been accorded the PROTECTED PERSONAL caveat).

Security Classification

Means a category assigned to information (and records) according to a
security system in order to clearly show the appropriate level of
protection against access or disclosure (e.g., open, restricted, or
confidential).

Security Level

Security Levels distinguish records by a successive classification (for
example: all records that are classified HIGH are “higher” in restriction
compared to those classified as MEDIUM).

Selective Retention

Means that some of the records covered by a secondary have archival
value. The archivist responsible selectively retains portions of the
record series by means of a percentage, statistical, or random sample,
or by other recognized archival selection criteria.

Semi-Active Records

Means records which are referred to infrequently and not required
currently for constant use. Semi-active records still retain primary
values, but should be removed from expensive office space to a lower
cost off-site records storage facility until all primary values have
expired. Records are considered semi-active if there is less than one
reference or retrieval per 30cm (one linear foot) per month.

SHANA

Means the on-line application developed by the Ministry of Forests and
now available government-wide. This system provides all of the forms
necessary to complete records transactions and staff are required to use
this system when processing accession paperwork.

SO

Superseded or Obsolete

SO Date

SR

Selective Retention

Subject Files

Means files containing records which relate to specific subjects or
functions and which are arranged according to general informational
content. The purpose of subject files is to bring together records and
information on the same topic in order to facilitate information
retrieval.

ORCS and ARCS usually classify subject files under secondary
numbers and titles between -02 and -19.

Supplementaries

Supplementaries identify material related to a particular file but cannot
be physically located within the parts of a file.

For example:
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e Alternate media types (oversize maps, videotapes etc.)
Enclosure file (FOI request files = main file + supps; supps =
photocopies of requested material

TRIM

Total Records Information Management, an electronic records and
document management system from Tower Software based in
Australia.

Transitory Records

Means records of temporary usefulness which are not an integral part
of an administrative or operational record series, which are not
regularly filed within a standard records classification system, and
which are only required for a limited period of time for the completion
of an action or the preparation of an ongoing record. Transitory
records are not required to meet statutory obligations or to sustain
administrative or operational functions.

-U-

Vital Records

Means the records of government which contain information essential
to:

» conduct of emergency operations during and immediately following
a disaster;

* resumption/continuation of government services or operations;

* re-establishment of the legal, financial and functional responsibilities
of government; and

* re-establishment of the rights and obligations of individuals,
corporate bodies and other governments with respect to the
Government of British Columbia.

VR

Vital Record

-V-

Volume

See “Part”.

In Gov’t, a volume is defined as a component of a file. A volume
contains records, and may exist in any media or format (e.g. file folder,
electronic folder, microfilm roll, map drawer, and so on). Volumes are
often referred to as folders, enclosures, directories, supplements, or
sub-files. All these terms refer to the components of a file, and are
covered by “ volume” in these Requirements.

Volume in Gov’t terms = Part in TRIM

In TRIM, A volume is simply a new folder created when an older
folder either gets too big or is otherwise closed (e.g. at year end).

-W-

W

Week

Working Materials

Means rough notes, calculations, preliminary drafts, and research notes
which are assembled or created in the preparation or analysis of other
records, such as correspondence, memoranda, reports, and statistical
tabulations. When the final documents have been produced and
incorporated in an administrative or Operational Records Classification
System, working materials become transitory records. Working
materials relating to statutes, audits, or records specified in a records
schedule are not transitory records.

Year
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Appendix A - Answers to Section Questions

14. Answers to Section Questions

Check your answers here to the questions that appear in each of the chapters.

14.1 Section 2 — Introduction - Taking the TRIM Tour

1.

TRIM Context™ is:
d. A fully integrated Electronic Document and Records Management
Solution program.

Only the System Administrator can customize TRIM desktop settings:
b. False.

Columns cannot be sorted in the List Pane window:
b. False.

A shortcut menu can be used to change the View Pane options:
a. True.

What is the difference between a Drop-down List and a KwikSelect List?
The dropdown list contains the most recently used items from which a
selection is made. Data may be entered into a KwikSelect field or TRIM’s
advanced selection facilities may be invoked.

Explain the steps to customize the View Pane Window:

Right-click anywhere in the View Pane Window and choose Customize.
Fields can then be added from the Available Fields window to the Active
Fields window.

The Drop-down list in a Dialogue Box displays:
c. Up to the last 25 most recent selections.

The View Pane displays Hidden and Active Columns:
b. False.

14.2 Section 3 — Creating Records

L.

A record in TRIM is:
c. Evidence of a business transaction.

Searching on Title Word also searches for the Retrieval Code:
b. False

Why is it not necessary to populate the fields on the Locations Tab when
creating a record?
The fields in this tab are automatically populated by TRIM.

What prefix is required at the beginning of the Free Text Title of a
supplement record?
SUP.

How do you perform a Retrieval Code Search?
Use the User-Defined Field Search Method and choose Retrieval Code.
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6.

What type of record would have a relationship of Alternatively Within?
A supplement record.

14.3 Section 4 - Printing Labels

L.

You can only print one label at a time in TRIM?
b. False

How do you print barcodes onto labels?

Search for the appropriate records, tag them, then send them to Print Report
and choose the Record Label (INCL BARCODE) layout from the list of
reports. (TRIM will print both internal and foreign barcodes.)

Any type of user in TRIM can design Label type reports:
b. False

Only one type of label can be printed in TRIM?
b. False

How do you print multiple labels in TRIM?
Search for the records and tag them then send to Print Report and choose the
appropriate label type.

Printing out a few labels means the rest of the sheet is wasted.
b. False

What feature in TRIM is used to print labels?
Print Report

14.4 Section 5 - Record Requests

L.

How is a record request submitted in TRIM?
A TRIM user will place a request for a specific record or group of records to
the RMC staff.

A record can only be requested once:
b. False

How are record requests processed?
RMC staff will search for requests and then change the assignee on those
records to the person who requested the records.

Explain how a record request is removed once a record is returned.
Open the properties of a record that has been returned and remove the request
from the Record Requests tab. Right-click on the request and choose
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Remove Request.

5. What type of user can request files in TRIM?
All users.

14.5 Section 6 - Record Maintenance

1. Whatis the TRIM term for Volume?
Part.

2. What is the purpose of a TRIM Reference?
To create a pointer or shortcut to records registered in TRIM, similar to a link
to a web-site.

3. How do you mark a record as missing?
Search for the record in TRIM, right-click and choose Locations from the
short-cut menu and then check the radio button next to 'Mark Record as
Missing'.

4. Briefly describe when you would use a TRIM Reference:
To point another TRIM user or list of TRIM users to a record or group of
records in TRIM rather than e-mailing the records and possibly clogging up
inboxes and networks.

5. Why is it necessary to provide TRIM with the Closed/SO dates on SO
files that are still open from the previous year?
So that the retention triggers in TRIM will be activated.

6. Only an Information Worker can place records on hold:
b. False

7. Name the different ways to close a file in TRIM:
Manually close a file
Create a new part and TRIM automatically closes the old part.

8. How do you know if a record has been placed on hold?
Format the columns in the List Pane to include the column Is in one or more
holds and position it as the first column in the list. A red and white icon will
appear to the left of the record to indicate that a record has been placed on
hold.
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14.6 Section 7 - Disposition Management

L.

What type of search method in TRIM should be performed to find
records where the disposition is changing from Active to Semi-Active?
A Pending Search.

List four of the available CULL Saved Searches that can be used when
culling records.

a. CULL - APP ARCS OFFSITE FR

b. CULL - DRAFT ARCS OFFSITE DE

c. CULL - APP ORCS OFFSITE SR

d. CULL - DRAFT ONSITE DE

Which saved search is used to identify active approved ORCS records
that have been in offsite storage for a period of time, dated year-to-date
and that are eligible for eventual destruction?

CULL - APP ORCS OFFSITE DE.

What type of record is created when moving files to offsite storage?
A Box.

What are the steps required to transfer records to the Archives for SR
and FR schedules?

a. Search for the records to be transferred.
b. Tag all the Records
c. Change the Home and Owner Locations to BC Archives

d. Notify the RMC staff to change the Disposition to the appropriate status.

Briefly describe the steps required to add records to a box:

Search for the records and tag them. Set the container to the appropriate box.
Make sure you check the 'Enclose the Record Now' checkbox before clicking
OK. Print box contents list.

What is the purpose of the Records Work Tray?
To hold records that are frequently accessed by a user.

What TRIM function is used to print the Contents of the Consignment
Container?
Print Report.

14.7 Section 8 - Locations

1.

In your own words, what is the purpose of Locations in TRIM?
Locations are used to record location changes/movements, track certain
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administrative functions and maintain the integrity of the organization's
record holdings as well as record Workflow.

2. An End User does not have permission to add and maintain Internal
Locations:
a. True

3. The Locations List is found under the Search Menu:
b. False

4. Match the correct description to the appropriate Location Icon:
Location Icon Description
&= Staff (Employee) Location (Green Icon)
= Contacts (Red Icon)

i External Organizations (Red Icon)

Internal Organizations (Green Icon)

Groups (Green Icon)

ﬂl All Locations (Red & Green Icon)
@ All Internal Locations (Green Icon)
ﬁ All External Locations (Red Icon)

5. Briefly list the steps to create an Internal Person Location.
Click the Tools|Internal Locations from the Menu. Right-click on the List
of Locations and choose New Person from the short-cut menu. Complete the
required fields in the different tab screens and click OK to submit.

14.8 Section 9 — Searches

1. List some of the Search Methods available in TRIM:
Title Word, Any Word, Date Created, Date Registered, Document Content,
Classification Number, Record Number, and Creator.

2. 1Itis possible to filter searches in TRIM to narrow the search:
a. True.

3. What is the purpose of the Quick Find function?
Only one field can be searched and it has some predefined search criteria that
can be selected.
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4. All search methods are available in the Quick Find function:
b. False.

5. TRIM Context™ permits combining search methods:
a. True.

6. Explain what is meant by a Boolean search?
The operators AND and OR can be used together in a search.

7. What search method is used to perform an Assignee search?
Locations

8. What parameters can be used when combining search methods?
AND, OR, NOT.

9. Whatis a Prefix Search?
A type of filter that permits searching through a list such as Locations for a
specific name.

14.9 Section 10 - Saved Searches

1. Can a search be saved in TRIM?
a. Yes

2. What is a meta-variable?
A time period that is not date-specific, such as today or tomorrow.

3. How is a saved search accessed in TRIM?
Press [Ctrl][G] or choose Search|Saved Searches from the Menu.

4. Briefly describe how to save a search in TRIM:
Perform a search in TRIM. Click the Search|Current Search>Save the
Search from the Menu. Provide a name and complete the information in the
Saved Search Wizard.

5. Can a saved search be removed from the list of saved searches?
a. Yes

6. What type of saved search could be used to identify calendar year files
that are still open from the previous year?
ROLLOVER - CY FILES

7. List some of the meta-variables that can be used in a search:
Today, tomorrow, next week, next month, next year, etc.
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14.10 Section 11 — What are Favorites?

L.

What is the purpose of the Favorites Toolbar?
Quick access to commonly used functions such as favorite searches.

Describe how to add a Saved Search to your Favorites:
Select a Saved Search through the Search Menu and press [F4] or choose
Send to Favorites.

How do you add multiple Saved Searches at the same time to your
Favorites?

Tag the saved searches and select press [F4]or right-click and choose Send to
Favorites.

How do you add classifications to Favorites?
Search for and tag the classifications to be added to Favorites and press [F4]
or right-click and choose Send to Favorites.
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