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Manual Conventions

The pages that follow describe how information in this manual is presented. The manual has
been organized into the following chapters; each dealing with a specific topic and also
includes an Index:

e Chapter 1 provides a Course Overview

e 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.

e Chapter 3 demonstrates how to Search for and Create Physical Records.

e Chapter 4 covers filing electronic documents using the TopDrawer component of
TRIM.

e Chapter 5 covers the TRIM Desktop component of TRIM.

e Chapter 6 covers how to file e-mail messages and attachments in TRIM from
Outlook.

e Chapter 7 deals with how to use the Reports function to Print Labels.

e Chapter 8 explains how Record Requests are handled in TRIM Context™.

e Chapter 9 covers Record Maintenance including how to create a New Part to a file.

e Chapter 10 covers Disposition Management including culling records and how to
transfer records to Onsite and Offsite Storage Facilities.

e Chapter 11 explains how to create and modify External Locations.

e Chapter 12 demonstrates how to search for records using a core group of the various
Search Methods available.

e Chapter 13 demonstrates how to save frequently used Searches.

e Chapter 14 deals with the Favorites shortcut bar and how to add saved searches and
classifications to Favorites.

e Chapter 15 lists some useful Shortcut Keys to know.

e Chapter 16 describes some Troubleshooting Tips for topics covered in chapters 3 -
12.

e Chapter 17 lists whom to call for help.

e Chapter 18 provides a Glossary of Terms.

e Chapter 19 provides an Index.

e Chapter 20 (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:

S5

Toolbar: e

Keyboard: [Ctri][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
Press and release the first key, press and release the
second key

[Alt],[F]
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Ministry of Forests Course Overview

1. Course Overview

This course presents the basic features of TRIM that a typical Information Worker needs to
perform day-to-day records management functions. These include:

Creating new physical and electronic folders
Processing requests

Filing electronic documents and e-mail messages
Sending files onsite and off-site

Destruction of records

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™. This will be the
Records Custodians in District Offices and in Victoria, staff of the Records Management
Centre.

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™.,

Note that this course covers the management of physical records only.

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:
1. Whatis TRIM Context™?
2. How to launch the program.
3. The different Menu Options.
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™?

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™

When TRIM Context™ is installed on your PC, the TRIM Context™ icon will
appear on the desktop. Double-click this icon to launch the TRIM Context™ application.
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TRIM Context

J le Edit 3Search Tools ‘Window Help

JD|HB@\B@|@@ EXEPEBRREARSRRARSA

Shorbcut: x

Favorites

&

Records

Locations

&

Classificati...

&

Saved
Searches

o

Document
Queles

Recent

Trays

toko [ FOR Test | Freda 'Wilson (©aF [

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 three other TRIM icons that are related to the filing of electronic records. These
will be covered later in this course. We will address the filing of physical records first.

TRIM Queue

2.4 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 FOR Prod on slipper.idir.bcgov.

Use FOR Test as a place for experimenting or trying out new procedures.

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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/

| slipper | FOR Prod | David Young |[©2F pdUmM Y |

The basic steps to change the dataset are:

A. Select File|Open Dataset from the Menu.

w B B AT E .| % v

Chrl+0
H 5ave Record Chrl4+-5
Save Record and Clear

% Save Search

Save Search fis

¥ Delete,.
Copy Record, .,

n Wiew
iew Rights

Properties, .., Ale+Enter

é Print Repart, .,

B print...

Send To

Open a different TRIM dataset toto | FOR Test
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Untick this
box

[+ Open default dataset nest time you run TRIR Refresh
Running the TRIM Warkgroup Server on 'slipper’
(] | Cancel Advanced Default Help |
/F;-
C. Click OK to proceed.
If no dataset list appears in this box, click on the “Advanced” button
OCd 0 0 H D :_ D ) .
Type in
[ Hﬁuﬁal [TRIM ‘woarkagroup Server will run log Slipper
Erirnary rubytoo / -
Secondarny

B. Select the Dataset from the list displayed.

Open TRIM Context Dataset

Datazet Mame |
CRMB Gold

Qk. | Cancel | Help
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Location of TRIM Workaroup Server,

1 Local [TRIM wWorkgroup Server will run locallyf

Prirnary | slipper []=]|
Secondarny | |

(] 4 I Cancel

Help

Then do steps B and C

TRIM Context.

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

The main TRIM Context screen will be displayed.

Edt Search Ipols Window Help

|DeE#GE 28(¢® . | %5850 .

Sharteuts x

Favoiites
Records
Classifications
Schedules
Thesaurus Terms
Sé%ﬁgffjigr;hés

Document Queues

Recent

Sy % % | |Accession Numb EES ] &% .

Trays

(| sipper [ FOR Prod | Bavid Young cnal—wﬁ
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The TRIM Menu System
The 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.

Ctrl+ b -“ L ABLHAE -
B Edt Chrl+o I -
H zav=Record Chl+5 =

Save Record and Clear,

ERAS A

w Save Search

Save Search As

¥ Delete..,
Copy Recard, .,

. Wigw

Wiew Rights

Alt+Enter

Properties, ..

é Print Repart. ..
é Brint, ..
|| B8 Wail Recipient

Print Merge:

Open Dataset
Exit

TRIM Context

IMake Reference CEHM
Q th'eb Publisher
Export %ML

b Eavarites

Recent Documents

Thesaurus Terms

Saved Searches
My Containers

Reecards Waork Tray
wtorkflow Templates

Document Queles
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The Edit Menu

The Edit Menu provides editing functions such as cut, copy, paste, etc., when you are
working with records.

TRIM Context
J Filz | Edit Search Tools Window Help

Ghrlz @ & .

(i
ZEE AT
Zhel -
Chrl+HDelete
]
Rermowve From k
L
% Tam bl hH -
2 Untag sl | L

Clay o% Inwert &l Tags

LN

Schedules

The Search Menu

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

TRIM Context

| Ele Edit| Search Tools Window Help

J 0 | H e, Find Records... Chrl+F J % 89 Sy

Shortcuts Saved Searches, ., Chel4i5

Favorit Browse Yia Classifications

iCurrent Search k

Mawvigation 3

Recorc

TRIM Traws

Locations

Ny
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The 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

& ol

Shortcuts X Record ¥| &S Contacts
Favorites Wiords Indexes * | & Organizations (External)
Reports 4 = . ;
S Internal Locations Directory
;s Physical Tracking 2
oy User Configuration
Locations
Classifications
schedules
The 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.

J File Edit 35earch Innlslﬂindnw Help

jDjEE=E

Shortcuts 4

Refresh F5 b 855 5y i
Fe

Reload

Favarites Cascade

Tile Harizontal

Tile Yertical

Recards

®E

@ Close &l
: Ackiviby Log
Locakions

eindows, .,

Q@

Classifications

N

Schedules
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The 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.

RIM Context

J File Edit gearch Tools Wwindow | Help

DjeEeER|o®| s

T » Index Shift+F1
Favorites Q Help F1
Setup Information. .
P Tip of the Day...
TOWER Software Online
. About TRIM Conkext
Locations
Classifications
Schedules

2.5 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

B Classifications - Top Levels - 2 Classifications Found LlSt Pane
] Mumber / MName Al
T ARCS- T 100007 Header Row
£ o T

& FOR-10000 | FOREST SERVICE:GEMERAL fre
(&) FOR-10005 (&) FOREST SERVICE:COMTRACTED SERVICES
G FOR-10025 Gy AFFEALS
& FOR-10050 [ FOREST CERTIFICATION:GENERAL
(&) FOR-10055 (&) FOREST CERTIFICATIOM:CAMADIAN STANDARDS A350C
[ FOR-10080 [ ENFORCEMENT:GEMERAL
5] FOR-10081 [ FOREST CERTIFICATION:FOREST STEWARDSHIP COUNCIL .
(&) FOR-10085 (&) FOREST CERTIFICATION:IS0 Llst Pane
(&) FOR-10083 [§) FOREST CERTIFICATION:SEFEP EMS
5 FOR-10100 |5 FOREST ECONOMICS. GEMERAL
& FOR-10110 [ FOREST ECONOMICS:DEVELOPMENT OF NEW PRODUCTS
& FOR-10113 (&) FOREST ECOMOMICS:ECOMOMIC ISSUES
& FOR-10115 [ FOREST ECONOMICS.COMPENSATION
& FOR-10116 [ FOREST ECONOMICS:COMPETITION -

Kl _'I_I

Nurnber FOR- =]
Name 881261

Fecord Security [Mo Security Lewvel]

Classiiation Title | 581261 View Pane
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2.6 How Things Look in TRIM Context™

2.6.1 Title Bar

The Title Bar will indicate which window or dialogue box 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.

2.6.2 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.

File Edit Search Tools Window Help
O A& B 9. A5 E . %W % [Tile wod ~[&][TRM ~[®] S
Shortouk: X
For cut “ARecords - Records related using the type "Alternatively contains’ E@
avoiites -
= +"| Record Humber Retrieval Code | Title [Free Text Part) Date Created [Opened) |, Retention Schedule I
r@ =Y ) 01163 ATS REGLES TE| i 0 :
R“-‘d RTS SUP REQ 0 R
acfr > = €2 ARCS-01070-20/017339F  RFP SY5 REQUEST FOR PROPOSAL MO. 99-24 .. 15/09/1933 50 07y DE 50 07 DE A
(@‘, [0 ARCS-01070-20/00...  RFP Svs SUP REQUEST FOR PROPOSALND. 9 16/09/19339 S0 07v DE S0 07 DE e
R 2 ARCS-01070-20/01 RFP 5Y5 SUP REQUEST FOR PROPOSALND. 4 15/09/1939 %0 07y DE 50 077 DE z
Licaipe: (0 ARCS-0107020400...  RFPSYS SUP REQUEST FOR PROPOSAL ND. 9 15/09/1939 50 07v DE 50 07v DE H
AR ) = 03 ARCS-0MD5-30/M202F  HORMC HEADOQUARTERS RECORDS MANAGE...  26/06/2002 SO+077 NIL SR 50+01 ...
‘-\_,‘- 23 ARCS-00105-30/01 HERMC SUPO1 HEADGQUARTERS RECORDS M 2B/0R/2002 S0+017 NIL SR S0+01
Classificati,., = @3 ARCS-00350-20/01398..  APEX APEX 10/03/1938 SO MILDE 50 NILDE
&2, [ ARCS-00380-20/00...  APEX SUP APEX 10/03/1998 SO MILDE S0 NILDE C
{% = 2 ARCS-00350-20/01358..  APEX APEX 02/04/1938 SONILDE 50 NILDE
Saved @ ARCS-00350-20401 APEX SLP APEX 02/04/1998 S0 MILDE 50 NILDE r
Searches + 3 ARCS-00350-20/01398..  APEX APEX 04/04/1998 SO MILDE SO NILDE
s, + [0 ARCS-00350-20/01358..  APEX APEX 01/06/1938 SOMILDE S0 NILDE v
&
2 i
Document 3 .
Queves Azsignee g’%goﬁr‘;taa‘\lner [Folder/Box] '943922-0005" since May B, 2004 at 1:29 PM. At Home Location: ACCESS OFFSITE RECORDS STORAGE A
Date Opened January 1, 2000
D ate Registered Februamy 12, 2004
Full Classification Number | ARCS-06450-20
Home Location 943922-0005 (In Container [Folder/Box]]
Notes
Conversion Data
QRMS STRUCTURE D&
QRMS LOCATION OFFSITE
Recent GRMS Opened Date 01-J4N-2000
Trays [RMS Closed D ate 16-0CT-2000 o]
toto f FOR Test | Fred:

2.6.2.1 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 Sorted Descending Order
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2.6.3 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.

Classificati, ..

. Aszignee

f%'x Date Dpened

Sa;ed Date Registered

Searches | [ Motes

Dacument
QueLes

Record Mumber
Title

Recent
Trays

In Container [Folder/Bax] '943335-0001" since Januam 20, 2005 at 306 PM. At Home Location: HESRM - Business Solutions Branch - Records Management Centre

June 30, 2003
February 12, 2004

Conversion Data

QRMS STRUCTURE DA

GQRMS LOCATION IMG

GRMS Opened Date 30-JUN-2003
GRMS Closed Date

QRMS File Closed Date

GRMS OFFSITECODE

QRMS BOXNUMBER

GRMS # OF SUPPLEMETARY 0
ORMS VOLUME NUMBER 1
ARCS-00428-35/01103F

100001 - RECORDS MANAGEMENT: PROJECTS - OTHER PROJECTS

- TR RECORDS MANAGEMENT SOFTWARE IMPLEMENTATION

toto f FOR Test | Freda Wilson
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2.6.4 Typical TRIM Dialogue Box

maximized or minimized.

B New Record H - ABORIGINAL AFFAIRS - FOLDER (HAA)

BNli=l}t

A dialogue box is what is used to enter data into TRIM. Some Dialogue Boxes cannot be

KwikSelect

button

Spell Check
button

Calendar

button

/ Gieneral l Locations .f.-'i‘«c:cessl Motes ] Related Hecurds]

Title Bar Becord Classification || =3

Title [Structured Part)

Tabs

Title [Free Text Fart)
Text Box > v
Senes Record =3

Retrieyal Code
Drop-down
List ¥
Combination
Field

Retention Scheduls
Hardcopy Media Type |FAPER - FILE FOLDER hlll’=
Date Dpened 2570872005 110:07:11 AM i
Date Fields |—p || DateClosed | L
Comtent Start D ate i
Content End Date e
S0 Date f

[ Label Pricted?

k. | Cancel Help ‘

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.
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Text box
Spell Check:

Date Fields:

Calendar button:

Drop-down lists:

KwikSelect field:

Combination Field:

Checkboxes

Option buttons

OK button:

Cancel button:

Help button:

Where data is entered or modified.
Launches TRIM’s Spell Check Facility.

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 such as 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.

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.

Lists the most recently used selections up to a maximum of 20 for the
current field. Click the V¥ arrow to view the choices.

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.

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.

Are used to state whether the field is true or false.

Also known as Radio buttons, these are used to select or clear options
where only one option can be enabled at a time.

Is used to execute a command using the data currently entered in the
dialogue box.

Closes the dialogue box without executing the command.

Provides context sensitive help on the current function.

2.7 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.
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2.8 User Configuration

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

User Configuration Options
The following changes should be made to the User Configuration Options.

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

| B it Search [ Toos Window Help

|0/ || =

J Read Barcodes...

Locations »

HABE | R

Record »

% @ Saved Searches. .. Q" & B. ] 0 (=

—_— words [ndexes 3
Shortcuts x
— Repotts 4
Favoril
E—— Physical Tracking (3
3

Customize...

Format List Calumns. ..

Locations Keyboard Mapping. ..

Crrl+-shift+T

Zonkext Setting

=

Language

Classifications

7l

w
&
3
@
o
=
@
ih

[o]

Thesaurus Terms

d

B. Ensure only the two items shown below are checked on the General Tab.

TRIM Context O

b ail ] Fonts ] Frinter Adjustments ] Dropped Files ] Dropped Folders ]
General l Spelling ] Fecord List Pane ] Wiewer ] Integration ] Store Caching ]

‘when starting TRIM, open the following windows

™ work Tray

™ Find ™ Favorite Records
™ InTray ™ My Containers

™ Due Tray ™ Recent Documents
™ In/ Due Tray ™ Favorite Woarkflows

[~ Activity Due Tray

I™ Classification Hierarchy

[ Limit digplay of Classification numbers

|___—HETpIE Field Search Form
Iv Confirm Befare Clozing TRIM

[¥ Check for linked documents when checking in a document

Azzociate TRIM Context Reference Files with

[SETRIM Context |

=]

Cancel Get Global Help
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C. Click the Record List Pane Tab and ensure the 'Include Records with the

TRIM Context Options E
Blerts ] b il ] Fonts ] Frinter Adjustments ] Dropped Files ] Dropped Folders ]
General ] Speling Record List Pane l Wigwer ] |ntegration ] Stare Caching ]

[ Use zame search window when navigating
[T Automatically view electronic documents

[ Automatically count results
*not availlable for some complex searches

¥ Include Recards with the ‘Altematively within' relationship when displaving the
ioontents of a folder

[ When using KwikSelect for Records [eq selecting a container), always display
the Record Search dialog if no value has been specified for the Record Mumber

0K | Cancel | GetGlobal Help

D. Click the Fonts Tab and click Get Global.

TRIM Context Options E
General ] Speling ] Record List Pane ] Wiewer ] Integration ] Stare Caching ]
tdail Fants: l Frinter Adjustrments ] Dropped Files ] Dropped Folders ]

Beporter Fonts

Sub Text Font : Face = ‘Arial' : Size =10

Big Text Font : Face = 'Arial' : Size = 16
Title 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

Custom Font 1: Face = "Arial’: Size =10

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 Font6 : Face = "Arial’ : Size =10

Custom Font 7 : Face = "Arial’ : Size =10

TMuctnm Cant 2 s Carn — "Arial' s Ciza — 10 v
Moy | Giet Default |
Giet Glabal | P
|

ok | Cancel GetGIobaI| Help |

‘Alternatively within’ relationship when displaying the contents of a
folder’ is checked.
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E. You will see the following dialogue box:

\‘_?/ Do wou wish bo retrieve all of the stored reporter Fonts From the global dataset?

F. Click Yes to retrieve the reporter fonts.

\l}) Z Reporker Fonts 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.

2.9 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.

2.9.1 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.
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TRIM Context - [Records - "TRIM® in Title - Sorted]

}‘T File Edit Search Tools ‘window Help

2 i B 99 . 58550 . %% % TlleWod |-
Shartouts 3 Fecord Mumber Sort P.slcending Date Created [0pened
QF‘WD"‘E& & otk Sart Descending e : 04 &t hd
= 1 - B ARCS-06450-20/01303F~02 PMEMT: PR...  13/03/2004
@ £ =+ B ARCS-05450-20/01 303F~01 Best Fit This Column PMEMT: PR...  26/11/2003
by £ (3 ARCS-06450-20/01203F Best Fit All Columns PMEMT: PR...  20/11/2003
i 6 - ARCS-0B450-20/011502F A — PMEMT: PR.. 28/06/2002
@\, B - £ ARCS-08450-20/01104 REMT: PR..  01/02/2004
il 6 - £ ARCS-0B450-20/2005 PMT: FR...  22/03/2005 at 5:58 Ph
CoZgBEE @ - @ ARCS-06450-20/1805F 00007 - DEWEFAFMENT: PR...  26/11/2003
@1 B (£ ARCS-0B450-20/104F A 100001 - DEVELOPMEMT: PR...  04/05/2004 at 12:40 PM
R B (£ ARCS-01735-05/904F 100007 - TRAIMING AND DEY...  25/11/2004 at 2:25 PM
Classificati. . B (1 ARCS-01735-05/204F 100007 - TRAIMING AND DEY...  25/11/2004 at 2111 PM
& 1 £ ARCS-D1735-05/704F 100007 - TRAIMING AMD DEY...  25/11/2004 at Z:08 PM
@ £3 & £ ARCS-01735-05/E04F 100007 - TRAIMING AMD DEY...  25/11/2004 at 12:24 PM
S £3 & £ ARCS-01735-05/504F 100007 - TRAIMING AMD DEY...  25/11/2004 at %:35 &M
Searches £ - £ ARCS-01735-05/404F 100007 - TRAIMING AND DEY...  24/11/2004 at 518 PM
{E3)
= Aszsignee [@ David roung since September 22, 2004 at 3:23 PM
Déﬁinazgt DateDpened | September 22, 2004 at 3:23 PM
Date Registered | September 22, 2004 at 3:23 PM

The following dialogue box will appear:

General l

n Colurnns

ﬂ.ﬂ.ssignee
Assignee Status

@ Author

Accession Mumber
@ addresses
Alternative Container

%Blueprint Title:
»i
Checked Cut On N
Checked Out Pat

£ >
Active Columns &dd Remaorve
Display
G * Icop " Text " Bath
Title - - -
Date Created {Opened) Calurnn YWidth
-
-
~
Text Alignment
¥ i -
I
Dawar |
[6]4 | Cancel Help
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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 Confi

guration> 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
General l

Hidden Colurins

(i=1[E

Date Closed
Date Dedared As Final
Date Due

<

Agti;eﬁn:\

/ Recard Mumber
Retrieval Code

Title (Free Text Part)
Date Created (Opened)
I kRetention Schedule

Lip

Date Due For Deskruction

Date Due For Archive (FR) Date Inackive
Date Due For Archive (SR Date Last Updated
Date Due For Semi-Active Date Modified
>
Add Remove
Display
i v -
Column Width
% width in Pixels 171 =
(" BestFit

Text Alignment

(* Left " Center " Right

Iv Use Ellipsis when kext does nat Fit

Ok, | 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:

RIM Context - [Records - “TRIM" in Title - 24 Records Found]

J% Ele Edit Search Tools ‘“Window Help ;Iilzﬂ
[DEEe 28900 .| %830 .[[SS v v & |[ewud  o|un EEERAR
R ecord Requests §_§ & % @ Saved Searches... GF & i N o Mew Location =
SRS o [0 Record Number [ Retiieval Code [ Tite [Free Text Par] [ Label Frinted? | Dale File Crealed | Date Fils Clased | .
®BO 04 3F TRIM e
| W O CEE I
" ARCS-01735-20/504F~01  TRIM Tuotal Records and Information b anagement [TRIM]  Yes 2003M11/06
O [ [ ARCS-T - Records and Information b anagement
(1 =+ ARCS-06450-20/1404F TCOM TRIM - Conversion ‘es 2003411726
01 | =00 ARCS-06450-20/2804F TCON TRIM - CONVERSION 2004/03/02 b
el ] ﬁ D2004F 6450-20/D0CMET - Acrobat License Purchases an... 2004/03/04
] @ [01904F Testing a file save 2004/03/04
] @ [1804F Testing a file save 2004/03/04
TR (] % D1304F IMG Purchases under $750 2004/02/24
B & -] D1104F Presentation 2004/02¢10
= By i B@m moanac VAAD) e abinn 004 0 19D

2.9.2 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.

Display: 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.
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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.

\E\ua@@

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

Column Preferences [_ (O]

General |

Hidden Columnz

Date Closed
Date Declared &z Final
Date Due

Agtive Columng

Date Due for Local Archival Date P
Date Due for Permanent Archival Date R
Date Inactive Destruc
[rate Modified Dizpozi

3|

Bemd

Add

Recard Mumber ” Display \
Hletneval Code & e & Teut | Both N
Title [Free Text Part]
Date Created (Opened) — Column Wwidth
%Hetention Schedule - - <
Date Due for Destructi & widhh in Pirels 171 =
" BestFit
— Text Alighrent
0 Left " Center " Right
Up Down | ¥ Use Ellipsis when text does not fit A
/
{118 Cancel Hel
NG | |,

TRIM Context

J Eile Edit Search Tools Window Help

£

S S, v v % Sy | |Lide Word

= fiaiaites Record Mumber Retieval C... | Title [Free Text Part] Date Created (Open... [, Retention Sch... | Date Due for Destr... -
B % OFR OFR 031042003 L
S ExE Executive Records 03/10/2003 SW
Records - MO MON-OFR 03104200

Lacations - g - ODMT ODMT - Human Resource Developme. .. 3 =
B (P 94-2219-27 94-2215-27 SHRE 26/11/2003

-[1 4RCS-00432-20/1. 594-2219HR 26/11/2003 SOMILDESONL.
Classifications -7 ARCS-00102-204. Fegional Human Resowce Dfficers 0140141998 Cr+iY MILSR C..
-1 4RCS-06450-20/3. TRIM 26/11/2003 50 057 SR 50 05.
-[1 4RCS-08450-20/1... TSEC TRIM - SECURITY 1341172003 50 057 SR 50 05.
il ~((1 ARCS-01735-20/5... TRIM Total Records and Information Manag...  08/11/2003 S0 02y DESOOZ.
-[1 4RCS-00202-20/1... CRAC Comnmunity Forest Sub-Committes 11/0441957 SOMILDESONL.

[¢]

-1 &RCS-00202-20/3.

L7 ARCEANINTIN A

OOMT

ODMT - Human Resource Developme...  01/01/199
OOMT a

3 S0 07 SR SO 07.
... [ : [

S0 07

T witn Frrast Sk arnemittas 1.0 A 0aa S0 ML ME S0 KL

CEAT

K|
e ey Azzignee At Home Location: HESRM - Business Solutions Branch - Records Management Centre since Maovember 20, 2003 at 4:25 PM [last February 3,;'
1 2004 at 11:26 AM]
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2.10 The View Pane

2.10.1 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.

n T L R R U PIITS R UFI LAY | UL L L D TRV R TR TR

b0 ARCS-01735-20/604F TRIM Tatal Records and Infarm...  02/12/2003 15/01/2006 S002DESOOZvDE —
[ ARCS-00202-20/1904F~03 CFAC Cormunity Forest Sub-Co... 01/06/1938 SO NILDE 50 NIL DE

[ ARCS-00202-20/2104F~01 ODMT/M  Operations Division Mana..  01/01/2000 S0 07 SR S50 07 SR
- [0 ARCS-06450-20/1404F TCOM TRIM - Conversion 26/11/2003 S0057SRSO0SY SR o

At Home Location: HESEM - Buzinessz Solutions Branch - Records Management Centre since February 2, 2004 at 8:45 Ak
v

oot

-

fzzignes

D ate File Created
Date Registered | December 3, 2003 at 323 P % EaEy Chl+C
MNotes —_—
Fiecord Humber | ARCS-00202-20/2104F -1 Hyperlink

Title 100007 - COMMITTEES/COMMISSIONS: MINISTERIAL - Ministry committees - Of Expand

-

January 1, 2000 ;

Team minutes

|4

The View Pane Options window will appear:

Record ¥iew Pane - H - RESOURCE TENURES & ENGINEERING - FILE (HT...

Gereral |

Ayalable Figlds

Revizion Mumber ;I
Security

@ Series Record

Signature

Size

B =0 pate

Source Document

itle (Structur
Title:

T fomdime-

Active Fislds

& Aggignee
Diate File Crested
Date Registered
Full Clazsification Mumber

L L

Home Location
Motes
Recoard Mumhber
Title (Free Text Part)

Ok Cancel | Help
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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:

[:l ARCS-0R450-2041... TSEC TRiIM - SECURITY 1341/2003 50 05v SF
> 1 &RCS-01735-20¢/5... TRIM Total Records and Information Manag...  06/171/2003 SO 02y Dt
; 00202-2041... CRAC Carnmurity Faorest Sub-Conmmittes 11/04/1997 SO MILDE

\ - SNQEORU0 M CEMAT e ik Farack S1ih Camrnithas 1401 41990 SO ML ME

Assignes At Home Location: HESRM - Business Solutions Branch - Becords Management Centre since
i Februany 3. 2004 at 11:26 Ak]

January 1, 1334 at 3:02 P

Wovernber 13, 2003 at 3:02 P

ARCS-00202-20

HESRM - Business Solitions Branch - Records Management Centre

[ate Opened
[ate Registered
Full Classification Mumbe
Home Location
Maotes
ARCS-00202-20/403F

ODMT - Human Rezource DevelopmentT ask Force Report SUP 3

Recaord Mumber
Title [Free Text Part)

| %5 Records - Date Registered is between '17103/2003' 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
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.

2.11 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.

S89@ .|| %% e w
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2.12 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 Wor! x|

) Curent Fecond Dl

v Always Show This Dialog

Ok I Cancel Help

D. Click OK to confirm.

2.13 Accessing Records in the Work Tray

To use the records in the Work Tray,

A. Click the Work Tray E icon on the toolbar

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

% Work Tray - 7 Records Found |

E Record Number Title [Free Text Part] | Date File Creat... | Date Due for Dest.. Retention S chedul
[ ] FOR- =01 BAF BARRON LOGGIN s 0 4

[ 1 FOR-19620-25/104F~02 BARRONS BARRONM LOGGIN...  01/01./2001 31./01/2004 SOMNILDE 50 NIL DE

[ C1 FOR-19620-25/104F~03 BARRONS BARRONM LOGGIN...  01/01/2002 31/01/2004 SOMNILDE 50 NIL DE

[T C1 FOR-19620-25/104F 04 BARROMNS BARRON LOGGIN...  01/01/2003 31/01/2004 SOMILDE 50 NIL DE

1 1 FOR-19620-25/104F 05 BARROMNS BARRON LOGGIN...  01/01/2004 31/01/2004 SOMILDE 50 NIL DE

1 0 ARCS-01070-20/1704F 22/03/2004 5007 DE S0 07 D

1 (2 ARCS-00292-30/604F hais Fredas Test File 22/03/2004 SOMILDE 50 MNIL DE
| |
Aszighes At Home Location: 944243-0010: &t Home Location: M - Ministry of Forests since March 17, 2004 at 9:25 AM

Date File Created | January 1, 2000 at 10:12 &M
Date Registered | March 16, 2004 at 10:14 &b

Maotes

Record Mumber | FOR-19620-25/104F~01

Title: 881267 - TEMURES: TIMEER SALE LICEMCES:NON:REPLACE:GEMERAL - LEGAL DOCUMENTS - BARRON LOGGING COMPAL
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2.14 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. 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 20 most recent selections.

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

In this Chapter you learned:
1. About TRIM Context™.
2. How to launch the program.
3. 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 know how to modify the display of
information.
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3. Records

Many types of records can be created, modified and searched for in TRIM Context™. This
chapter deals with physical records only. You will learn about managing electronic records in
in chapters 4 and 5 of this handout.

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.

3.2 Searching for Records

Before learning how to create and modify a record, the following information will first teach
you how to do a basic search for a record in the TRIM repository (see Chapter 12 for a more
detailed explanation of searching for records).

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.
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Find Records

Search l Saort ] Filter ]

Search By [Title “wiord
T Drop-down list and
& -dow

Equal Ta
KwikSelect Folder

LCurrent 5 election
t" i Mew Inzert | | | | Reset

"in Title

QK. | Cancel Open Help |

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.

SEATCIMEL DS

Search Methods ]

+ (] Mavigste

#( Tray

01 Mumbers

] Dates

i+ (1] User Defined Fields
+ [ Archiving

+[] Locations

+- [ Action Tracking

+ (2 workflow

# (1] Space Managemert
+ (1] Security

# 0] Miscellaneous

oK Cancel Help
A

DropDown List:
The Drop-down List next to the Search By will display the most recently used Search
Methods up to the last 20. This list will be empty until the first search is performed.
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3.2.1 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.
It 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.

Click the i Find Records button on the toolbar.

L.

2. Choose Title Word as the Search By method in the Search Tab screen.

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 indow Help

@ o8 o .

J R ] . J St S S B Sy | ITilIe Word ﬂglllegional jﬂl Sy S

“gRecords - "REGIONAL" in Title - 3 Records Found

u@ Record Mumber Retieval Code D ate File Created

03 [HHR - FLLE [i] 03 100007 - ADMINISTRA 01/01/1996
(21 C3 FOR-13700-46/104 881261 - TENURES:TREE FA.. 412345 15/03/2004
1 7 FOR-15700-46/204F 921267 - TENURES:TREE FA..  A12345 15/03/2004
|
Agzignes At Home Location: HHR - Strategic Human Resources Branch since December 5, 2003 at 11:37 A [last February 18, 2004 at 1:47 P
[Destroyed - See 'Disposition Schedule' for more details)
Date File Created | January 1. 1996 at 2:53 P
Date Reqistered | Mowember 26, 2003 at 3:04 P
Motes
Record Mumber | ARCS-00102-20/103F
Title 100007 - ADMIMISTRATION: MEETIMGS - Ministry meetings - Fegional Human Resource Officers
Title
Placing the cursor over the first folder icon to the left of any record in the list briefly
shows the Record Type as displayed above in the screenprint (HHR - File).
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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.

1. 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. The search results
screen will display the results.

AN

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.

3.3 Creating a Record

Various types of records can be set up in TRIM Context™ and these will be discussed in
detail further on. The next few pages will explain how to create a File Folder type record.

The following information will demonstrate how to create and register a record in TRIM.

Note: TRIM will check for duplicates based on the Primary, Secondary and Free Text
Titles and assigns a unique number to the record number.

A. Toolbar:  Click the j| New Record/Object Button
Alternatively you can select:

B. Keyboard: [CTRL][N] or,

C. Choose:  Menu: File|New.
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TRIM Context

J File Edit Search Tools ‘window Help

|Dee=RB|258 &6 .

Shartouk: X

|5 8FDB .| %S oS %% 2

Favorites

&

Records

Locations

&

Classificati...

n
o
=
il
o

Searches

Document
QUELES

Recert

Trays

toto | FOR Test | Freda Wilson A [k |

D. The New Record Dialogue box will appear:

TRIM Context - New:

-&RROW BOUMDARY P-FOLDER [DAE) F
£ D - CAMPBELL RIVER P-FOLDER [DCR] F
£ O - CASCADES P-FOLDER (DCS) F
€1 D - CENTRAL CARIBOO P-FOLDER (DCC) F
£ D -CHILCOTIMN P-FOLDER [DCH) F
£ O - CHILLIMWACK, P-FOLDER [DCE) F
€1 D - COLUMBIA PFOLDER (DCO) F
£ D -FORT MELSOM P-FOLDER [DFN) F
£ O -FORT ST JAMES P-FOLDER [DJA) F
€1 D - HEADWATERS P-FOLDER [DHW) F
£ D -KALUKM P-FOLDER [DEM) F
£ O - KAMLOOPS P-FOLDER [DEA] F
€1 D - KOOTEMAY LAKE P-FOLDER (DKL) F
£ D - MACKENZIE P-FOLDER [DE] Flae
4 IL] l|E

0k I Cancel Help |A-

E. Inthe Record Tab window, select the appropriate Record Type and press OK, or,
e Double-Click on the Record Type, or,
e Press [Enter] on the Keyboard
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Note: Record Types are configured by the TRIM Administrator or Information Manager
and are related to organizational units. You need to know which organization you are
creating a record for. A record type is similar to a template on which a record is
based. Security measures may prevent you from creating certain Record Types.

F. The Record Entry Form with several tabular pages will be displayed:

G. Fill in all appropriate fields on all Tabs and click the OK Button on the Record
Entry Form.

H. The record has now been saved and TRIM will display the completed record.

Note: The Record Entry Form displays all fields that need to be populated as well as those
that are automatically populated when creating a new record. These fields are
designed to capture the Metadata about a record. The Form also may have multiple
tabs, so ensure that you fill in all required fields on all screens. Each Record Type
may have a different Record Entry Form.

3.3.1 Record Entry Form Tabs and Fields

The Record Entry Form may vary for different types of records. The following example will
describe the File Folder Record Entry Type form that can be used to create a File Folder in
TRIM. As with all Windows based applications, the [Tab] key can be used to move forward
from field to field within a dialogue box or screen. The [Shift] [Tab] keys can be used to
navigate backward through fields. For those who prefer to use the mouse, you can click in a
field to begin entering data.
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& New Record H - ABORIGINAL AFFAIRS - FOLDER (HAA) =1t

General | Locations .f.-'i‘«c:cessl Motes ] Related Hecurds]

~ | Becord Classification | =

Title [Structured Part)

A

TRIM checks
Mandatory

field -< these titles for
1€1dsS .
Title [Free Test Part] duplicates.

A

Nl Series Record =)

Retrieval Code

Retention 5cheduls

Hardcopy Media Type |FAPER - FILE FOLDER -

Date Opened 25/08/2005 |1 0:07:11 AW
D ate Closed |
Content Start D ate

Content End Date

H #2 #H B B2 W

S0 Date
[ Label Printed?

3.3.2 General Tab

The General Tab is the first screen to be completed when you create a record. You will not

be able to continue until all of the mandatory fields have been completed with the appropriate

information. TRIM will prompt you if you miss a field or do not provide the acceptable data.
3.3.2.1 Record Classification

This field is where you select which classification the new record will be classified against. If
you know the exact classification you can type it into the field. Or, you can click the

KwikSelect @ button and the Classifications list will be displayed. See the following
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example:

Click the + to expand
the level.

EZi Select From Classifications - Top Levels - 2 Classifications Found

Classifications |

Murmnber / | Mame |
I3l AR G 100007 -
E|.

! 3 FOR-10000 ) FOREST SERVICE:GENERAL

) ) FOR-10005 [ FOREST SERVICE:CONTRACTED SERVICE

# &l FOR-10050 ) FOREST CERTIFICATION: GENERAL

& G FOR-10055 ] FOREST CERTIFICATION:CANADIAN STAN

&) FOR-10061 &) FOREST CERTIFICATION:FOREST STEWA _
T R o _DIJ
Number FOR- =l
Mame 881261

Record Secunty [Mo Security Lewvel]
Clazsification Title | 981261

[ -]

Ok, I C | Search Hel
arce I ear | elp Iﬁ

If you know the ARCS or ORCS primary level you can enter ARCS-[primary level number]
and TRIM will display that level of classification. The Ministry of Forests' ORCS are
displayed with the prefix FOR as seen in the following screenprint. As you begin typing, the

information will appear in a Prefix Search Box in front of the Classifications List screen
similar to the following:

LT_[lm LRSI R LN NLN = Tl LY e L e e

=[5 FOR-10005 [ FOREST SERVICE:COMTRALCTED SERVICE

+ | FOR-10050 (& FOREST CERTIFICATIOM: GENERAL

+1- [ FOR-10055 Prefix Search - Number YN CANADIAN STAN

e G-I FOR-10061 IFDFH 0o5d Ok, MN:FOREST STEWA _

- ok [T _'l_l
Mumber FOR-10050 |=]
M armne FOREST CERTIFICATIOM: GEMERAL

Record Securty | Standard
Clazsification Title | S81261 - FOREST CERTIFICATION. GENERAL

[

Or, you can navigate through the Plan until you find the appropriate Level. You can also use
the Search Button to locate the desired Level. You can also press [F7] to invoke the search
screen.
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You must select a secondary identified by the Open Book icon:

Aitive

@ GEMERAL @ Active
+ B FOR-100.. B PROCEDURES B2 sctive
+ B2 FOR-100... B2 REGIONAL & DISTRICT BOUNDARIES B2 Active

This is the lowest level of classification.

Click OK and the Classification Number will be inserted into the Record Classification Field.
TRIM will automatically insert the Classification Level Name into the Title (Structured
Part) Field.

3.3.2.2 Title (Free Text Part)

Enter an appropriate free text title into this field. This title should be meaningful and describe
the contents of the record.

3.3.2.3 Series Record

Enter the specific series to which this record will belong such as, OPR, Non-OPR or Exec.
You can do this by typing the first letter of the series type after which TRIM will complete
the rest of the series name. For example, typing: O will insert OPR. If you are choosing
NON-OPR, you will be given 3 choices:

1. Non-OPR nil DE

2. Non-OPR 5y DE

3. Non-OPR 10y DE
You will need to know the retention schedule appropriate for that classification (see the OPR
Name field for that Classification)

3.3.2.4 Retention Schedule

The retention schedule defaults to OPR once the classification is selected. It will change if
the series selected in 3.3.2.3 is a Non-OPR or EXEC schedule.

3.3.2.5 Retrieval Code

This field can be an abbreviation of the Free Text Title such as MVS for Motor Vehicle
Safety as seen in the following example:
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® New Record H - INFORMATION MANAGEMENT - FOLDER (HIS) [= |[B][X]

General | Locations I.&cce&&] Motes ] Related Hecnrds]

Becord Clazsification | ARCS-00116-20 bl =
Title [Structured Part) 100001 - ACCIDENTS:MOTOR YEHICLE ©i™ - MOTOR
YEHICLE INCIDENTS ™
Title [Free Test Part] | Fender Bender on b alahat
¥
Series Record PR bl =
Fietriexal Code 'S
¥
3.3.2.6 Hardcopy Media Type
This field defaults to Paper Folder.
Hardcopy Media Type | PAPER - FILE FOLDER - |2

3.3.2.7 Date Opened)

This date indicates when the file became available for use. The date defaults to the current
date and time and cannot be changed once a record is created.

Date Opened 25/08/2005 |1I]:I]?:11 AM ) ‘

Note: Once the record is saved, an Information Worker does not have permission to change
this date. Only the Administrator or an Information Manager has permission to do so. This
may occur where information is discovered that is prior to the open date of this file.

3.3.2.8 Date Closed

This date indicates when the file is no longer available for use, (for example, after fiscal year
end for fiscal year files). See also Chapter 6 - 'Record Maintenance'. The date is blank at the
time the file is created.

Date Closed | ] ‘

3.3.2.9 Content Start Date (Date Paper is placed in File Folder)
This date is a user-defined field and is the date of the earliest material contained in the file.

Cantent Start Date I E
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3.3.2.10 Content End Date
This Date is a user-defined field and the date of the latest material contained in the file.

Cantent End D ate I EI

3.3.2.11 SO Date

This date indicates when the file is closed according to the SO criteria of the classification.
See also Chapter 6.7 — ‘Maintenance of SO files’. This date is a user-defined field and is left
blank at the time the file is created.

50 Date | = | |

3.3.2.12 Label Printed?
This checkbox can be checked once the folder label has been printed.
[ Label Printed? ‘

3.3.3 Locations/Access Tab

The fields on this screen will already be populated for you by TRIM. The defaults for these
locations were defined when the TRIM Administrator designed the Record Type Entry
Forms. This means you don't have to enter any data in this screen. The following information
explains how these types of locations are defined in TRIM.

| Properties ARCS-01190-20/6305F

General Locations / Access l Notes ] Related Hecords] Record Actions] Conmtacts 4] *

Owiner Location HPR - Protection Branch hdll=]

Home Location HFR - Protection Branch hlll=

Lzzignes Dawson, Disa - ||

Container [Falder/Box) hdll=]
-

Security Standard =

Access Contral Yiew Document: File Creataor - Farests - Protection & Ministy of |@

[1]4 | Cancel Help | él
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3.3.3.1 Owner Location

The Owner Location is the person or area that has legal responsibility for the record. In the
Ministry of Forests the Owner Location is an organizational unit such as a branch. The
default is determined by the Record Type.

3.3.3.2 Home Location

The Home Location is where the record resides when it is not in use. Currently this defaults
to the branch of the record type. For records outside Headquarters, the Home Location will
be the originating branch.

3.3.3.3 Assignee

The Assignee is the person or area that physically has that record in their possession. If this
field is accurately maintained, the record will always be easy to locate. Currently, this
defaults to the Logon Branch within the ministry. When the file is first created this Assignee
will be changed to the Home Location of the file or to the person to whom the file is being
charged out.

3.3.3.4 Container(Folder/Box)

This is the folder/box that this record will be placed in. For example a document is contained
in a folder. Folders are contained in boxes.

Type the Record Number into the Container Field. If you do not know the Container’s

Record Number, use the KwikSelect @ list to search for the Container. Alternatively use
the Drop-down List to see the most recently used Containers.

3.3.3.5 Enclosed?

This checkbox is used in conjunction with the Container Field and is used to indicate if the
record has been physically placed in its container. Check this box if the record is to be
enclosed in its container. This field is grayed out until a container is chosen.

3.3.3.6 Security
This field shows the Security level that has been set within TRIM.

3.3.3.7 Access
This field shows who has access to this record and the type of access granted.

3.3.4 Notes Tab

This screen allows free form text to be entered. This would be similar to "keywords" from the
QRMS system.

‘ Note: Files converted from QRMS - "Tombstone' data is recorded here.
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™| New Record H - INFORMATION MANAGEMENT - FOLDER {HIS) [= |[B|X]

General ] Locations / Accass  Motes l Related Records ]
“duguet 28, 2005 at 10:28:36 Ak (GMT-07:00) “wilzon, Freda"
Test Fild
User Stamp Speling | Add Notes |
(n] 4 | Cancel | Help |
4

3.3.4.1 User Stamp

This button adds the date and time and current login user id. It is recommended this be used
each time a note is added.

3.3.4.2 Spelling

This button checks the notes for incorrectly typed words.

3.3.4.3 Add Notes

This button allows new notes to be added after a file has been created.

3.3.5 Related Records Tab

This tab shows what the record is related to. In the below example, the record is related to the
OPR Series. This screen can also show a relationship to another record.
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B Properties ARCS-00116-20/105F

General] Locations a"Access] Motes  Felated Records | Record Actions] Contacts 4| *
¢ Related Record D escription Felated Re
L=Y OFR Within Series Office of Fri
< >
Related Record | € OFR
(] 4 | Cancel | Help

A

Alternatively contains.

Note: A supplementary file always exists in relation to another record and will have a
relationship of Alternatively within. The parent record will have a relationship of

Now that you have taken a look at the Record Entry Form Tabs and the fields on each of
those tabs try the following exercises to create new File Folder records.

3.4 How Do | Create a File Folder Record?

The following exercises will show you how to create a File Folder Record.

Exercises - Creating Records

\ Exercise 1

Creating a File Folder Record

This exercise will demonstrate how to create a File Folder in TRIM Context.

1. You should be at the main Context screen.

2. Click the j| New Record/Object Button on the toolbar.
3. Choose the HIS File Folder Record Type from the first screen and click OK to open

the Record Data Entry Form.

4. At the General Tab screen choose the correct Record Classification from the Drop-

down list or the KwikSelect @ list.

5. Type: ABC Consulting Ltd. in the Title field.

6. Enter Non-OPR in the Series field and click the KwikSelect field to list the Non-

OPR series.

7. Choose a Non-OPR series that matches the Retention Schedule for the Classification

chosen.
8. Leave the Hardcopy Media Type field as is.
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9. Type: ABC in the Retrieval Code field.
10. Click the Notes Tab and add some notes and click the User Stamp
11. Click OK to create the record.

A message will appear on the screen advising that the record is being saved.

Please Wait

| EEEE

Once the record has been created TRIM Context will list it on the screen as 1 Record
Found.

12. Right-click on the record and choose Properties from the shortcut menu to view the
properties. If you mistyped the title, you can correct it at this point and save the
record again.

Exercise 2 Creating a File Folder Record

Complete the following exercise to create a File Folder in TRIM Context based on the steps
you have just learned.

1. You should be at the main Context screen.

2. Click the j| New Record/Object Button on the toolbar.

3. Choose the HIS File Folder Record Type from the first screen and click OK to open
the Record Data Entry Form.

4. At the General Tab screen choose the correct Record Classification from the Drop-

down list or the KwikSelect & list.
5. Type: TRIM Information Worker Training Handout — Your Name in the Title
field.
Enter Non-OPR in the Series field.
Leave the Hardcopy Media Type field as is.
Type: TRIM in the Retrieval Code field.
9. Add any appropriate notes to the Notes Tab.
10. Click OK to create the record.
11. View the properties once the record has been created.
12. Exit from the record.

i

3.5 Copy Record

TRIM provides a Copy Record feature to make it faster and easier to create multiple records
of the same classification.
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Note: Do NOT use the copy function to create a record of a different classification, as the
retention schedules may be different.

You may want to copy a record that you just created or copy an existing one. Display the
record to be copied on the screen and right-click to open the short-cut menu.

A. Choose New>Copy Record. See the screenprint below.

TRIM Context

File Edit Search Tools MWindow Help

Ol 4828 @@ . ||5HdBA || B v S| Tille Wod [~ @] TRin
Shorteut:x . ———— e — :
i ecords - Records related using the type ‘Alternatively contains’
4 Records - Date Registered is on "1 7/08/2005" and Creator is ‘Wilson, Freda® - 2 Records Found
I Record Number Fietiieval Code | Title [Free Text Part) Date Created (Opened] |@y  Retention Schedy
R e £ ARCS-06200-50/105F SCAREY Comparizon of Leading Antivirus Software .. 17/08/2005 at 1159 4M SO MILDE SO NILDI
= RS %, Taghl L hi y 5 at 1145 5Y DE 50 05Y [
= & Untag All Chrl+L
Locations ”
oy Invert All Tags
@ Mew Record
Classificati... S »
@ Mavigation 4 _G Mew Version
Saved Dietails 3
Searches
AuditfSecurity 3
@ < ‘workFlaw 3
Document ] Send To r
quesss | 41 ExtemalLik »l
D Assignes AR ch since August 17, 2005 at 11:45 AM
D Date Openet Bemaove From 3
| Date Rediste a Regquest
yif Motes _ :
o Eesodin I Properties Alt+Enter
Tille 100001 - ACCIDENTS:MOTOR VEHICLE ™ - POLICY AND PROCEDURES ™ - Motor Vehicle Safety
Creatar [@ Freda'wilon

The Copy Record function will display the Copy Record dialogue box allowing
you to select which metadata to copy to the new record. Some of these fields will
be copied by default and are deactivated on this dialogue box.
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| Copy Record - -00116-00/105F

Copy
Select Propetties ko Copy

W Security Profile
¥ Access Conkral

[¥ Disposition

[v attached Thesaurus Terms

<] X1 ] %] <]

v Contacks

[ Relationships I

Iv Maotes FetentisnSchey
[v attached Actions [v Date Fields

[v¥ Cptional Fields

Select all | Select Mone |

Mumber of Copies |1 =

| Relate the Records as 'Original/Copy!

Ok, | Cancel Help

You can select the number of copies that you wish to make by selecting the up arrow
until you reach the desired number, or you can type the number manually. Once you
have selected the number of copies and selected any additional metadata fields.

B. Click OK to create the new record.

Y ARCS-0011 6-00/105F plus acopy - 2 Records Found

+"| Recard Mumber Fetrieval Code | Title [Free Text Part) Date Created (Opened) |f, Retention Scheduls
[a] E
(1 ARCS-00116-00/205F MYS Muotar Vehicle Safety (2] 17/08/2005 at 11:45 AM 50 05v DE 50 05Y DE
< >
Assighee Hag, - Aboriginal Affairs Branch since August 17, 2005 at 11:45 &AM

[rate Opened August 17, 2005 at 11:45 A
Date Registered | August 17, 2003 at 11:53 AM

Notes

Record Number | ARCS-00116-00/105F

Title 100001 - ACCIDENTS:MOTOR YEHICLE *i" - POLICY AND PROCEDURES i - Motor Vehicle Safety
Creatar [@ Fredawilson

C. After the record has been copied in TRIM, you should amend the properties to
reflect that of the new file.
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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

3.6 How Do | Create a Supplement Record?

A Supplement file identifies material related to a particular file but which cannot be
physically located within the parts of a file. For example, this could be a large map, a
video tape, or a photograph.

Supplement files are also used to accommodate enclosure files (FOI request files =
main file + supps; supps = photocopies of requested material).

We will use the Copy Record function to create a supplement record and relate it to the
parent record.

Note: Security for supplement type records may be different from the parent record.

The following exercises will show you how to create a Supplement Record using the
Copy Record feature and relate it back to the parent record.

Exercises - Creating Records

Exercise 1 Creating a Supplement File Record

This exercise will demonstrate how to create a Supplement File using the HIS Record Type
and how to relate the supplement file to the parent file. More information on relating records
follows the next couple of exercises.

1. You should be at the main Context screen.

Search for the record that you just created in the last exercise (TRIM Information

Worker Handout - your name) that the new supplement record will relate to.

Choose New>Copy Record

Select the properties to copy over to the new record.

Click OK to create the record.

Right-click and choose properties once the supplement is created.

Add SUPO1 at the beginning of the Free Text Title (this is required on all

supplemental records) and change the title to TRIM Quick Reference Guide.

8. Click the KwikSelect button and choose a different media type in Hardcopy Media
Type field.

9. Add any appropriate notes to the Notes Tab.

10. Click the Related Records Tab and right-click to open the short-cut menu.

NownkW

11. Choose New Related Record. This will open the Relationship Dialogue Box.
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12. Choose Alternatively Within from the dropdown list.

Sl New Related Record |:|®

Relationship Type

Build up a list of Records to relate

Recard Mumber Title

Search | |
with Recard =

QK | Cancel Help |

&l New Related Record

Relationship Type

|Related ko ﬂ
Related to
Copy of
Supersedes
Attachrment of

Redaction OF
Crriginal of

Is superseded by
Attached To

Was Redacked To

With Recard Search | |
KwikSelect B o |
| elp |

| oK I Cancel

|

13. Click the KwikSelect button to locate the record that this supplement will be related
to - TRIM Information Worker Handout - Your Name.

1 Records - "TRIW, ‘INFORMATION', *

~"| Record Number Retrieval Code:
el FO 04F
& 3
Assignee At Home Location: RMI - Naorthem Interior Farest Region since Novermber 25, 2004 at 10:18 AM
Date Opened Mowember 25, 2004 at 10:18 AM
Date Registered | Mowember 25, 2004 at 10:21 AM
Hotes
Record Class Corparate
Fecord Mumber | FOR-10600-01/104F
Title 891261 - REAL PROPERTY:GEMERAL - GEMERAL - TRIM Infarmation \Worker Training Handout - Kelli
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14. Click OK to select this record.

s New Related Record E3
Relatiohzhip Type
I.&Iternalivel}l within j
With Record
[FOR-10490-20/104F~02 B
Buildiup & list of Hecords ta relate
| Record Nurnber | Title :I
Add | Bemove |
QK I Carcel | Help |
y

15. Click OK to confirm. You will be returned to the Related Tab screen.
16. Click OK to save the information and update the supplement record.

Exercise 2 Creating a Supplement File Record

Complete the following exercise to create a Supplement File using the HIS Supplement
Record Type, based on the steps learned in the previous exercise.

1. You should be at the main Context screen.

2. Create another supplement record using the copy record function and relate it to the
same parent record as in the previous record.

3. Choose a different media type.

4. Change the Free Text Title or Notes to identify more specifically the content of the
Supplement.

5. Relate the new supplement to the parent file as "alternatively within" (at the "Related
Records" tab).

6. Exit from the record.

3.7 How Do | Relate Records?

This function in TRIM permits you to relate two or more records to each other. For
example, Files can be related to Supplement Files. Relationships are useful for
grouping records with related information together. Establishing relationships between
records can assist people with future inquiries. The Related Records function offers
several types of relationships. We will look at only two, namely, Related to and
Alternatively within.

Relationship Description
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Related to Use to document a cross-reference to another
specific record.

Alternatively within Use this relationship on a Supplementary record to
relate it to the parent record.

The following exercises will show you how to relate two records to each other.

Exercises - Relating Records

\ Exercise 1 Relating a Record

This exercise will demonstrate how to relate records.

1. You should be at the main Context screen.
2. Search for the record named ABC Consulting Ltd. that you just created.
3. Right-click on the record and choose Relate>Relate from the shortcut menu.
4. Select Related to from the Relationship Type drop-down list.
5. Search for the record named ABC Consulting Ltd. - Contract
6. Click OK to relate the record.
7. View the properties once the record has been created
8. Exit from the record.
Exercise 2 Relating a Record

Complete the exercise below to relate a record based on the steps learned in the previous
exercise.

You should be at the main Context screen.

Search for the record named ABC Consulting Ltd. - Contract

Right-click on the record and choose Relate>Relate from the shortcut menu.
Select Alternatively within from the Relationship Type drop-down list.
Search for the record named ABC Consulting Ltd.

Click OK to relate the record.

View the properties once the record has been created

Exit from the record.

PN AL -

Exercise 3 Relating a Record

Complete the exercise below by relating the following records to each other based on the
steps learned in the previous exercise.

1. Create two new records and make one a supplement type record.
2. Use Related to and Alternatively within as the relationship types in the appropriate

records.

Remember that you can use the Copy Record function to create the second record.
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3.8 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. A record in TRIM Context is:

a. A round disc with a hole in the centre.
b. A sports term.
c. Evidence of a business transaction.

2. Describe what is meant by the following locations:

a. Assignee

b. Home

c. Owner

3. Why is it not necessary to populate the fields on the Locations Tab when creating a
record?

4. What prefix is required at the beginning of the Free Text Title of a supplement record?

5. How do you perform a Retrieval Code Search?

6. What type of record would have a relationship of Alternatively Within?
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3.9 Summary

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

3. How to relate records.

You should now understand how to search for records and how to create different types
of records as well as relate records.
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4. Filing Electronic Documents using
TopDrawer

4.1 Objectives

In this Chapter you will learn:
1. What is TopDrawer
2. How to save draft Word documents into TopDrawer.
3. How to file electronic documents into TRIM using TopDrawer.

Following completion of this Chapter you will know how to launch TopDrawer and
how to file electronic documents using this component. You will also be able to test
your knowledge of this topic by answering the questions at the end of this chapter.

4.2 What is TopDrawer?

TopDrawer is the module in TRIM that helps each user manage his/her own working
documents. TopDrawer connects to the central repository (TRIM Context) where this
information is made available to the organization and can be properly managed
throughout its life.

Important documents, graphics, spreadsheets, presentations and so on, can be captured
through TopDrawer, managed by TRIM and stored in the TRIM electronic store. TRIM
Context will also maintain revision and version control over any documents checked in
and out of TopDrawer.

Save into TopDrawer Check into TRIM

Your Jomputer TopDrawer TRIM Database
———

[ togpomamer - A8 Duusnents —

He (& ew fawch Iraes oo a— L_/I'—/—

SR ZERe~ E WA AHSBRRL LG F [ I

Lockln [ Goomen Bl L/-v'—‘l .

1 Document 1 Tipe Sishus = I__—‘/

J#wu;!?’u Iu.---,\- e Ilzhn-m F 0 Lose ] | N

By mu""

. . \e?
A....Qpenandeditin application i 4 Check Qutor Copyfrom TRIM _ .

TopDrawer supplies the necessary link between managing working documents and
storing those documents in TRIM Context.
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4.3

Document Management is made easy through TopDrawer by allowing you to work on
those documents without having to maintain a constant connection to the TRIM
Database and Object Store.

TopDrawer allows you to work on documents independent of a network, yet
connections can be made to a network when searching for existing documents within
TRIM, checking in changes to a document or registering new documents.

TopDrawer is unique to each user. It can be used to manage:
e Documents being prepared for eventual cataloguing in TRIM
e Documents checked out of TRIM for editing before returning to TRIM

e Record Metadata maintenance functions.

Launching TopDrawer

There are several ways to access and use TRIM TopDrawer. These include:

e Standalone TopDrawer — Launched from the TopDrawer icon on the desktop.
TopDrawer - All Documents
Eile Edit ¥ew Search Trays Help
Sbd | BB wWEABmH ST DHH 4
Look In ]
~'| Dacument Title [ Type File Status [ Modiied [ Size | Created [ Author
Miristiy of Forests TRIM Updated Screenprints Microsoftwiord ... I Draft 17/08/20051:4... 38B9ME  17/08/20051:4..
@ Ministry of Forests TRIM Updated Screenprints Part One  Microsoft word [ Driginal 17/08/2005 1:5. 389MB  17/08/20051:5 frwilson
FOR Test | Frwilson
e ODMA TopDrawer — Launched when saving a document from MS Word or a
presentation from MS PowerPoint.
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TopDrawer, (FOR Test] - Save Document As |Z @E}

Document Mame

reate Within Folder

[ Create TRIM Record Mow

[a]'e | Cancel Datasek Local Help | 4
A

4.4 Standalone TopDrawer

Standalone TopDrawer is often the preferred way of accessing TopDrawer for those
users who are modifying or saving documents from several different desktop
applications.

Standalone TopDrawer allows all types of documents to be displayed and opened,
providing you have access to the authoring application. The look and behavior is
virtually identical to ODMA TopDrawer that has been launched from within an
application. There are some differences between the two:

Standalone TopDrawer does not have the OK, Cancel, Local, or Help Buttons because
you can minimize this version of TopDrawer and access other applications while it is
still open.

This format of Standalone TopDrawer allows you to tag multiple documents to be
opened or checked in.

TopDrawer - All Documents

Ele Edit uiew 3Search Trays Help

Schi | EEE - wWBAEHSIE Y @
Lok In
v'| Document Title | Tupe | File Status ‘ Modified | Size | Created | Author
Ministry of Forests TRIM Updated Screenprints Microsoft word .. {7 Draft 17/08/20051:4..  389MB  17/08/20051:4.
@ Miristry of Forests TRIM Updated Screenprints Part One  Microsoft wiord .. [ Original 17/08/20051:5...  3B9MB  17/08/20051:5.  frwilzon

TopDrawer can be launched as a standalone application that can be opened from a

shortcut icon 1 on your desktop, from a shortcut on the Taskbar or from Start -
Programs - TRIM Context — TRIM TopDrawer menu. Standalone TopDrawer will
show all documents checked out to the user from the selected dataset irrespective of the
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application they were created in.

TR
| Files and Settings Tril (= -
Wfizard @ Snaglt 7
Skarkup 3
Symantec Client Security

&t

P Configure TRIM TopDrawer Dataset

3 TRIM

[®] TRIM Desktop

& TRIM Queus
Adobe Acrobat 6.0 Standard TRIM T

Dakaset

Wisual Basic 3.0
WinZip »

All Programs Acrobat Distiller 6.0

Inkernet Explorer [F TRIM User Guide

acy, .,

' start OB,

e RRE I

Microsoft FronkPage

Standalone TopDrawer allows you to select multiple documents using TRIM Context’s
tagging functions:

o TagAll
e Untag All
e Invert All Tags.

Listed below is a description of the parts of the TopDrawer window.

Menu Bar| | Title Bar | | Tool Bar

ZX TopDrawer - All Documents

Ele Edit Yiew Search Irays Help Document List

A = = WEHEHSIBDEH | LSS @ /C0|umns
5 Look In | Documents 4
+/| Document Title [ Type | File Status # | Modified Revision | Size Created 4% |
 Second Document - Freda Hicrosoft \wiord i Draft 17/08/2005 2:30 Phi 1 TARKB  17/08/2008 2:3 %
First Document - Freda Microsaft Word .. [B] Modified 17/08/2005 2:16 PM 2 195KB 271042004 34, Do cument
Miristry of Farests TRIM Updated Screenprints Microsaft ward .. [B] Modified 17/08/2005 2:22 PM 1 3J98MB 17/08/2005 2:0... .
Miriistry of Farests TRIM Updated Screenprints Part One  Microsaft Wiord ... D Qriginal 17/08/2005 1:51 PM 1 389ME 1770872005 1:5... L | St
Status Bar
. | s /
FOR Test | Frwilson
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4.5 Open Dataset

This option displays the Select Dataset dialogue box. When multiple TRIM datasets are
used, each one will have its own instance of TopDrawer. Select the TopDrawer you wish to
open next and click OK.

A. Choose File|Open Dataset from the TopDrawer Menu

File Edit Wiew Search Trays Help

WERHSSIBE S

[ ocuments

| Tupe | File Statuz | Mo

I

TRIM »

Preferences

Cpen Dataset

Exit

Cpen a different TRIM dataset

The following Dialogue Box will appear:

Select Dataset

1D | M ame Add

0z FOR Train

K FOR Test Delete
FOR Frod [Default]

GM CRKE Prod Drefault

TT EDFT Tower

(] | Cancel Help |

Add

The Add button is used to connect TopDrawer to the correct Workgroup server. This will
also add the TopDrawer dataset to the list in the Select Dataset Dialogue Box. If multiple
datasets are being used and your access to them is through a different Workgroup Server this
would need to be set correctly to allow a document to be checked into the correct dataset.

B. Click Add to open the TRIM Dataset Dialogue Box.
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Open TRIM Context Dataset

Dataset Mame |
CRMB Gold
$€ CRMB Prod

$€ CRMB Train
4 FOR Prod

$€ FOR Train

Running the TRIM “Warkgroup Server on 'shpper’

(] | Cancel | Advanced ‘ Help

C. Select the appropriate Dataset (For PROD) and click OK.

45.1 Title Bar

The Title Bar will display what the Document List is showing. If you have filtered the
Document List the Title Bar will indicate what is being displayed. TRIM TopDrawer - All
Documents indicates that no filter has been applied. When using TopDrawer as an extension
to Windows Explorer, the Title Bar will simply read TopDrawer.

4.5.2 Menu Bar

The Menu Bar contains all the functions that are available under specific categories in
TopDrawer. When using TopDrawer as an extension to Windows Explorer, some TopDrawer
Functions have been added to the File Menu.

The Menus can be modified if you are using Standalone TopDrawer or ODMA TopDrawer.
Right-click on the Menu Bar and select Customize.

TopDrawer - All Documents:

Eile Edit Miew Search Trays H°
Labels
S5 tﬁ%b@% 9
Look In Diocumenits SRS
+’| Documert Title | Type | File Status | Modified | si
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4 5.3 Toolbar

The Toolbar contains buttons that represent different functions that are available under the
Menu Bar. The Toolbar allows you to perform a function by clicking the appropriate button.

When you select TopDrawer, the TopDrawer toolbar will display. Most of the options
available from the right-click menu are duplicated on the TopDrawer toolbar. The Exception
to this is Look In (available for Standalone and ODMA integrated TopDrawer only).

X TopDrawer, - All Documents

Ele Edit Wiew 3Search Trays Help

S EER - = W EHSBEH @

45.4 Look In Bar

The Look In Bar is only available from Standalone TopDrawer or ODMA TopDrawer and
allows you to modify the document list, so that it displays either:

Documents

This option will display all the documents in TopDrawer. If a filter has been applied,
this option will display only those documents that match the filter.

TopDrawer - All Documents

Ministry of Forests TRIM Ipdated Screenprints Microsoft word /% Draft 17/08/20051:4...  3.89MB  17/08/20051:4..
7d.. [ Original T7/08/20051:6..  3BIME 17/08/2005 1:5.. frwilson

v Document Tite | Type U’ile Status | Modified | Size | Created | Author

Ministry of Forests TRIM Updated Screenprints Pat One  Micr

Folders

The option will display the documents in TopDrawer within the TRIM Containers
(folders/files) that the documents have been associated with. If a document has not
been associated with a Container, it will normally be displayed at the end of the
Folder List. Click on a Folder to reveal the documents contained within.

ZX TopDrawer - All Documents |ZHE|E|
Fle Edit Wiew S k> et
S| EWEBasSIIpEH ¢S @

o Look In |Fn\ders ) i

v File Status | Modified Created Author

~] 01 - | D DEVELOPMEMNT: GEME
mresbantRilbd Ll pdated S eenni bbictersnftrr o0 [ Original 17/08/2005 1:5. 3.83ME  17/08/20051:5 frwilzorn
@ Ministiy of Forests TRIM Updated Screenprints Microsoftword .. £ Draft 17/08/20051:4...  3.83MEB  17/08/20051:4..
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The Look In Bar is not displayed if using TopDrawer as an extension to Windows Explorer.
Instead there are buttons on the Toolbar that perform this function.

45.5 Document List Columns

The Document List Columns contains the header row for the information being displayed in
the Document List. Using the Format Columns function from the right-click menu, you can
change the columns being displayed and the order they appear in. The columns may be
resized or used to change the sort order of the Document List. Following is an example of
some of the columns that can be displayed in TopDrawer:

7 TopDrawer - 41l Documents

Ele Edit uiew 3Search Trays Help

50 EERe E R BaHIGBEH| ¢ w @

Look In | Dacuments ﬂ
| Document Title | Type | File Status ‘ Madified ™ ‘ Revizion ‘ Size | Created |
Ministrp of Forests TRIM Updated Screenprints Part One  Microsoft Word .. D Qriginal 17/08/2005 151 P 1 389MB 17/08/2005 1:5..
First Document - Freda . || 05/11/2004 4:10 P i

Document Title

This column displays the Document Title for Draft Documents or the TRIM Record Title for
all TRIM Documents. If the format of the document is known, the appropriate application
icon will be displayed next to the title. For example, a Word Document will have a Word
icon displayed.

Type

This column displays the type of file listed, such as, Microsoft Word, Excel, and PowerPoint,
etc.

File Status

The Status column indicates if the document has been cataloged into TRIM. A Document can
have a status of:

Draft

A Draft Document is an electronic document that has been placed into TopDrawer
but has not been registered in TRIM.

Original

An Original Document indicates the document has been registered in TRIM, and has
now been Checked Out of TRIM. No modifications have been saved to the document
whilst it has been in TopDrawer.
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Modified

A Modified Document indicates the document has been registered in TRIM, and has
now been Checked Out of TRIM and modifications have been made and saved to this
document whilst it has been in TopDrawer.

Modified

This column will display the date the document was last modified.

Revision
This column will display the next revision number of the document. It will only be populated

if the document is updated and checked back into TRIM.
Size

This column will display the size of the document. The size of the document is displayed in
either Kilobytes (KB) or megabytes (MB).

The following fields will only be populated on Original or Modified Documents:

Created

This column will display the date the document was created.

Author
This column will display the Author of the document.

Note: If using TopDrawer as an extension to Windows Explorer, the Document List Columns
cannot be changed. If displaying Folders, the document list columns will be Document Title
and Status Columns. If displaying Documents, the document list columns will be Document
Title and Container Name. The Properties tab will display any other information, for
Original and Modified documents.

Record Number
This column displays the TRIM Record Number assigned to the document.

Container Number

This column displays the Record Number of the container if the document has been contained
within another record in TRIM

4.5.6 Document List

The Document List Displays all current Documents in your TopDrawer. This list may be
filtered to pinpoint specific documents.

45.7 Status Bar

The Status Bar displays the name of the dataset you are connected to, or were last using, and
the name of the user logged in. This is a setting that is set in TRIM Context under Tools|User
Configuration>Customize>Status Bar. The Windows Explorer Shell Extension of
TopDrawer does not display this information.
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4.5.8 TopDrawer Right-Click Menu

T Tagal The Right-click Menu can be used to perform
Untag Al . . .
o rags all TopDrawer functions. Just highlight a
document in the Document List and right-click
Open to open this menu.
Wigw
Prink
Delete
Mave
HENADE The Right-click Menu offers limited
Capy chrl+C functionality when using the Windows
Pasts iy Explorer extension to TopDrawer.
= @l Cpen Chrl4+0
ormnat emns Properties Alt+Enter
Reisians tr|+-R)
Find Ctrl+F

Mew Container

If a function is grayed out in the menu, it means it cannot be performed on the highlighted
document.

4.6 Filing Electronic Documents

4.6.1 Saving a Draft Document into TopDrawer

The following information describes using TopDrawer from within an ODMA compliant
application (such as MS Word), and assumes that this option has been enabled within TRIM
Context.

A. Create a document in Microsoft Word,

B. Select File|Save As from the File menu and the TopDrawer Dialogue Box will be
displayed:

TopDrawer (FOR Test) - Save Document As |Z|@@

Docurment Marme

Create Within Folder

[

[ Create TRIM Record Mow

(414 Cancel Dataset Local Help |
| Y
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Document Name
C. Enter the title you wish to give your document in this field. When choosing a document

title, ensure you do not include personal or confidential information. The information
that is entered into the Document Name field will become the Document Title in TRIM.

D. Click OK to save the document into TopDrawer.

Create Within Folder - (Option to select Folder if available when checking directly

into TRIM and not saving document to TopDrawer)

E. This field allows the user to select the TRIM Container/File Folder where the document
will be filed only if the Folder appears in the TopDrawer folders list. If not, the drop-
down box will be empty and the user can then select the folder from the Record Data
Entry Form that will appear after clicking the OK button on the ODMA TopDrawer
screen.

Create TRIM Record Now - (Use when checking directly into TRIM and not saving
document to TopDrawer)

F. Select this box to register the document in TRIM Context now. If this option is not
selected, the document will simply be placed within the user’s TopDrawer, with the status
of Draft, for later processing.

G. The default Dataset that you need to connect to should already be setup. However, if for
some reason you need to connect to a different dataset, then clicking the Dataset button
will allow you to choose the TopDrawer for that specific Dataset. Each dataset has its
own TopDrawer.

Select Dataset

10 | M ame
03 FOR Test [Default]

D efault

dil.

k. | Cancel Help |

H. Click the Add button to select a different dataset or workgroup connection. The dataset
selected will appear in the Select Dataset Dialogue box. Highlight the dataset you wish to
connect to and click OK. To make this the default dataset (if using multiple datasets)
click the Default button while it is selected.

I. To choose a different workgroup server, click the Add button from the Select Dataset
dialogue box.

J.  Type the name of the workgroup server that you wish to connect to. The workgroup
server name will become bold and underlined.

K. Click OK to return to the Select Dataset dialogue box and choose the dataset you wish to
connect to.
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L. Click the Default button to make this the default dataset if desired.
M. Click OK to confirm.
Local

A. When TopDrawer is invoked from within an ODMA application such as Word, click the
Local button to bypass the TopDrawer interface and save the document to a directory
location of your choice.

TopDrawer (FOR Test) - Save Document As

Diocument MName

Create within Folder

Bypasses

TopDrawer
I Create TRIM Record Mow

oK | Cancel Dataset

The Save As Dialogue Box will open:

Save As H
Save in: IB My Documents j . - [ & * = - Toals -
I My TopDrawer (03)
|_ 1My TopDrawer Drafts
My Recent
Documents

My Documents

0

My Computer

@ File name: esting TRIM ODMA TopDrawer j Save
Iy Metwork, =

Places Save as bype! IWord Docurnent j Cancel

W

B. Enter a file name and click Save.

Depending on the method of saving selected, the document will be:
Saved to your TopDrawer with the Status of Draft document,

Saved to a Local directory, or
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Created as an official record within TRIM Context.

If you do not wish to save to a local or LAN directory, then,

C. Click OK to save the document into TopDrawer.

Try the following exercise to save a draft document into TopDrawer

Exercise 1

Save a Draft Document into TopDrawer

This exercise will demonstrate how to save a draft document into TopDrawer.

1. Open Microsoft Word and create the following document.

2. Type: Thisis my first document.

3. Click File|Save As from the menu in Word. (The ODMA TopDrawer will open.)

TopDrawer (FOR Test) - Save Document As |z|@@

Cocurnent Marne

Create Within Folder

[ Create TRIM Record Mow

o]

Cancel ‘ Dataset | Lacal | Help

= |

A

4. Type: First Document - Your Name in the Document Name box.

5. Click OK to save the document into TopDrawer.

6. Close the document in Word and leave Word open. TopDrawer will also close once the

document has been saved.

4.6.2 Opening a Document in TopDrawer

TopDrawer can be accessed from the (ODMA) application’s Open function. For example:

A. Select File|Open within Word, TopDrawer will appear.

B. Highlight the document you wish to open and click OK, or,

C. Double-click on a document to open it.

Repeat the above process to open other documents in your TopDrawer.

Once a document is saved in TopDrawer, all subsequent changes to the document will be
saved to TopDrawer if you use the Save function. The Save As function will save the
document as a new Draft Document in TopDrawer. The document should be given a new
filename and it will be treated as a separate document and eventually as a new record when it

is checked into TRIM.

Exercises
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Exercise 1 Opening a Document in TopDrawer

This exercise will demonstrate how to open a document in TopDrawer.

1. Click File|Open from the Menu in Microsoft Word. TopDrawer will open and the newly
created document will be displayed. The document will be highlighted if this is the only
one listed in TopDrawer. Notice that the File Status is Draft. This means that this
document is not an official record in TRIM until it is checked in.

TopDrawer - All Documents

J File Edit Wiew Search Trays Help

ERIEEEE R e e

Lock In

Docurments

| 4

Document Title # Type Fil= Status I odified Created Athor
i Fi : . il
Getting TRIM icrozoft Word ... Original 27102004 220 X 271072004 205 P Fredawilzon
@ Managing TRIM Microsoft "word ... Drraft 271042004 21,0 195KB  27A10/200412:17 ..
@ Staying TRIM Microsoftword .. {77 Draft 2710/2004 20.. 195KB  27M0/200412:16 ..
<]

2. Click OK to open the highlighted document in Word. The document should look similar
to the sreenprint below:

il First Document - Freda - Microsoft Word

i

! File Edit  Wiew Insert  Format  Tools  Table  window  Help Type a question for help =) X
NEEHRS SRIYRA(R2@B|v-(®O itmstwromn ~12 <[ B I U (S[E(EE ¢
El e L LN S L LR |

This is my first document.

3. Close the document without making any changes and exit from Word.

4.6.3 Checking In a Draft Document
Checking in a Draft document from TopDrawer is a quick and easy process.

A. Open Standalone TopDrawer, highlight the Draft Document you wish to Check In

and click the b4 Check In button on the toolbar. A connection will be made to the
TRIM database and the following Record Type Dialogue box will appear:
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&

Select From Record Types - All {All Creatable Electronic) - 2 Record Types Fo... |Z|@E|

Record Tupes ]

Mame
[R] H - INFORMATION MANAGEMENT GROUF DOCUMEMT [HIS)
B H-RESOURCE TEMURE & ENGIMEERING DOCUMEMNT [HIS) Electronic Records Only @

@ Home Location

<

Hame Location

M ame H - INFORMATION MANAGEMENT GROUP DOCUMENT [HIS)
Owner Location HIS - Infarmation tanagement Group

0K | Cancel | Help

Y

These two
fields are
Mandatory.

B. Click OK to accept the record type upon which the record will be based. The
following Record Entry Form will appear:
Bl New Record DOCUMENT Ofx
General l Related Records |
Title [Free Test Part) First Diocument - Freda
¥
File ARCS5-01735-20/1044A i}

v Enclozed?

C. Enter the details on the Record Entry Form and click OK.

The document has now been registered in TRIM and will disappear from TopDrawer.
Once checked in, updates to this document can only be made by checking the

document out of the TRIM repository to TopDrawer, a Windows Folder Queue or to a
Local/LAN directory.

Exercises

\ Exercise 1

Check In a Draft Document from TopDrawer

This exercise will demonstrate how to Check In a draft document from TopDrawer.

1. Make sure you have closed out of Word.

2. Launch TopDrawer it

from the Desktop or Quick Launch Bar.
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3. Highlight the newly created document, First Document - Your Name.

For example:

TopDrawer - All Documents

J File Edit Wiew Search Trays Help

R EER R - IR
Lock In Documents

Document Titls #

" | &

Created

Modified
]| First Document - Freda il 270420

dord ... 2710/ 34 k3
271042004 220 195KB 27A10/2004 205 PM FredaWilson

Getting TRIM Microsoft word .. [
] Managing TRIM Micrasoft word . % 27000421, 195KB  27/10/2004 1217 .
B Staying TRIM Micrasoft Word . 7ND200420.. 135KE  27/10/2004 1216 .

Ly o

4. Click the Check In 4 button on the toolbar in TopDrawer.

5. Click OK to create a new Document record type and open the New Record Data Entry
Form.

6. The Free Text Title will be populated with the filename that you saved the document
under. This title can be edited if you want to change the name to something more
descriptive or meaningful.

7. You now need to select a folder into which this document will be filed. Click the

KwikSelect @ folder button to search for the container (folder) where this document will
be placed. Choose a folder from the list in the My Containers tray and click OK.

8. Click OK to create the record in TRIM.

9. The document will be removed from TopDrawer once it has been checked into TRIM.

4.6.4 Browse Classifications

TRIM provides a Classifications button that makes it easy to search for a specific
classification when checking in a document to TRIM from TopDrawer. You may need to
look for a specific folder that is not in the "My Containers' tray when choosing a container for
a document. The Classifications List will show any records that have been classified against
a specific classification.

A. Click the KwikSelect folder on the Document Record Entry Form:
You will see the following screen if there are no folders in the ‘My Containers’ tray,
in which case you will need to search for the folder.
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Select From My Containers - No Records Found

a3 [:l‘ Record Mumber | Retrieval Code | Title (Free Text Park)
@ Mo Records found,
el Press F7 to refine your search criteria,

My Containers

€

Classifications

Search

Favarite Records

oK I Cancel | [ew | Help

B. Press [F7] to open the ‘Select from Classifications’ dialogue box.

C. Click the Classifications button on the left bar to list the classifications on the screen.

Select From Classifications - Top Levels - 2 Classifications Found

i Classification Details | Record Details
b =
T

+- [y FOR-: 881261
My Conkainers

€

Classifications
A Mumber ARCS-
@ Name 100001
e Record Security | Standard
i Classification Title | 100001

Favorite Records

K | Cancel | Mew | Help

4

D. You can now search the classifications list for an appropriate container in which to
file the document or, request that a folder be created for you.

4.6.5 Checking out a Document to TopDrawer

In order to check out a document from TRIM to TopDrawer, you must first find the document
in TRIM. To do this,
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A. Click the l Find Records button on the toolbar in TopDrawer

A connection will be made to TRIM and a dialogue box similar to the following will

appear:
Find Reconds |Z|E] E|
Search l Sort ] Filtes ]

Search By [Title: ' ord - | @
Equal Ta v ||
Curent Selection

i i Mew Inzert | | | Reset

"in Title
0K | Cancel | Open | Help

A

Note: The Find Records search screen will be based on the last type of search performed. In
the example above, a Title Word search was last invoked. The search method can be

changed to reflect the type of search to be performed.

B. Select the search method you wish to use.

C. Insert the appropriate Search Value and click OK to begin the search.

D. The search results screen will display all records that match your search criteria. If
the search does not locate the document you were searching, or the result list is too
long, click the Refine button or press [F7] to refine the search. For example:
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Records - “FREDA™ in Title - 4 Records Found

Records I

+’|_Record Number | Retieval Code | Title [Free Text Part] | Date Created [Opered) (@, Rstention Schedule
[ FOR-23060-20/06403F DVAD40001  FREDA ELSIE BARBARA KELLS 01/05/2003 50 07Y 5R 50 07 SR
[ FOR-166B0-20/04781F RECO233 FRED  FREDA LAKE RECREATION 5ITE 15/01.1581 50 NIL DE 50 HIL DE
@ DE304F First Document - Freda

Second Document - Freda

< >
Assignee In Container [Folder/Box) 'RCS-01730-04/104F" since August 17, 2005 at 2:32 PM. At Home Location: Electronic Records Only -~
Date Created [Opened] | Awgust 17, 2005 at 2:30 PM

Date Registered August 17, 2005 at 2:32 PM

Notes

Record Number DE205F

Title Second Document - Freda

Creatar Freda ‘wWikson v

Cloze Check Out | Super Copy | Refine ‘ View | Help |/

A

E. Once the results are displayed, highlight the record or tag a group of records that
need to be checked out. The View button will allow you to view a document to
ensure that it is the correct one. The TRIM Viewer function will only display the
currently highlighted record.

F. Choose either Check Out or, Super Copy.

Check Out

This option allows you to check the document out of TRIM and into TopDrawer and
will appear as an Original Document that can be opened and edited. When it is
checked back into TRIM, it will be checked in under the same Record Number.

Super Copy

This option will allow you to make a copy of the electronic document. A copy of
document is added to TopDrawer with the Status of Draft Document. This copy can
then be modified and registered in TRIM only as a new record.

G. Click Close and the document will be added to your TopDrawer.

Note: A super copy of a record cannot be checked in under the previous record
number. TRIM will only permit it to be checked in as a new record.

Only the current revision of a document can be checked out and updated. A
document can only be Checked Out by one person at a time. Other users will
still have access to the current revision of the document in the Document Store
(TRIM repository), however, they cannot view the changes to the document in
your TopDrawer, until it is checked back into TRIM.

A document cannot be checked out to TopDrawer if:
It is not an electronic document.

The document is already Checked Out by another user.

The Document is marked as Final.
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e Access Control has been placed on the document and you do not have rights
to view the metadata or the document or modify the document.

Exercises
\ Exercise 1 Check Out a Document to TopDrawer

This exercise will demonstrate how to Check Out a document to TopDrawer.

1. Launch TopDrawer =22 from the Desktop or Quick Launch Bar.

S5

2. Click the ——~_ Find Records button on the toolbar in TopDrawer to search for the record
just checked into TRIM.
3. Choose Title Word as the Search Method. If a different search method appears, click the

KwikSelect @ button and choose Title Word from the Word Searches category.

Find Records

Search | sont | Fiter |

Search By Title Ww'ard - [

Equal Ta - |

Current S election
f'“ i MHew Inzert | | | | Beset

"in Title

0K | Cancel Open Help |
Y

4. Type First in the Equal To field.

5. Click OK to search for the newly created record in TRIM. The search results screen will
display those records matching the search criteria. In this case, it will display all records
containing your first name in the Title.

Records - "FREDA™ in Title - 4 Records Found |z||E|rg|
Recards l
\/| Record Number | Retieval Code | Title [Free Text Part) D ate Created [Dpened) |% Retention 5chedule
([ FOR-23080-20/06403F Dy 04 0001 FRED ELSIE BARBARA KELLS 01/08/2003 5007 5R 50 07 SR
(1 FOR-16650-20/04751F RECO293FRED FREDA LAKE RECREATION SITE 150141931 SOMILDE 50 MILDE
@ DE304F First Document - Freda 27/10/2004 at 346 PM
] F Second Document - Freda PH
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6. Highlight the document you created and click the Check Out button at the bottom of the
search results screen. You will see a dialogue box advising that the document attached to
this record has been checked out to TopDrawer.

7. Click OK to close this message.

8. Click Close to exit from the search results screen.

9. Switch to TopDrawer to see the document just checked out.
Notice that the File Status is Original.

TopDrawer - All Documents

S b

Look In

File Edit Wiew Search Trays Help Favorite =

EB8k IR EEEEY- PR IAT R @
|Documents

| Dacument Title
i3H] First Document - Freda

R evizion
B/A14/2004 435 .. 2

File: Statusz

0.. [EHIINY Original

4.6.6 Modify an Original Document after Check Out to
TopDrawer
Once you have checked out a document from TRIM to TopDrawer you can make

changes to it and either save it again to TopDrawer for further editing, or check it back
into TRIM.

A.
B.

Open TopDrawer from the desktop.

Highlight the document you wish to edit and double-click to open the document
in Word.

Make the required changes to the document.
Save the document and close out of Word.

Switch to TopDrawer. Within a few seconds you should see the document in
TopDrawer with a File Status of Modified.

You can now check this document back into TRIM or leave it in TopDrawer for
further editing.

Exercises

\ Exercise 1

Modify an Original Document

This exercise will demonstrate how to modify an original document that has been checked out
to TopDrawer.

L.

Open TopDrawer from the desktop.
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2. Highlight the First Document - Your Name and double-click to open the
document in Word.

3. Go to a new line in the document and type: This is the first change to my
document.

58 First Document - Freda - Microsoft Word

£ Fle Edit Wiew Insert Format  Tools  Table Window  Help
DEEds8m SRV (=

% i e = L @ > % Times New Roman -

IR B R 3 T R NN - R

[This is my first document.

z This is the first change to this document.

4. Save the document and close out of Word.

5. Switch to TopDrawer. Within a few seconds you should see the document in
TopDrawer with a File Status of Modified.

TopDrawer - All Documents

File Edit View Search Trays Help Favorite =

S bd | EE g E W aHIFRY ¢SS &
Look 1n | Documents

+| Document Title Container MNumber File Status todified Revision
calll First Docurnent - Freda 4 .. [EB]E] Madified 6/14/2004 435 ...

The document can now be checked back into TRIM.

4.6.7 Checking In a Modified TRIM Document
Again, TRIM makes this an easy process when using TopDrawer.

A. From TopDrawer, select the Modified document you wish to Check In and click

the Check In *# button on the toolbar.
B. A connection will be made to TRIM and the Check In Dialogue box will appear:
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Check In - D6304F 3

Check In lnction ] Access ]
Title
First Documnent - Freda

Return Type

" Replace Current Revision

(™ Discard Ary Modifications Made

Comments

[™ Keep document(s) checked out after check in complete

Ok | Cancel | Help |

1. Select the default of Make a New Revision and enter the appropriate
information on each tab and click OK. The Document is now checked back
into TRIM and the document is removed from TopDrawer.

ZX TopDrawer - All Documents

Fle Edt Wiew Search Trays Help

e =2 L HHBEY @
Look In [ Documents -
| Document Titls [ Tupe | File Status | Modiied | Size Created Authon

FOR Test | frivilson

Make a New Revision

This option will return your new revision of the document (the changes you made) to
the Electronic Store making it the current revision, whilst retaining any previous
revisions that exist.
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*| Revision 1
: — , (Original)
"| Checked out of TRIM = /=l 77 . Checked into TRIM
T — Current
Original Store Edited Document in ~ Revision
Document Document Electronic Store
Exercises
\ Exercise 1 Checking In a Modified Document

This exercise will demonstrate how to modify an original document that has been checked out
to TopDrawer.

1. You should be in TopDrawer.

2. Highlight the First Document - Your Name and click the Check In %% button
on the toolbar.

Select the default of Make a New Revision.
Add any appropriate information in the Comments field.
Click OK to check in the document to TRIM.

AR .

The document will be deleted from TopDrawer.

4.7 Searching for a Document Checked into TRIM

TRIM provides a host of ways to search for records. We will look at a couple of those
methods and later in the course you will learn more about TRIM’s search capabilities.

You can select the Search Method via the KwikSelect @ button or the Drop-down V¥ List.
The ‘Search By’ area is where you select the Search Method; that is, the TRIM field that you
wish to search across. The ‘Equal To’ field is where you enter the corresponding criteria that
the search must meet. Once you have selected the Search Method, TRIM will display the
appropriate search value options.

To search for a document that has been checked into TRIM follow the steps below:

You should be in TopDrawer.

A. Click the Find i button on the toolbar to search for the record you wish to check
out.

B. Choose the search method such as Title Word by clicking the KwikSelect @ button
in the Search By field and choosing Title Word from the Word Searches category.

Each time you choose a different type of search TRIM remembers and adds it to the
Drop-down V¥ list to be used for future searches. Initially this field is blank until you
conduct the first search.
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C. Enter the search criteria in the Equal To field.
D. Click OK to begin the search.

The Search Results screen will return all records that meet the search criteria and
which you have access to.

Records - "FREDA™ in Title - 4 Records Found

Records l
Fietrieval Code Title [Free Text Part]
) DAy 04 0001 FREDA ELSIE B2 4 KELLS S 0 R
(2 (1 FOR-16660-20/04781F  RECO293 FRED FREDA LAKE RECREATION SITE 18/0141981 SOMILDE SO NILDE
O DE304F First Diocurnent - Freda 27/10/2004 at 345 PM
(] @ DE205F Second Document - Freda 17/08/2005 at 2:30 Pt
£ >
Aszsignes At Home Location: HESAM - Business Solutions Branch - Records Management Centre since June 11, 2004
Date Opened May 1, 2003
Nate Renistered | lune 17 2004

E. Locate the record for which you were searching.

You could also have searched for records created by you, in which case you would
only see those records that you had registered in TRIM. You will learn how to do
this later in the Chapter on Searches.

»

F. Click the

at the top right of the window to close the Search Results screen.
Exercises
\ Exercise 1 Searching for a Document Checked into TRIM

This exercise will demonstrate how to search for a document that has been checked into
TRIM.

1. You should be in TopDrawer.

2. Click the Find i button on the toolbar to search for the First Document -
Your Name.

Select Title Word as the type of search.

Type: First in the Equal To field as the search criteria.
Click OK to begin the search.

Locate the record that you checked into TRIM.

N o kW

Close the search results window.

Now you will learn how to view the revision that you made to that record.

4.7.1 Viewing a Revision(s) to a Document in TRIM

TRIM keeps track of all saved revisions to a document and these can be viewed through the
properties of the record in TRIM.
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To view a revision to a document you must first search for the record in TRIM.

You should be in TopDrawer.

Click the Find i button on the toolbar to search for the record you wish to view.
Choose the search method by which you wish to search for the record.
Highlight the record in the search results screen and right-click.

Choose Properties from the shortcut menu.

o 0wy

Click on the Revisions Tab to bring it to the front. This tab is only available when a
revision(s) has been made to a document.

il Properties D6205F

Revision Nurnber Source D ate Modified

< >
Size 19968

[ ate Modified August 17, 2005 at 2:30 PM

Source TopDrawer on " 0354144.idir. bogo!

Document Type | Microsoft Word Document
Extension doc

ak. | Cancel | Help | ZI
)

As more revisions are made to a document and saved into TRIM they will be listed in the
order in which they were made.

F. Right-click on the revision you wish to view and choose View from the shortcut
menu. The document will display a read only version of the revision.
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ull Revision - TopDrawer on "W0354144.idir.bcgov' E|
Revizion \
Source: TopDirawer on "w03541 44 idir bogo
R evizion: 1
Maodified: 1740842005 at 2:30:09 PK
Size: 19968
Item Type: ticrogoft \Waord Document
Stare Mame: talN DOCUMENT STORE
Wit

Ok | Cancel | Help |

G. Exit from the document and click Cancel to close the Revision Dialogue Box.

H. Click Cancel to close out of the record Properties.

Note: If the User Configuration>Options have not been set to bypass the Viewer, then
the revision will open in the TRIM Viewer rather than read only in Word.

A. These settings can be set through TopDrawer from the Menu
File|Preferences>Options then click on the Viewer tab.

TRIM Context Options El
tdail ] Fanitz ] Frinter Adjustrments ] Dropped Files ] Dropped Folders ]
General ] Speling ] Fecord List Pane Wiger I Integration ] Stare Caching ]

Brypass Viewer for theze File Types

File Type | iew With | ~ Bemovs |

E EXE Azzociated Mpplication
Ink; Azzociated Mpplication Togals
@ ur Azzociated Mpplication
@) Hip Associated Application
G‘] ylale] Azzociated Mpplication
G‘] mEey Azzociated Mpplication
B mag Azzociated Mpplication

@ trs Azzociated Mpplication

@ xls Azzociated Mpplication

ﬂj hitiml Irtermet Explorer Plugin

éj kit Irtermet Explorer Plugin

@ = Irtermet Explorer Plugin w

|dod] Add

I™ Use an Intermet Explarer Plugin

[V Usge same viewer window when viewing electronic documents

when viewing mail meszages, and a Mative b ail Rendition existe, launch the M ative b ail
Application [ie. Outlook)

ok | Cancel | Getﬁlobal| Help |

B. Type: doc in the Bypass Viewer for this File Type and click the Add button.
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Exercises

‘ Exercise 1 Viewing a Revision to a Document in TRIM

This exercise will demonstrate how to modify an original document that has been checked out
to TopDrawer.

1. You should be in TopDrawer.

2. Click the Find i button on the toolbar to search for the First Document -
Your Name. You can use the Title Word search or, Date Registered as the
type of search. This is found by expanding the Dates Search Method.

Highlight the record in the search results screen and right-click.
4. Choose Properties from the shortcut menu.

5. Click on the Revisions Tab to bring it to the front. This tab is only available
when a revision(s) has been made to a document.

6. Right-click on the revision you wish to view and choose View from the
shortcut menu.

7. Close the TRIM Viewer to return to the Revisions Tab.

8. Click Cancel to close out of the record Properties.

4.8 Document Revisions in TRIM

The following information and diagrams show how TRIM handles document revisions.

4.8.1 Check In Tab

The Check In Tab presents different options when checking in a revised document to
TRIM.

Return Type

This Chapter of the Check In Tab allows you to choose what you want to happen with
your revised document when it is returned to the TRIM store. You can select from:
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Check In/- D6304F X

CheckIn wnction ] Access I

Title:
First Document - Freda

" Replace Current Revision

" Discard Any Modifications Made

Comments

[ Keep document(s) checked out after check in complete

(o4 Cancel | Help |

The following diagram shows how revisions are handled when checking in documents
to TRIM.

Make a New Revision
This option will return your new revision of the document (the changes you made) to
the Electronic Store making it the current revision, whilst retaining any previous
revisions that exist.

| Revision 1

(Original)

*| Checked out of TRIM |t

Current

Edited Documentin  Revision

Original Store
Document Electronic Store

Document

Replace Current Revision
This option will return your revision of the document (the changes you made) to the
Electronic Store and over-write the current revision in the Electronic Store.

Checked out of TRIM_ :| Checked into TRIM
Original Store Edited Document in
Document Document Electronic Store
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Discard any Modification Made (Document will not be modified)
This option will return the document to the Electronic Store, discarding any changes
you may have made.

|Checked out of TRIM (== 2 Z|Checked into TRIM |

Original Store Original Document in
Document Document Electronic Store
Note: The System Administrator may disable these options on Record Types.
Comments

This option allows you to make notes about any changes that you have made.
Information typed into the comments Chapter will be appended to the record’s Notes

Field.

Keep document(s) checked out after check in complete
This option will check the document into TRIM, and then check it back out to
TopDrawer, so you can continue to make edits.
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4.8.2 Action Tab

The Action tab allows you to modify the following information on the document(s) being
checked into TRIM.

Check In - D6304F 53

CheckIn Action lAccess]

Action Tracking

r [ poicios

Assignes

" Set
~

& Location (ARCS-01730-04/104F)

" Set ko Specified Location

-

Status
™ Declare this Record as Final
r

OF | Cancel | Help |

Action Tracking (Currently not being used by Ministry of Forests)

This field will only be active if you have a current action outstanding on the Document
being checked in.

e Complete Current Action
Check this box to complete or sign off the Current Action.

e View Actions

Click on the View Actions button if you wish to see the details of the Action attached
to the record.

Assignee

The Chapter of the Action Tab gives the user the opportunity to change the Assignee of
the record when it is checked in.

e Leaveasis

Select this option if the Assignee does not need changing.

e Setto Home Location

Select this option if the record is to be assigned to its Home Location.
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e Set to Next Action Location

This option would assign the record to the Location responsible for the next Action.
(This is part of the Action Tracking feature in TRIM.)

e Set to Specified Location

Select this option if the record needs to be assigned to a different Location to any of the
above options.

e Also apply Assignee change to the Container of this Record

This option would be selected if the record using the Action is in a Container and the
Container is being moved to the Assignee.

Status

The Status allows a Document to be made Final. This will prevent anyone from
checking the document out and making further changes.

e Declare this Record as Final

Check this box to make the record Final. A final document cannot be checked out of
TRIM to make any changes. Only a Super Copy of a Final document can be checked
out to TopDrawer. The Super Copy can only be checked back into TRIM as a New
Record.

e Remove all previous revisions of this document

When a document is made Final you can choose to delete all previous revisions from
the document.

Note: This decision would be based on internal document management policies
and procedures that should be established.
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4.8.3 Access Tab

The Access tab allows you to modify the current Security Level, add Caveats or apply Access
Controls to the document.

Note: A document that has undergone changes may also need to have its Security access
permissions modified.

Check In - D6304F

Check In ] Action  Access }

Active Caveats

X
=
e |
e |

Access Conkrols

| Access To | Dietails |
Wiew Document Miniztry of Forests [bazed on Record Type 'H - ...
Wiew Metadata Miniztry of Forests [baszed on Record Type 'H - ..
Update Document HBSRAM - Buziness Solutions Branch - Record
Update Record Metadata Miniztry Records Management Group & HIS -1...
Modify Record Access File Creatar - Ministry of Forests & Ministry Rec...
Destroy Record inistry Records Management Group [bazed o
Contribute Contents Everyone

Bypass Record Type access control references |

Everyone | Akainer (Folder,l’Bc| Private | Custom |

a1 | Cancel | Help |

Security Level

Use the dropdown list to select the correct Security Level if the record requires a
different Security Level.

e Active Caveats
Select from the available Caveats if the record needs to have additional
Caveats applied or alternatively remove Caveats if required.

Access Controls

e View Document

This Access Control setting allows you to determine who can view (see)
the electronic document that is attached to a record in TRIM.

e View Metadata

This Access Control setting allows you to determine who can see the
Metadata (TRIM information) for the record.

e Update Document

This option allows you to determine who will be able to check out the
document.
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e Update Record Metadata

This option allows you to determine who can modify the Metadata (TRIM
information) on this record.

e Modify Record Access

This Access Control setting allows you to determine who can modify the
Access Controls placed on the record.

e Destroy Record

This option allows you to determine who can delete this record, and its
electronic attachment, from TRIM.

4.8.4 Extracting a Revision

A Revision cannot be checked out of TRIM, however a copy can be extracted to a local
or network drive. To do this,

A. Find and select the record you wish to extract a revision from.
Right-click and select Properties.

L Records - "FREDA" in Title - 4 Records Found

Reoords ]
\/l Record Mumber | Retrieval Code | Title [Free Text Part] ‘ Date Create
(3 FOR-23060-20/06403F D, 04 0007 FRED ELSIE BARBARA KELLS 01/05/2003
RECO293FRED FREDA LAKE RECREATION SITE 15/011981
First Documert - Freda 27/10/2004
Docurm Tag &l
Unkag all
Invert All Tags
< Mew 3
Search 3
Aszignes In Container (Folder/Box] WRCS-01730-044104)  Mavigation b B at 232 PM. At Home Location: Ele
Date Created [Opened) | August 17, 2005 at 2:30 Pk —
[rate Registered August 17, 2005 at 232 Phd T
MNotes
Record Humber DE205F Details 4
Title: Second Document - Freda Locations L
Creator Freda wilson Relate 4
Authar Freda Wilson AuditfSecurity ¥
Addiesses jaiorfion '
Folder (] ARCS-D1730-04/104F: 100001 - TRa/MIN|  EIEEErOnic " | GENERAL - EMPLOYEE ORIENT
Send To 3
Enclosed? es External Link  »
Cobannsl 1T
Remove From b
|: gil Super Copy Refi
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B. Click on the Revision tab. All revisions attached to the record will be listed.

i Properties D6205F

< >
Size 19968

[ate Modified August 17, 2005 at 2:49 P

Source TopDrawer on "w0354144.idir bogoy'

Document Type | Microzoft Word Document
Extenzion doc

0K | Cancel | Help | él

C. Highlight the revision, right-click and select Extract.

3l Properties D6205F

Related Hecords] Maotes ] Fiecord Actions | Electroric | Renditions  Revisions ] Eontacts] Atz 4| >

| Revigion Murnber | Source | D ate Modified
2 TopDrawer on "WO3B4 dd.dirk...  17/08/2005 at 2:49 P

1 TopDrawer on

E: t
Print Document

Remove Revision

Properties >
Size 19968
D ate Modified August 17, 2005 at 2:49 P
Source TopDrawer on "w0354144 idir. begow!
Document Type | Microsaft Word Document
Extersion doc

QK | Cancel | Help | él
)

The following dialogue box will appear and a default path will be displayed that
points to the user's default directory, usually My Documents on either a local or LAN
drive:
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ol Extract Electronic Document - TopDrawer on "W03541... rz|

Output File l

Destination to extract document to

Path to
destination
directory.

. C:ADocuments and Settings\frwilsoniMy Documents \ﬂ

/‘;

Save
Button

Torm
»

|C:1Ducuments and SettingsifrwilsoniMy DocumentsiSecond DovoTent

- Freda(rev 1).doc

Launch &zzociated Apphication T

|
i (1] | Cancel

| Help

D. The Launch Application Check Box (if checked) will open the authoring application

and the document.

E. Click OK to extract the document. The following dialogue box shows the document

has been extracted to My Documents:

TopDrawer

i Revision 'TopDrawer on "W0354144.idir.bcgov” extracted to ' Documents and Setkings)Frwilsont iy
DocurnentsiSecond Document: - Fredairey 1).doc’

To extract the revision to TopDrawer:

F. Highlight the path that appears in the ‘Destination to extract document to’ field and
press the Delete key on the keyboard to clear this entry.

=l Extract Electronic Document - TopDrawer on ‘"W03541... E]

Output File l

Destination to extract document to

Launch Associated Application [

] | Cancel

Help

G. Click OK to extract the revision to TopDrawer. You will see a dialogue box similar

to the following:
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Feevision ‘TopDrawer on "W0354 144 idir, brgoy” extracted to ' \Documents and Settingsifrwilson'My DocumentsiMy
TopDrawer (0330100001 - TRAINIMNG AMD DEVELOPMEMT SEMERAL ~ TRIM Orientation!Second Document -

\!‘)

Fredafrew 13(3).doc’

H. In the below example the document has been extracted to TopDrawer.

TopDrawer - All Documents

File Edit Miew Search Trays Help

S| EEE[ WERHEIBEH| LS @
Loak In | Documents j
+| Document Title File Status todified Created
i Cvait

FOR. Test | Frwilson

You can revise the document and check it into TRIM, but only as a new record. The
original revision still exists in the record from where it was extracted. The
screenprint below shows the new record created from the modified revision.

Records - Date Registered is on '6/17/2004" - 2 Records Found

Records }

| Full Classification Number (@8 Container | Title | CaseFieC... | Event

| Event Date |

O 4R

Fecoids Api21
ised Do

|| Record Humber
—‘J-.D o
Y0

K

ent - Freda

Active
Fievised Document - Freda

Disposition

Title (Free Text Part]
Title [Structured Part)
Assignes

Date Created

Date Registered

At Home Location: ARCS-01735-20/104&: Freda \Wikson since Thursday, June 17, 2004 at 17:26 A
Thursday, June 17, 2004 at 10:59 4M
Thursday, June 17, 2004 at 11:26 AM

Notes This was a modification to an extracted rewision to First Document - Freda, Record Number D218044,

Creator [& Fredawilson

Authar [@ Freda ‘wilsan

Addressee

File [ ARCS-01735-20/1044; 100001 - TRANING 4ND DEVELOPMENT: COURSES - Course development case files - Test Document - Freda
Enclosed? ‘es

External ID

Checked Out Path
Checked Out To

bl

Close

Check Oul | Super Copy Refine View

4.8.5 Printing a Revision
A Revision can be printed as follows:

1. Find and select the record in which you wish to print a revision from.
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2. Right-click and select Properties.

Click on the Revisions tab. All revisions attached to the record will be listed.

4. Highlight the revision, right-click and select Print Document.

il Properties D6105F

1

TopDrawer on W3

<

Wigw
Extract
Print Document

Properties

¥
Size 4152832
Date Modified August 17, 2005 at 2:06 PM
Source TopDrawer on "W0354144.idir. begoy'
Document Type | Micrazoft Ward Docurent
Extension doc

0K | Cancel Help | A

4.8.6 Promoting a Revision

A Revision can be promoted to become the current Revision of the document. The
diagram below shows what happens when a revision is promoted.

Note: An End User can only promote revisions to document records that they have
created. An End User does not have permission to promote a revision to a record that
they did not create. This can be done by an Information Worker, Information Manager

or Administrator.
—_: Promote

Current — Revision 2

Revision — &= —::-_ - q

Revision 2 =1 : Revision 3

Revision 1 Revision 2

(Original) Revision 1
(Original)

In the above diagram, Revision Two has been selected for Promotion. TRIM takes a copy of
Revision Two and makes it the current revision. The previous current Revision has been
demoted to Revision Three. There are now a total of four revisions of this document.
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To promote a revision

A. Search for the record, which contains the Revision you wish to promote.

B. In the Search Results window, right-click on the record and select Electronic >
Promote Revision. The Promote Previous Revision Dialogue Box will be
displayed.

X Records - Record Number is ‘D6205F" - 1 Record Found

Recards 1

+’|(3| Record Humber Fietrieval Code Title [Free Text Part] Date Created (Opened) | Aetention Schedule | Date Due for Destuction
[ =] Tag al ent - Freda ol
Untag all
Invert All Tags
New L3
Search 3
Mavigation »
Yiew
Aszighee I Container [Folder/Bax] Edit since August 17, 2005 at 2232 PM. At Home Location: Electronic Recaords Only ~
Date Created [Opened) | August 17, 2005 at 2230 pepails »
Date Registered August 17, 2000 2t 232 |ocations 3
Nates Relate 3
Record Murnber DE205F Classify 4
Title: Second Document - Freg  Audit/Security ¥
Creator [@ Freda'Wison wWarkFlow 3
Athar [& Fredawikon 4 CheckOut
Addresses o L
Folder [ ARCS-M730.0410:  Externallink ¥ Final - EMPLOYEE ORIENTATION - TRIM Orientation
Erelee=sl Yes Remave From Remave
Estemal ID Fropertics Remave Previous Revision L
Checked Dut Path T st 3
- - Print Document —

Cloze Check Out Super Copy Refine Wiew Help

C. Select the Revision you wish to promote and click OK.

Promote Previous Revision - D6205F

Revizionz l

Fevizion Mumnber
LTE.‘ 2 TopDrawer on "W0354144.idir.b... 0
@ 1 TopDrawer on W0354144dir b, 17/08/2005 at 230

| #
d

0k | Cancel Help | y

D. Double-click the record to view the current version of the document.
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7% D6205F: Second Document - Freda - TRIM Document Viewer

Eile Search Help

Sm|a B 00 BED

=

Second Docurent — Freda

This iz a new line.

E. Close the document from Word.

F. Select the Revisions tab in the Properties of the document to see that another
revision has been added.

=l Properties D6205F

2
1 TopDrawer on 0354144 idir b 17/08/2005 at 2:30 P

< | &
Size 24084

D ate Modified August 25, 2005 at 10:39 A

Source TopDrawer on "WWO3557 75, idir bogos'

Document Type | Microsoft Word Document

Extension pac

0K | Cancel Help

G. Click OK to close out of the record properties screen.
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4.9 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 are the different types of TopDrawer available?

2. How do you set the Default Dataset in TopDrawer?

3. Explain the difference in File Status of Draft, Modified and Original documents
in TopDrawer.

4. How does the ODMA TopDrawer differ from the Standalone version?

5. What is the Look In Bar?

6. All TopDrawer components have the same functionality.
a. True

b. False
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4.10 Summary

In this Chapter you learned:
1. About TopDrawer
2. How to save draft Word documents into TopDrawer.
3. How to file electronic documents into TRIM using TopDrawer.

You should be able to save and file electronic documents from TopDrawer into TRIM.

Page 4-42 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 5.2.4. 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.



Filing Electronic Documents using TopDrawer

EDS Canada Inc. Page 4-43

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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.






Desktop

5. Desktop

5.1 Objectives

In this Chapter you will learn:
1. What is the TRIM Desktop
2. How to launch the Desktop
3. The Desktop functions

Following completion of this Chapter you will be able to launch and use the TRIM
Desktop component. You will also be able to test your knowledge of this topic by
answering the questions at the end of this chapter.

5.2 What is the TRIM Desktop?

Desktop is the module in TRIM that allows users to access the search and edit functions of
TRIM without having to log into TRIM Context or TopDrawer. It is ideally suited for access
to documents for quick modifications, not for full management of records or long-term
modification of documents. For these functions, either TopDrawer or Context are more
appropriate.

Within Desktop, users can search for records and open them for editing regardless of the
native application, provided it is available on their desktop. The processes of Check Out and
Check In are done automatically, providing easy access to documents.

All records are managed by TRIM and are stored in the TRIM electronic store. TRIM
Context maintains revision and version control over any documents accessed through
Desktop.
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Double-click the Desktop

=3
Recent Documents
&
In Tray
€
b
Classifications
&
My Containers
2%
Favorite Records

S

Search

E Recent Documents - 2 Records Found

ALH|OEEH X@

5.3 How to Launch the TRIM Desktop?

-
=
E

=il

icon on your desktop to launch this component.

(1| Record Number

Retrieval Code

Title (Free Text Part)

Date Created [Opened
Date Registered
Nokes

Record Number
Title:

Creatar

Author

Addiesses

Faldzr

Encloged?
Extemal ID
Checked Out Path
Checked Out To

7] DE304F First Document - Freda !
(] DEZ0SF Second Document, - Freda 17062005 at 2:30 PM
Aszsignee In Container [Folder/Box] 'ARCS-0M730-04104F" since Dotober 27, 2004 at 4:14 PM. At Home Location: Electronic Records Only

Octaber 27, 2004 at 246 PM
October 27, 2004 at 4:14 PM

DE304F

First Document - Freda
Freda ‘wikon
Freda wilson

[ ARCS-01730-04/104F: 100001 - TRAINING AND DEVELOPMENT: GEMERAL - EMPLOYEE ORIENTATION - TRIM Orientation
es

| Propetties | _Preview | Revision

Dataset: FOR Test - Lsar : Frwilson él

When the Desktop is launched from the Quick Launch Bar or desktop for the first
time the search window will display No Records found. Press F7 to refine your

search criteria. Press [F7] to select the type of search you wish to conduct.

This component of TRIM displays three tabs at the bottom left of the window.
Clicking on the Properties tab will display the properties of the record. Clicking on
the Preview tab will display the document in non-edit mode and clicking on the
Revision tab will display any revisions that have been made to the document.

{w ) Lreatar |&] Fredawilzon
el Authar Freda Wilson
My Containers

Addressee
@I\l Falder (7 ARCS-01730-04/104F: 100007 - TRAIMING AND DEVELOPMENT: GEMERAL - EMPLOYEE ORIENTATION - TRIM Orientation
\,,}é, Enclozed? ‘es

Farvotite Records Extemndl ID

Che
@ Thecked Out Ta
B
Search

Dataset: FOR Test - User : frwison /A

5.4 Specifying the Dataset

When multiple TRIM datasets are used, each one will have its own instance of Desktop. The
dataset can not be changed from within the Desktop module, therefore to change datasets you
must exit and restart Desktop while holding down the shift key. This will invoke the “Select
Dataset” dialogue box where you can then select the desired dataset. If Desktop is launched
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without the shift key, the default dataset specified in TRIM Context will automatically be
used. If no default is specified, the “Select Dataset” dialogue box will always be presented.

5.5 How Things Look in TRIM Desktop™

5.5.1 Title Bar

The Title Bar indicates which window or dialogue box you have opened. If a filter has been
applied, this will be indicated by the word “Filtered” in the description. The Title Bar will
also display the number of items in a list.

5.6 Desktop Toolbars

TRIM Desktop has a limited Toolbar located across the top and a Shortcuts Bar
positioned at the left side of the Desktop window.

When the Desktop is launched from the Quick Launch Bar or desktop for the first time
the search window will display No Records found. Press F7 to refine your search
criteria. Press [F7] to select the type of search you wish to conduct.

5.6.1 Top Toolbar

The following is a description of the icons on the Top Toolbar.

) ] Remove
Previous Next Edit Create New Previous
Search Electronic Container Revision of
Document [CtrI+Shift+C] current
[Ctrl+O] L—1 Record

- N fmd&r_uuguf/‘/ JJ@1
! e

-

] faesit Doe = s

< O EE | 3¢ &1 Help (F1)
.G N
\/|[:|| Record Mumber \ ] Title [ Date Created

"‘ i
; o Records Found.

Press F7 to refine yolr search cliteria.

Recent Documents

Options
[CtrI+Shift+O]

- : Show Previous
Show Viewpane Show Preview Revision
[Ctrl+Shift+R] [Ctri+Shift+P] [CtrI+Shift+N]
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5.6.2 Toolbar

The Toolbar contains buttons that represent the most commonly used functions. This toolbar
is supplemented by both the Shortcuts Toolbar (on the left of the screen) and by the right-
click menu available in the View Pane.

Previous Search
This button allows you to go back to previous searches performed during the active session.

Next Search

This button allows you to go forward to searches performed after the currently displayed
search.

Edit

When a document is highlighted, selecting this button automatically launches the associated
application allowing for edits to be made. This will automatically “check out” the document
from TRIM and, when the application is closed, will check it back in as a new Revision or as
a replacement, depending on the configuration settings. The actual check-in occurs when the
document is closed and the Refresh button (F5) is pressed in Desktop or when Desktop is
closed. If the Desktop module is closed while documents are still open, a warning message is
displayed to the user advising that the document must be manually checked in at a later time.

Create New Container
This button allows you to create a new container to attach a document to.

Remove Previous Revision of current Record

This button allows you to delete the previous revision of the currently selected electronic
document.

Show Viewpane
This button is an alternate method of selecting the Properties tab in the View Pane.

Show Preview
This button is an alternate method of selecting the Preview tab in the View Pane.

Show Previous Revision
This button is an alternate method of selecting the Revision tab in the View Pane.

Options
This button allows you to display and modify your User Configuration Options.
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5.6.3 Shortcuts Bar

The Shortcuts Bar provides several methods to find your records or documents and assigned
activities quickly and easily.

taHecentiocimentsSg

Displays documents you have recently accessed.

} k/

Recent Documents

@ ] Displays records or documents assigned to the logged in

In Tray

& Displays the Classification Plan hierarchy that you can
h -
BT navigate through to locate records or documents.

A

@

My Conkainers

A

Display folders/containers that the logged in user has

PR |

52 . . _

Favorite Records Contains documents or records that the logged in user has
@ placed in their Favorite Records Tray.
-

Displays the Search screen and the last search method used.

5.6.4 View Pane Tabs

The View Pane displays specific information about the currently highlighted item. Within
Desktop there are three options for this view.

{w } Ligatar @] FredaWilzon
i C\;;t;ners Autthor [ Freda‘wizon
Addressee
@ Folder (7 ARCS-01730-04/104F: 100001 - TRAIMING AND DEVELOPMENT: GEMERAL - EMPLOYEE ORIENTATION - TRIM Orientation
.\_,’(é. Enclosed? Yes
Favorie Records Euten

Checked Out Path

@;} Checked Dut To
-

Search
" Properties |_Preview Rv
Dataset: FOR Test - User : frwison /A

Properties

This tab displays the metadata for the selected item. The fields are user selected and are
accessed using the right-click menu in the View Pane. Following is an example of some of
the fields that can be displayed in Desktop.
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Preview
This tab allows you to view the document without having to launch its native application.

Revision

This tab allows you to view the most recent version of the document prior to the last changes.
If no revisions have been made, the message states that no previous revisions exist.

5.6.5 Status Bar

The Status Bar displays the name of the dataset you are connected to and the name of the user
logged in.

5.6.6 Right-Click Menu

The Right-Click Menu can be used to perform all Desktop functions. Simply highlight a
record in the List Pane and right-click to open this menu.

i Sy Uy e =i - euyds Pl J_
: HEB|(x&
o /|[:|| Record Murmber | Tithe: ‘ Date Clost
o N anfiq options 3 at 1 !
{@} Q.j_, Tag Al I Config options 2, SRk il
v 0O |ﬂl Urieag Al t 20-2005 Team Status Report S/20/2005 at 4:11 PM
Recent Documents [ izert all Tags upational Health Study 4{04/2005 at 4:02 PM
&m0y Hiew v
o Search 3
In Tray Mavigation 3
rg@: 1 Vigw
! }
g Wigw In Mew Window
Classifications Edit
£ Deetails 3
E ey
LT B Locations 3
My Containers Classify L2
AuditfSecurity (3
= N
l,{g(u \ workflow
s [ Electronic 3 F 1
Favorite Records | sendTo & -
Assignee  External Link » Folder/Box) '00100-3041. 2005 (Louise Rauser)' since February 9, 2005 at 11:38 AM
@\ DateCre|  Remove From » 05 2t 11:37 &M
¢ }
oD DateFed  Reguest 205 &t 11:38 4M
Search Maotes
Propetties
R ECOIT Hrommmm————— A
Title: Uger Config options
Creatar Louise Rauser
Author Louise Rauser
Addresses
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5.7 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. Desktop allows you to search and edit records without having to log in to
TRIM Context or TopDrawer.

a. True

b. False

2. How do you set the Default Dataset in Desktop?

3. What is the purpose of the Shortcuts Toolbar?

4. What are the three different views available in the View Pane?
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5.8 Summary

In this Chapter you learned:
1. What is the TRIM Desktop
2. How to launch the Desktop
3. The Desktop functions

You should now be able to launch Desktop and use the available functions.
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6. E-MAIL AND TRIM

TRIM can integrate with Microsoft Outlook, which means that you can catalog your e-mails
directly from Microsoft Outlook.

6.1 Objectives

In this Chapter you will learn how to:
1. Integrate TRIM with Outlook.
2. Catalogue e-mail messages with and without attachments.
3. Send attachments to TopDrawer.

Following completion of this chapter, you will know how to integrate TRIM with
Outlook, catalogue e-mail messages and attachments and send attachments to
TopDrawer for editing. You will also be able to test your knowledge of this topic by
answering the questions at the end of this chapter.

6.2 Integrating TRIM with Outlook

To integrate TRIM with Outlook, navigate to the Integration tab via Tools > User
Configuration > Options.

TRIM Context
J File Edit Search | Tools Window Help
J D | H E @ Locations 3

workflow Templakes

§

Shortcuks

Favorites Record

Security

&

Retention

Recard
i Words Indexes

Reports

®

Physical Tracking
User Defined Fields

wiorkflows

©

Meetings

Locations
Paostal Codes

©

Classifications Context Administration

I

Customize. ..

Format Lisk Columns. ..

&

Kevboard Mapping. ..

L
il
o
@
=
=
tn
'}

Conkext Setting Ctrl+35hift+T

Language
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Ensure that the items checked are the same as those shown in the following screenprint:

TRIM Context Options g|

ail ] Fontz ] Printer Adjustments ] Dropped Files ] Dropped Folders ]
General ] Speling ] Record List Pane ] “iewwer Integration l Store Caching ]

¥ integrate TRIM with all DDMA-compliant applications
[ Use ODMA directly with TRIM
r

v Allow access toWindows File Open and Save Dislogs

Test

TRIM Contest can integrate with the following Mail Applications to allow you to more easily
catalog Mail Mezsages

¥ Integrate TRIM with Microsoft Outlook,
[ Integrate TRIM with Novell Groupiise
™

¥ Pravide the advanced TRIM menu when displaying Records within desktop applications

‘When creating Records from desktop applications, use the following Recard Type
[optional):

=)

[~ When checking in draft documents from TopDrawer, use advanced check in form

oK. | Cancel Get Global Help

6.3 Toolbar

When you start up Outlook, you will have four TRIM icons and a TRIM drop down menu on
your Outlook toolbar.

ot iE 5 5 TRM-

6.3.1 Catalog
o

Catalog the selected e-mail into TRIM Context. This option will allow you to Catalog the
e-mail and any attachments as a single record in TRIM. If no default Record Type has
been set up, select the record type required and click OK.

Fill in the entry form and click OK. TRIM will tell you the number of the record once
registered. Neither the e-mail nor the attachment can be modified afterwards.

6.3.2 Catalog Attachment(s) Only
14

Catalog the selected e-mail’s attachments into TRIM Context. Select this option when
you want to Catalog only the attachment(s) of the e-mail. The e-mail message itself is not
saved. This method will allow the newly created record to be Checked Out and modified
if required.
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6.3.3 Send Attachments to TopDrawer
b1

Send the selected e-mail’s attachments to your TopDrawer. This option is mainly used
when the attachment(s) needs to be opened and modified before cataloguing the record in
TRIM.

6.3.4 Search in TRIM
S

Find a record in TRIM Context. This option launches the Desktop and displays your
recent documents. From here you can search for records not listed.

E Recent Documents - 2 Records Found

AL.% 00EH | X&

Retrieval Cade Title {Free Text Part)

ument - Freda

&P

Recent Documents

ed) |, Retention Schedule
27 1
17j06[2005 at 2:30 PM

Second Document - Freda

Date Due For Destruct...

Seatch

Assignes
Date Created (Dpened)
Drate Registered

i Notes
Classifications Record Number DE304F
Y Title: First Document - Freda
@ Creator [ Freda'Wisan
i C\;;tainers Author [& Freda'wilson
Addresses
(?\) Folder (1] ARCS-01730-04104F: 100001 - TRAIMING AND DEVELOPMEMT: GENERAL - EMPLOYEE ORIENTATION - TRIM Origntation
[ .\_:é. Enclosed? Yes
Favarite Records External ID

Checked Out Path
Checked Out To

In Container [Folder/Box] ‘ARCS-01730-044104F" since October 27, 2004 at 4:14 PM. &t Home Location: Electronic Recards Only
October 27, 2004 at 346 PM
October 27, 2004 at 4:14 PM

1 Properties | _Preview | Revision

Dataset: FOR Test - User ¢ fruilson /J

6.3.5 TRIM Menu

This menu option provides functions to maintain your e-mail integration processes.

& Inbox - Microsoft Outlook

File Edit Yiew

Favorites  Tools

ElNew ~ S ["‘_," W Bereply €EReply to Al FF Forward

Actions  Help

—E
=

ot [E 5 S R~ |,
Mail Ttems 3
Current Folder: Inbox »
Cutlook Shortcuts
(@ S Find
ervice Desk Subie
Open TopDrawer
Cutloak Tl:ll:la’;." REl H EX TRIN
aettings. .. EX RE: I
‘ TF Manage... ¥ RE!E
Inbas " EX RE: ¢
= Cumrmings, Ann FOREY RE: "
P ) Beinhauer, Fred FOREX RE:
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6.3.6 Mail Items

There are several choices in how you can Catalog an e-mail and/or its
attachments into TRIM. Select the e-mail you wish to Catalog and from
the TRIM drop down list in the Outlook Toolbar select Mail Items, or click
on the appropriate icon on the toolbar.

6.3.7 Current Folder: <current folder>

If the current folder has not yet been linked to TRIM, the menu will display it as ‘Current
Folder: <current folder>" and will provide the option to create a link.

W MoF - Microsoft Outlook

File Edit \Miew Favorites Tools  Actions  Help
ElNew ~ & D_,'* K BgReply €5 Reply to Al W8 Forward %Sendeeg
o e ||TRA - |,
Mail [kems 3
<1 Back -
Current Folder: MaF » | _‘g Create Link... |!
Outlook, Shorkcuts
@Outlunk Toda (%( Find £: User Configuration Cplions
@Inbox E Open TopDrawer ension Corp Manual
) _ E: Communications E-Mail
@Calendar aettings... dex Concordance?
== .
o Contacts % Manage... .taul:hments per EDRMSITRIM traini
=g TNy, Cavidn, Frinting ColorBar labels
{EAMaF £ @ Young, David... Tips and Tricks one pager
n . £ @ Young, David... Searching One Pager

6.3.7.1 Create Link

A link can be created from the selected folder to a Container in TRIM. These
links can then be processed in bulk by using the Clear Backlogs option.

6.3.8 Linked Folder: <current folder>

If the folder has already been linked to a TRIM Container you can select from the following
options:
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& MoF - Microsoft Outlook

File Edit Wiew Faworites Tools  Actions  Help
Elnew ~ & Dj # Eoreply €HReply to Al G Forward E’:;Send,l'Regeive %ﬂ,
o S |[TRIM ¥ |
Mail kems 3
<1 Back. —
| Linked Faolder: MoF  » | [ Open Container (Falder/Box) ARCS-01
Cutlook Shorbcuts _
;3_ Clear Backlogs .ﬁ Clear Backlog
Cutlook Tod )
e lesl e % Find S Remove Link
EnInbox ﬁ Open TopDrawer L Properties...
% Calendar settings. .. dex Concordancez
o Carkacts % Manage... ttachments per EDRMSITRIM training reeting
= wroong;oEe o erinking ColorBar labels
“EaMoF [ @ %oung, David... Tips and Tricks one pager
- =y @ voung, David... Searching One Pager

6.3.8.1 Open Container
Opens the Container in TRIM.

6.3.8.2 Clear Backlog
Will process any e-mails in the Linked Folder.

6.3.8.3 Remove Link
Remove the current Link.

6.3.8.4 Properties
Shows the Properties of the created Link.

6.3.9 Clear Backlogs

All e-mails in all Linked Folders will be processed. You may also use the Manage menu
option to catalog e-mails in a selected folder or from all linked folders.

6.3.10 Find

Find a record in TRIM Context. This option launches a Search.

6.3.11 Open TopDrawer

TopDrawer can be opened from Outlook to give access to any documents currently in your
TopDrawer.

6.3.12 Settings

Settings allow for various defaults to be set. They include whether you want the data entry
form to be displayed, as well as default record type and default container. Select the
appropriate record type for your office.
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TRIM In Outlook Settings
Log File

Configuration for Dataset:

FOR Prod halfl™J
Defaults
Becard Type:
'H - INFORMATION MANAGEMENT GROUFP DOCUMEMNT [HIS] =)
LContainer:
<No Default> =

v Dizplay data entry form when cataloging messages

v Delete messages when cataloged in TRIM

Log file location;

H:ATRIM Data\TRIMA\Outlook\ContextMail-11042006.log 11

| Cancel Help

6.3.12.1 Configuration for Dataset

Use the KwikSelect to select the correct dataset if using multiple datasets. The
following Defaults can be set for the Dataset selected.

6.3.12.1.1 Defaults

6.3.12.1.1.1 Record Type

This is the default Record Type that will be used by each Linked
Folder that is set up. Leave blank if your Linked Folders need to use
different Record Types.

6.3.12.1.1.2 Container

This is the default Container that will be used by each Linked Folder
that is set up. Leave blank if your Linked Folders need to use a
different Container.

6.3.12.1.1.3 Display data entry form when cataloguing messages

Check this option if you wish to display the Record Entry Form for
each e-mail being processed, allowing you to enter metadata details
for the e-mail being catalogued. By not selecting this option, TRIM
will process the e-mails automatically with no input from the user.

6.3.12.1.1.4 Delete messages when cataloged in TRIM

Check this option if you wish e-mails to be deleted from the
Outlook folder once they have been catalogued into TRIM.
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6.3.12.1.2 Log file Location

The log file is stored on the local drive under the user’s Application Data path.
It is used to document the cataloguing process in Outlook and any configuration
changes such as changing datasets. To view the Log File:

A. Click the down arrow next to the TRIM Menu and choose Settings.

& Inbox - Microsoft Outlook

File Edit Wiew Fawaorites Tools  Actions Help
Euew » &S 0% X Gopeply SiReply to sl G Formard =5

o X 5 % |[rm-|,

Mail Ikemns 3

Current Folder: Inbox »
Cutlook Shorkcuts

@ Sk, Find

ﬁ Open TopDrawer

Ouklook, Tl:ldab." E TRIM
Setkings. .. Ex RE:
‘ T Manage... {EX RE: E
0 Ex RE: ¢
Inbox )
) Cummings, Ann FOREY RE: "
e ) Beinhauer, Fred FORIEX RE:

The TRIM in Outlook Settings dialogue box will open.
B. Click Log File at the top left of this screen

TRIM In Qutlook Settings
J Log File

FOR Test =]
Defaults
Record Type:
Mo Default> =

LContainer:

<Mo Default> =]

[ Dizplay data entry form when cataloging meszages

C. The Log File will open in Notepad
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B ContextMail-25082005. log - Notepad

File Edit Format Yiew Help

You can view the information entered in this file.

6.3.13 Manage

The Manage function allows you to catalog e-mails in a selected Outlook folder or all Linked
Folders you have crreated. You can also remove links or change the Properties from the
Manage function.

6.4 How to Create Linked Folders in Outlook

Linked Folders allow you to process e-mail simply and efficiently into TRIM Context. E-Mail
placed in this folder will be processed automatically according to the defaults setup for the
folder.
A. From the TRIM menu, select Manage which will display the Manage TRIM Linked
Folders dialogue box:

anage TRIM Linked Folders for FOR Test
TRIMLinks Configuration Help

Dutlook Folder | TRIM Record Type | TRIM Container (Folder/Box] | ShowDialog | Delete? [

New Linked Folder Ctrl+M

Export...
Import ]

Close

= T

From: Wilson, Freda FOR:EX [mailto:Freda.Wilsonfgems?.gov.bo.cal

B. Right-click and select New Linked Folder. A mail folders dialogue box will display
allowing you to select the folder from which you wish to process. If you do not wish
to use one of the displayed folders, click on New to create a new mail folder.
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©O) It is recommended that you do NOT link your Inbox to TRIM Context. If
you do, all the e-mail you receive will be processed into TRIM Context.

Once you have selected the folder, the TRIM Folder Properties dialogue box will display:

TRIM In Outlook Settings
Log File

Configuration for D ataget:

FOR Prod - | =
Defaults
Becord Type:
H - INFORMATION MANAGEMENT GROUP DOCUMENT [HIS] =]
Container:
<No Default> =)

Iv Dizplay data entry form when cataloging messages

[v Delete messages when cataloged in TRIM

Log file location:

H:ATRIM DatasTRIM\Outlook\ContextM ail-11042006.loq "]

| Cancel Help

Enter the following details:

6.4.1 TRIM Dataset
Specify the TRIM Dataset to be used.

6.4.2 Record Type

This field is mandatory. You may type in the Record Type name, use the drop
down list to select a Record Type (this list contains Record types you have used
previously), or use KwikSelect to select from the available Record Types.

6.4.3 Container

This field is mandatory. Use this field to set the container that ALL e-mails
processed from this folder will be contained within.

6.4.4 Display data entry form when cataloguing messages

Select this check box if you wish to display the entry form when processing e-
mails. This allows you to enter further details for the e-mail. Clearing this check
box will process the e-mails without displaying the entry form.
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6.4.5 Delete messages when cataloged in TRIM

The default is set to delete e-mail messages once they have been catalogued in
TRIM Context.

The following screenprint shows the default setting:

24 TRIM In Outlook Settings

Log File

Configuration for D ataset:

FOR Prod e
Defaults
Becord Type:
_.H - INFORMATION MANAGEMENT GROUFP DOCUMENT [HIS] &
Lontainer:
&

<MHo Default
v Displap data ntry form when cataloging messages

Iv Delete messages when cataloged in TRIM

Log file location:

[HATRIM Data\TRIMMDutlook\ContextMail-11042006.log 1

kK | Cancel Help

The Record Type and Container details will vary for each linked folder from Outlook.

Click OK to see the newly created Linked folder.

Manage TRIM Linked Folders for FOR Test
TRIM Links Configuration Help

Delete?

Outlook Folder TRIM Record Type TRIM Container [Folder/Box) Show Dialog
H - INFORMATION ... Al 0-04/104F - 1000071 - TRAINING .. ‘ez

You may now use TRIM In Outlook to catalog your mail messages.

6.5 Sending a TRIM Record via E-mail

In order to send a record to an email address, you must first define the correct
configuration of your email application within TRIM Context.
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J File Edit Search | Tools Window Help

J 0 | HE = Locations ,

I Shortouts

x

Favarites

Recent

5

Caontainers

Docurnents

WorkFlow Templates

5%

Record

Security

Retention

Words Indexes

Reports

Pheysical Tracking
User Defined Fields

Meetings

Postal Codes

Context Administration

b3

Format List Colurmns., ..,

Cusktomize, ..

keyboard Mapping...

Context Setting Chrl4+5hift+T

Language
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Mail tab
TRIM Context Options g|
General l Spelling I Record List Pane I Wigwer ] Integration ] Store Caching I
Alerts Mail l Fonts ] Frinter Adjustments ] Dropped Files ] Diopped Faolders ]

TRIM Context can send mail meszages using MAPIL. Enter Login
Information, and whether to uze anly Simple Mail Suppart:

Profile Mame

Password

[ Use Simple MAFI

v Send Records sing Context Mail Farm

0k | Cancel Get Global Help

Select your profile name and make sure the other items on this screen are checked or
unchecked as indicated on the screenprint above.

Once this configuration is complete, use the following steps to send a record to
someone from TRIM Context via e-mail using the Context mail form.

A. Find and select the record(s) you wish to send.

B. From the File Menu select Send To - Mail Recipient.
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E Recent Documents - 2 Records Found |
A% |DEE X9
= +'|(2| Record Number | Retrieval Code | Title (Free Text Part) | Cate Created (Opened) ‘k Retention Schedule | Date Due for Destruct
a" 0 DE3I04F First Document - Freda 27/10/2004 at 3:46 PM
S ment - Freda I
Recent Documents LEEIE
Untag all
@ Irweert all Tags
= Mew 3
MY Search 3
= Mavigation »
- Yiew
Classifications Edit
=3 Details »
@ Lacations »
My EorEr Assignes In Container [Folder/Box) ‘ARCS-01730-04/104F" since Auc  Relate » |. AtHome Location: Electronic Records Only
Date Created (Opened) | August 17, 2005 at 230 PM Classify »
o Date Registered August 17, 2008 at 2:32 PM AuditjSecurity  »
b Hotes Workflow 3
Favorite Records Record Mumber DE205F Electronic 4
™= Title Second Document - Freda L 3
(Gt @] Freds wison ExternalLink  »|  Make Reference
b Authar El Freda 'Wikson Remove From  » Frint Report
Search s = . Print Dacument
_Properties | Preview [ Revision | _TREES | FrnkMerse
web Publisher Clzer 1 Fro
Export 2ML
fecod e
ﬁ :‘- Favarites
;o;o st Add To Records Wark Tray
C. Insert the appropriate information within each tab (see details 1.5.1).
il Send) To Mail Recipient - D17054
Message ] Atachments | Metadata |
Recipients
(* Select from TRIM Locations Tao
™ Select from Mail &ddress Book
Cc
| &
Add'To' Add 'Cc'
Subject
|TF|IM <ORGANIZATION UMIT MAME; E.G., BRANCH: DOCUMENT : D17054 : mttt
0K | Cancel Help |
£
—
D. Click OK.
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6.5.1 Message Tab

If the simple MAPI option was selected during configuration, the Message tab will not
appear. The message send dialogue box for the e-mail type being used will appear after you
have filled in the Attachments and Metadata tabs and pressed OK.

@®  For more information about simple MAPI and why it is used see the Online
Help Administrator Guide - User Configuration - User Options - Message Tab.

i Sand Tio Mail Recipient - D6205F

Message l Altachments ] Metadata ]

Becipients
+ Select from TRIM Locations To |DavidYoung

" Select from Mail Address Book

P pdd e
Subject
|TF|IM H - INFORMATIOM MAMAGEMENT GROUP DOCUMENT (HIS) : DE205F : Second Docume

David here is the information you need.

Freda.

0K | Cancel Help

A

6.5.1.1 Select from TRIM Locations
Use this button to access e-mail addresses linked to Locations in TRIM.

6.5.1.2 Select from Mail Address Book
Use this button to access e-mail addresses in your Mail Address Book.

6.5.1.3 Recipients

You can choose to select an e-mail address from the TRIM Locations list, or from your Mail
Address Book. The KwikSelect can then be used to select the recipient’s name. If an e-mail
address is not in either list, you can type the address in the KwikSelect field. Press Add ‘To’
or the Add ‘Cc’ button to insert the recipient into the To or Cc area. The recipients can be
highlighted and removed via the Remove ‘To’ and Remove ‘Cc’ buttons.

6.5.1.4 Subject

Insert the subject or title of the e-mail.
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6.5.1.5 Message Text

Information that is entered in the large field below the Subject header will become the main
body of the e-mail message.

6.5.2 Attachments Tab

This tab allows you to specify what is to be sent.

@l Send To Mail Recipient - D6205F

Meszage Attachments l Metadata]

I™ Electronic Document

QK. I Cancel | Help | y

Z)

6.5.2.1 TRIM Record Reference

This will send a TRIM Record Reference for e-mail recipients to view the
document in TRIM.

6.5.2.2 Internet URL

This will send a URL for e-mail recipients to view the document through a web
browser.

6.5.2.3 Electronic Document
This will send a copy of the Electronic Document.

6.5.2.4 Electronic Renditions (only displays if applicable)
This will send a copy of the Rendition of the Electronic Document.

6.5.3 Metadata Tab

The Metadata tab allows you to select which metadata fields and data will be included in the
e-mail. Highlight the appropriate field in the Available fields list and press Add. The field
will appear in the Active fields list. The Up and Down buttons can be used to rearrange the
order of the Active fields list. Select an Active field and press Remove if you do not want it
included in the e-mail.
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zl|Send To Mail Recipient - D6205F

Message ] Attachments Metadata

Available fields

Items rS

Checked Out On

Checked Out Path fdd
Checked Out To

Agctive fields

Items

Iz in one or mare Holds
Record Mumnber
Full Clagsification Mumber

Fecord Clazsification Date Created [Opened)
5
Client ﬂ Creator

Conzsignment [&pplication]
Container [Folder/Box)
Contained Records
Contextiw/eb URL

C5: Declassify Details

C5: Declazzify On

C5: Downgrade Detailz

C5: Downgrade On

C5: Security Guide Entries
C5: Initial Security

C5: Last Reviewed By
C5: Most Recent Update

i

Lo |

wowww

+ Addto Message Body as Text
" Aftach to Message az a Separate Document

QK. | Cancel | Help |

The following options are available from this tab:
6.5.3.1.1 Add to Message Body as Text

This option inserts metadata in the e-mail message text.

6.5.3.1.2 Attach to Message as a Separate Document

This option will attach the metadata to the e-mail as a separate attachment (*.txt
document).
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2l Send To Mail Recipient - D6205F

Message] Attachments  Metadata

Ayailable fields Active fields

Itemns ”~ Items

Checked Qut On I3 i ane or more Holds
Checked Out Path Add Record Murmber
Checked Out To — Full Claszification Mumber
Date Created [Opened)
Creator

Record Clazsification
Clignt

Congignment [Application)
Contairer [Folder/B ox)
Contained Records
Contestweb LRL

C5: Declazsify Details
C5: Declazsify On

CS: Downgrade Detailz
CS: Downgrade On

C5: Securty Guide Entriss
CS: Initial Security

C5: Last Reviewed By
C5: Most Recent Update

Remove

J

T

o pdd to Message Body as Text

" Attach to Message as a Separate Document

] Cancel Help
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6.6 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. How do you integrate TRIM with Outlook?

2. E-mail messages and their attachments cannot be catalogued separately.
a. True

b. False

3. You must switch from Outlook to TRIM when searching for records.
a. True

b. False

4. What are the three ways to catalogue e-mails and/or their attachments?
(a)
(b)
(c)

5. What are Linked Folders?

6. Can you send a record via e-mail from within TRIM?
a. Yes

b. No

7. How do you change the TRIM dataset in Outlook?
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6.7 Summary

In this Chapter you learned how to:
1. Integrate TRIM with Outlook.
2. Catalogue e-mail messages with and without attachments.
3. Send attachments to TopDrawer.

You should now be able to integrate TRIM with Outlook, catalogue e-mail messages
and attachments as well as send attachments to TopDrawer.
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7. Printing Labels

TRIM Context provides the capability of printing a variety of reports, barcode labels and
consignment lists, etc. The application comes with a variety of default report layouts. Those
users with the appropriate permissions can also create their own report layouts. The data
printed on the reports comes from search results.

7.1 Objectives

In this Chapter you will learn:

1. How to use the Print Report function to print labels.
2. How to print labels with barcodes.

3. How to use the Skip Labels function.

Following completion of this chapter you will know how to print labels by searching
and tagging records and using the Print Report function.

7.2 Printing a Single Label

TRIM Context treats a label as a report, so we will use the Print Report function to print
a single label as well as multiple labels.

The basic steps for printing a label are:

A. Search for the record.

“7Records - “FREDA™ in Title - 4 Records Found E]@|E|
+"| Fecord Mumber Retrieval Code | Title [Free Test Part] Date Created (Opened] |, Retention Schedule
(3 FOR-23080-20/06403F D 04 0001 FRED ELSIE BARBARA KELLS 01/05/2003 5007 SR S0 07y SR
) S 15/ i) S
First Document - Freda 27A0/2004 at 346 P
Second Document - Freda 17./08/2008 at 2:30 P
< b3
Assignes At Home Location: HBSRM - Business Solutions Branch - Recaords Management Centie since June 17, 2004
Date Opened Janwary 15, 1981
Date Registered | June 17, 2004
Motes
Corvversion D ata:
GRMS STRUCTURE BD
GRMS LOCATION FORDEY
[IRMS Opened Date 15-JAN-1981
[IRMS Closed Date
GRMS File Clased Date
GRMS OFFSITECODE
[IRMS BOXMUMBEER
GORMS # OF SUPPLEMETARY O
GRMS YOLUME NUMBER 1
Record Mumber | FOR-18660-20/04781F
Title 881261 - USE MAMAGEMENT:FACILITIES:SITES & TRAILS - FS PROJECT:SITES/TRAILS/OTHER FACILITIES:LEGAL - FREDA LAKE RECREATION
SITE
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B. Highlight the record and click the Print Report 2 | icon on the toolbar to
print the report, or you can right-click the record and choose Send To> Print
Report from the shortcut menu.

Search Tools ‘Window Help _ )
12l 0B oo . 5880 .S

2 Records - “[AN0A" in Title - 4 Records Found

Fecord Mumbad Retrieval Code | Title [Free Test Part)
1 FOR-23050- D 04 0001 FREDA ELSIE BARBARA KELLS
FREDA LAKE RECREATION SITE
First Document - Freda

% Title Word

B DEI04F

@ DE205F Second Document - Freda

<

fgzignes At Home Location; HESRM - Business Solutions Branch - Records Management Centre since .
[ ate Opened Januayp 15,1351
D ate Reqgistered | June 17, 2004

MNaotes
Conversion D ata:
(FAMS STRUCTURE BD
QRMS LOCATION FORDEY
QRMS Opened Date 15-J4MN-1381
HRMS Clozed Date
(RS File Clozed D ate

[ARMS OFFSITECODE
MNREMS RN IMRFR

4. Highlight the appropriate Label Report Layout from the list of reports.

Report - Record : FOR-16660-20/04781F

Printing to - :
= Labels to Skip Print

| -

7
Optional Tille ™ Use Manual Feed:

| Cancel
_gew |

Available Reports
| Mame ~

¢ CULL REPORT

S CULL REFORT WITH DISPOSITICH
S INVENTORY

S INVENTORY (2)

S INVENTORY - SUMMARY

S LABEL v3

3¢ RECORD LABEL (INCL BARCODE

i
S S0 REVIEW i
S SUMMARY RECORD LABEL OX3 |
= I :
< I > i ; Help
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5. Click the Preview button to see how the label will look when printed.

File Help

0 x

G

FOR-16660-20/04781F |REC0293 FRED NON-OPR
FREDA LAKE RECREATION SITE

8B1261 - USE MANAGEMENT.FACILITES SITES & TRAILS - FS
PROJECT.SITESTRAILS/OTHER FACILITIES: LEGAL

Honre Location HESRM - Business Solutions Branch - Records Management Centre

SO MILDE

Ownerioeation HFP - Forest Practices Branch

DOzbe Ooened 15011281
Date Closed

S0 Date

toko j FOR Test | Freda Wilson |CAP [NUM

4
3

6. Click on the Printer | icon to print the label from Print Preview, or

7. Click the X in the toolbar to return to the Reports List screen.

B x|@ D

8. Click the Print button. TRIM will use your Windows default printer or you can
select a different one from your list of installed printers.

Report - Record : FOR-16660-20/04781F

Printing to =
3- Labels to Skip

| -

2
Optional Title [~ Use Manual Feed?

Ayailable Reports

| Mame -~
$€ CULL REFORT
S CULL REPORT WITH DISPOSITION
S NVENTORY
S INVENTORY (2)
S INVENTORY - SUMMARY
S LABEL v3

S 50 REVIEW

S SUMMARY RECORD LABEL DX3:
b

3 | >

Cancel

Preview

__Presien_|
Setup
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7.3 Printing Multiple Labels

Printing multiple labels is a matter of ‘Search, Tag, and Do’. You search for the
records, tag them and then send them to a label report for printing.

7.4 How Do | Print Single/Multiple Labels?

Exercises - Printing Labels

‘ Exercise 1 Printing a Label

This exercise will demonstrate how to generate and print a label in TRIM Context.
You should be at the main Context screen.

Search for records containing the Title Word Handout that were created in the previous
chapter.

1. Highlight the folder record containing your name.
2. Right-click on the record and choose Send To from the short-cut menu
3. Choose Print Report
4. Highlight the Record Label (INCL SEC) Layout from the list of reports.
5. Click the Preview button to view the label and then print from the toolbar.
6. Exit and return to the Search Results screen.
Exercise 2 Printing a Label |

Complete the exercise below to print multiple labels, based on the steps learned in the
previous exercise.

1. You should be at the main Context screen.
2. Search for a folder record of your choice.
3. Send to Print Report.
4. Select the Record Label (INCL SEC) layout from the list of reports.
5. Click the Preview button to view the label and then print from the toolbar.
6. Exit and return to the Search Results screen.
Exercise 3 Printing Multiple Labels

This exercise will demonstrate how to print multiple labels in TRIM Context.
You should be at the main Context screen.

1. Search for all folder records containing the Title Word Training.

2. Press [Ctrl][A] on the keyboard to place a {Z checkmark to the left of each
record or, right-click and choose Tag All from the short-cut menu.
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ch Tools Window Help

2E[0D 9® . |585u0 .

RS

S % | [Title Word

= I = Ilegional

SgRecords - "REGIONAL" in Title - 3 Records Found

E Record Mumber Title

Date Filz Created
Date Reqistered

January 1, 1996 at 2:59 PM e (FE
November 26, 2003 at 3:04 F
ﬁ Request

Motes
Fecard Number | ARCS-001 02201 03F W
Title 100001 -ADMIMISTRATION o e apnrer

Format Columns

Retrieval Code

v O Of F » ; e B [i B
+ 0101 FOR-1 9700461 04F @ I A Fra A12345 15/03/2004
+" (1 01 FOR-19700-46/204F 2 Untag Al Chl+l EFa. 41235 15/03/2004
E,('/: Invert All Tags
[ *
Search ¥ | B4 Mail Recipisnt
Mavigation 3 Make Reference CErHM
Open ==
' é Print Dacument
Details L =iy
Locations 3 Print Merge
@ wieb Publisher
Relate 3
Classify Expork XML
AuditjSecurity 3 % Eavorites F4
ﬂ orkflow 3 Add Ta Recent Documents
- - Electranic 3 Add To My Containers I
CEEHED %;ﬁ?:elao.cagheoen‘[;—:;gs Add To Records Wark Tray F3 t February 18,

egiohal Human Resource Dfficers

|

3. Click the Print Report

To>Print Report from the short-cut menu.
4. Click OK to print all tagged records

Apply Tar

' Al Tagged Fecaords
= Current Fecard Drly

W Always Show This Dialog

|

QK Cancel |

Help

icon on the toolbar or, right-click and choose Send

5. Select the Record Label (INCL SEC) Layout from the list of reports.
6. Click the Print button to print the labels or,
7. Click the Preview button to view the labels and then print from the toolbar.

Exercise 4

Printing Multiple Labels

Complete the exercise below to print multiple labels, based on the steps learned in the

previous exercise.

1. You should be at the main Context

screen.

2. Search for and tag a group of folder records of your choice.
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W

Send to Print Report.

Select the Record Label (INCL SEC) layout from the list of reports.

5. View the labels in Preview mode and then exit and return to the Search Results
screen.

>

7.5 Printing Labels with Barcodes

TRIM provides the option of using either foreign barcodes or using TRIM’s own
unique barcode numbering system. These barcodes can be printed onto labels.

To do this, search for the records, tag them, then send them to Print Report and then
choose the Record Label (INCL BARCODE) layout from the list of reports.

Try searching for some records and printing them to the above record label layout with
the barcode.

7.6 Skip Labels

You can print out as few or as many labels as you need. If you have printed only a few
labels from a sheet, TRIM gives you the option of using the remainder of that sheet to
print labels. You can specify how many labels to skip in order to print further down the
sheet and you can choose to use Manual Feed.

Report - Records

Frinting to

Optional Title

| Cancel \

Available Reports

| Iame -~
% B LIST - INVEMTORY INC DAT
S CULL REPORT
% CULL REPORT WWiITH DISPOSITION

bels to Skip

Freview

S INVENTORY

SE INVENTORY (2) e e Setup
SE INVENTORY - SUMMAR'Y !

€ LABEL v3 i

S NUMERIC INVENTOR' REPORT [Tt

$€ RECORD LABEL (NCL BARCODE | |
$€ RECORD LABEL (NCL BARCODE | |
€ =0 REVIEW i
ii% SUMMARY RECORD LABEL u:-;ae |

|
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This example shows 3 labels to skip:

Frinting to . :
| [E = Labels ta Skip -m
-
7
Optional Title [ Use Marual Feed?
| Cancel
Available Reports

| Mame -
BOX LIST - INVENTORY INC DAT
S CULL REFORT

S CULL REFORT WITH DISPOSITION
SE INVENTORY

SE INVENTORY (2)

SE INVENTORY - SUMMAR'Y

SE LABEL v3

SHE NUMERIC INVENTORY REPORT

€ RECORD LABEL (INCL BARCODE
S RECORD LABEL (INCL BARCODE
S 50 REVIEW

i@iﬁ SUMMARY RECORD LABEL 0x>3= L/ b

Prexview

7.7 How Do | Print ColorBar Labels?

This Chapter provides the instructions on how to print ColorBar Labels using the
'Search, Tag and Do' function.

7.8 Search for the Files

Follow the steps below:

A. Create a search within TRIM to find the files you want to print labels for.

B. Select the files to print, right-click and select Send To> Print Merge. The
following Dialogue Box will appear:
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B Send To Merge File - All Tagged Records g|

Include Tagged Items
Title (Free Text Part) e
+ Contacts
Contert End Date
Contert Start Date
Destruction Mumber
Hardcopy Media Type
Lakel Printed?
Linked (E and P folders)?
v -Retrieval Code
S0 Date

Qutpuk Format
|Tab Delimited ﬂ

Output Filename
Ci\Program Files\ColorBar 4.0\FarestLblL bxt -]

[ Append ko Existing File
[ Merge an Enkry For Every Conkact

QF | Cancel | Help |

|

Scroll down and put check marks beside “Record Number” and “Retrieval
Code” by clicking to the left of the name. The list is not in alphabetical order.
The selected tagged items will default the next time you open TRIM.

Use the drop-down menu to choose Output Format of “Tab Delimited”. Click
on the Disk icon beside “File Output Name” and navigate to C:\Program
Files\ColorBar 4.0\ForestLbl1.txt.

Make sure “Append to Existing File” and “Merge an Entry for Every
Contact” are NOT checked. Click OK to continue.

Click on “Yes” to overwrite the file C:\Program Files\ColorBar
4.0\ForestLbt1.txt.

When prompted to Send to Merge File — All Tagged Records, select “Yes To
All”.

Open the ColorBar program by going to Start - Programs = Smead and click
on ColorBar Gold 4.0
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5 ColorBar Gold 4.0

Thank vou for using
ColorBar Gald 4.0

‘what do you want to do?

KLEMNG YOU ORGANIZED
" Create a new label.

@ Open arecently used label:

c:\pragram fileshcolorbar 4. 04abelsharcs.den
c:\program fileshcolorbar 4.04abelsMzr.dzn

c:hprogram fileshcolorbar 4.0\ abels\or.dzn
 choragram colorbar 4.0 abelsharcs dzn

[ Read only

co’orBare " Find an existing label.

INTEGRATED LABEL PRIODUGTION SYSTEM

I.  When the program opens, you will be prompted to choose a template:

J.  Click on the desired design template to highlight it and click OK. (see 6.9
below for choosing a label design)

K. ColorBar will open and you will see an example of the template, but not the
data.

7.9 Choosing a Label Design

There are eight different ColorBar label designs:

A. aab.dzn - Aboriginal Affairs files (begins with 5 large digits — this is not the
normal, but please use for consistency)

B. afiles.dzn - A files only
C. arcs.dzn - Arcs files only (begins with 4 large digits)
D. fsr.dzn - Forest Service Roads only
E. letters.dzn - W, R, S, EP, INV, SUP, T, PF files
F. orcs.dzn - Orcs files only (begins with 5 small digits)
G. rpp.dzn - Real Property Project files for RTEB only
H. tfl.dzn - TFL files only
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I.  Go to the Grid menu and choose “Data Grid” or simply click on the “Data Grid”
icon, as shown above.

J.  The files you selected in TRIM will be displayed. To print the labels, go to the
File menu and choose “Print” or alternately click on the “Print” icon.

K. From the Print window, you can choose to select All of the labels or select labels.

Print
—Print Range— gt 11T HHER o g R .
o] i |
! = - i Label Size: | 7 |
Ot o = 77 R 185N | A ]
| € Labels T = . | 1
| ool Page Size: | Help
| " Selected ; |
| ! 85004110001 | Setup I
i = Sample |
Start On Label:
!... E[inte[ ............... A el A AR e e et et T '.
{|HESOE on WWFSH-RT4142.36.123.233: =
Eoaooigy w0

L. You can also choose which label number on the label sheet to start printing.

M. Use the drop-down menu to choose the color printer. Click on the Setup tab to
select the required paper tray.

N. Click OK to complete printing.

O. Printer settings will be saved the next time you go into TRIM, so all steps may
not be required.

P.  When printing is complete, be sure to remove the data selection on ColorBar by
clicking the “Data Grid” icon. Further labels cannot be generated until the data
grid is clear. The program can be minimized for future use once the data is no
longer being displayed.
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7.10 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. You can only print one label at a time in TRIM.

a. True
b. False

2. How do you print barcodes onto labels?

3. Any type of user in TRIM can design Label type reports.
a. True
b. False

4. Only one type of label can be printed in TRIM.
a. True
b. False

5. How do you print multiple labels in TRIM?

6. Printing out a few labels means the rest of the sheet is wasted.
a. True
b. False

7. What feature in TRIM is used to print labels?

EDS Canada Inc. Page 7-11

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

7.11 Summary

In this Chapter you learned:
1. How to use the Print Report function to print labels.
2. How to print labels with barcodes.

3. How to use the Skip Labels function.

You should now be able to print labels by searching and tagging records and using the
Print Report function.
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8. 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.

8.1 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.

NOTE: During our initial implementation, branches are to continue requesting files
using the existing procedure

8.2 How Do | 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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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:
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£

o

Fecord Request l Motes ]

Requested By Wilson, Freda =
Date Needed 18/08/2005 |9:42:5l] AW =]

|

r Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 B

78 9 10 11 12 13

14 15 16 17 TIEaEr 20

21 2 23 M4 % 0w %
28029 31 AN

T Today: 18/08/2005

| [E
Cancel
0k | Cancel | Help |

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

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

Sun Mon Tue "Wed Thuy Fri Sat

1 2 3 4 4] G
7 8 9 10 11 12 13
14 15 16 17 TIoy4Er 20
21 22 23 24 2% 26 2F
28 29 30 A

‘) Today: 18/08/2005

| |
(] | Cancel |

E. Locate the correct month by clicking the _'J to scroll beyond the current month
and choose the date. The time also can be typed in manually by highlighting the
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).
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M| Request Record - ARCS-06450-20/01104F

Record Request l Motes ]

Bequested By Wilson, Freda =]

Date Needed 19/08/2005 EI: 42:50 AW i

™ Recurring B esubmit

| = |

aK | 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 Date.

™ Record Requests - Between "18/08/2005" and *25/08/2005 - 2 Record Requests Found
VI Fecod [gh Reauesiedy | Dale AecoulNieeded [Desis ) |
al 1 05 al

Feg
] 1 [&] 3

ARCS-06450-20/01104F [8 wilson, Freda

19/08/2005 at 3:42 AM

e

Record (3 ARCS-06450-20/01303F~02
Date Record Meeded | August 19, 2005 at 9:39 AM
Fequested By [B Freda‘wilsan

Complete the following two exercises to submit a record request.
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Exercises - Record Requests

| Exercise 1 Submitting a Record Request |

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

You should be at the main Context screen.

Search for one of the file folder records that you created today.
Highlight the file in the search results window.

Right-click and choose Request.

Change the Date Needed to some future date.

S T o e

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 folder record that you created.

3. Submit a request for this record for some future date.

8.3 How Do | Process a File Folder Request?

There are a couple of ways an Information Worker can locate record requests. One is to
search for requests by location and the second is to do a search for record requests by
date range.

For example, here is the result of a search for records by date range of 18/08/2005 -
25/08/2005:

M Record Requests - Between *18/08/2005 and *25/08/2005! - 2 Record Requests Found
o

Record (£ ARCS-06450-20401303F~02
Date Record Needed | August 19, 2005 at 5:39 AM
Requested By Freda Yilson
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G. Once the file has been located, right-click on the record and choose
Locations>Assignee from the short-cut menu and the following Dialogue Box
will appear.

M| Set Assignee - All Tagged Records

f+ Set to Lacation oK.

Due for Return By Canhcel

2,

" Set to Home Location Help

|<Tagged>

" Set to Earliest Requester

™ Set az Missing

H. Click the Set to Location radio button.

I. Type the first few letters of the Assignee's surname or click the KwikSelect @
button to search for the requestor location, for example, David Young.

J.  If more than one location meets the criteria, they will be listed otherwise TRIM
enters the location that matched the entry. For example:

B Set fAissignee - All Tagged Records

f* Setto Location 0K
Wilson, Freda - ||
LDiue for Return By Cancel
26/08/2005 |4:l][l:[ll] PM H

g,

" Set to Home Location Help

|<Tagged>

" Set to Earliest Requester

7 Set az Mizsing

K. Click the Calendar E button and select the date that the file is Due for Return
By.
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L. Click OK to set the Due for Return By date.

B Set Assignee - All Tagged Records

* Setto Location
Wilson, Freda

Dive for Return By
26/08/2005

|4:00:00 P

" Set to Home Location

|<Tagged>

" Set to Earliest Bequester

7 Set az Mizing

0K

Cancel

gl

Help

M. To change the date click on the Calendar | button to the right of the Due for
Return By Date field.

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

0. Click OK to set the new Assignee to David Young.

EDS Canada Inc.

Page 87

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

® Properties ARCS-00100-00/305F m=E3

General LDCGtIDﬂS?’ACCBSS Motes ] Felated Records | Record Actions ] CnntactsLILl

Home Location DMH - 100 Mile House Forest District hdlll=2

Azzignee Wilson, Freda =]

LContainer [Folder/Baox) 5]
I

Security Standard =

ok | Cancel Help | y

P. Go to the Requests Tab of the file properties to see the entry.

W Properties ARCS-00100-00/305F

il Attached Thesauwr 4 | *

Motes ] Fielated Hecurds] Fiecord .&ctions] Contacts

& Reguested By | Date Needed
whlzon, Freda 26/08/2005 at 12:28 PM

Date Meedad | August 26, 2005 at 1228 PM
Requested By | [ Fredawilson

QK | Cancel Help ‘
Y
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8.3.1 Litigation Requests

Transfer of records to the Litigation Chapter are assigned to one of the special Litigation
Locations in TRIM. The location will be 'LITIGATION - XXX" where XXX is the name of

the specific case i.e., LITIGATION - ASHNOLA.

A. Search for the record to be transferred to Litigation.
B. Right-click on the record and choose Properties
C. Choose the Locations/Access tab.
D. Click the KwikSelect button in the Assignee field to Open the Locations list.
E. Type Litigation to see the list of Litigation locations.
au g
S00
20/ S00
201 Loeations | s00
][R =
S + HIS - Infarmation kanagement Group —r
20410, 500
20430 S00
3 | >
1./042 p L'+l
1o E-Mail Address Prefix Search - Name X EY:[
tdobile Phone —
23?53 Business Phone ||\tigali0n 0K | 28 E
Name HIS - Inl Prefis i out of range. Try to reselect?
=
Fe
Fe
o »:: 0K | Cancel -|| Searc:_r | Help |é|
OF. Cancel Ep
Conversion I'I | | | /J
QRMS STRUCTURE DA
S O
F. Choose the correct location if there is more than one listed.

Locations ]

Mame /

4 |

|

E-Mail ddress
Mobile Phone
Business Phone

Mame LITIGATION, ASHNOLA

-

Cancel

Search

Help

4

G. See the example screenprint below:
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B Properties FOR-21550-01/16186F

General Losations / Access ]Nntes ] Felated Fecords | Recaord Actior‘m] Cortacts 4] ¥

DOwner Location HW¥A - Hevenue Branch - |2

Home Location HISEM - Rec

HISPL - PIRLS - Litigation Services

ox)

-

Security Standard =

Access Contral Yiew Document: File Creator - Forests - Headquarters & Ministry B

QK | Cancel Help ‘ /,?,-

If you receive a request for records and do not see a location appropriate to the Litigation
name, contact the Ministry Litigation Coordinator. Also, if the file properties are grayed out
and you are unable to change the assignee, it is likely the record has a 'HOLD' on it and in
which case you should contact the Ministry Litigation Coordinator.

8.4 How are Record Requests Processed?

Now that you have seen the basic steps to process record requests, try the following exercises
for practice.

Exercises - Record Requests

Exercise 1 Processing a File Folder Request

This exercise will demonstrate how to process a File Folder request in TRIM Context.
You should be at the main Context screen.

Search for the record you created containing your name in the Title.
1. Right-click on the record and choose Request from the short-cut menu
2. Click OK to open the Record Request Dialogue Box.
3. The Requested By field should show your name.
4. To change your name to the requestor, click the KwikSelect button next to this
field to search for the requestor in the Locations list.
Click the Search button to open the Search dialogue box.
6. Type the full name or partial name of the requestor followed by the * and click
OK.
7. Click OK again to confirm.

e
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Reminder: A Search value can be entered in lowercase or uppercase and TRIM will find all
cases. Itis not case-sensitive. To do a partial name search you must include the * otherwise
TRIM looks for an exact match of the search criteria entered.

Exercise 2 Processing a File Folder Request

Complete the exercise below to process a File Folder request based on the steps learned in the
previous exercise.

1. You should be at the main Context screen.

2. Search for a record containing Regional in the Title Word

3. Process the request to check out the file to another Assignee.

8.5 How Do | Find Records that are Due Back?

TRIM Context allows users with a certain level of access in the dataset to search for
Records requested by users. This allows Administrators to locate and dispatch these
requested Records to the users requesting them.

This Report lists Records that have Requests or Resubmits placed upon them by the
nominated person. Enter a request date range to list requests that were made within a
given period of time.

The basic steps to process record requests are:

A. Click the Record Requests button on the RMC Toolbar, or Select
Tools|Record>Record Requests from the Main Menu in TRIM Context.

File Edit Search Tooks MWindow Help

0 7 8 homdion 4 l%; AMseE L %% St | | Title Word || TRIM
Shartcuks X m Record 4 ©F Qlassifications
m v H Words Indexes » Re e - e
== ext Part ate Create
57%) e i Eement ustes ADS MANAGEMENT SOFTWARE IMPLEME . 30/08/2003
e + Ry taliceda t Automated Fart Rules |0 ING COMSULTIMG SERVICES - EDRMS (T 12/01/2004
- Ler Configretion.» JFELL 0% 72 FELLY SERWICES [CAMADA] LTD. - CLERICAL ASSISTA..  18/02/2004
{@; v = TCREP TFiIM CONVERSION - REPORTS 01/02/2004
L. d £ ARCS-OR4EN-20/T 1502F  DOCMGT/TRIM  DOCMGT - TRIM AND OTHER RMS. EDMS. ERM ZRAIEAANN2
Locatians [ ARCS-ORLEN20/M 203  THED TRIM SECLIRITY 2041142003
.’@‘, + (03 ARCS-OR4EI-20/11303 TOON TFilM - CONVERSIOIN 2RAT1/2003
Edl £ ARCS-0G450-20/M1303.. TCOM TRIM - canversian 13/03/2004
Classificati... () ARCS-08450-204104F Trimimp Trim Implementation Configuration 04/05/2004 &t 1:
’@' . #-M ARCSNRARN-2N/3N4F TRIM Nemn? TRIM Nemn? - Nelate this latare N2NRA200N4 Ak &
&)
Sawed Sssignes Im Cantainer [Folder/Box] '43335-0001" since January 20, 2005 ot 3:07 PM [last March 11, 2005 at 3:25 PM).
Searches Bugsiness Solutions Branch - Records Management Centre
ey Fiecoid Type 1 H - IMFORMATION MANASEMENT - FOLDER (HIS)
"@_.’ Date Opened Fehruary 1, 2004

B. An empty Search Results screen will be displayed if there are no record requests for
the current date in which case you can press [F7] to refine the search. If there are
record requests TRIM will list them on the screen.
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< TRIM Cantexd - [Recard Roquests - Betwern " BAOB2005 and '25/0R2005 - Ma Recard Requests Found]

a L P9 . HABBD . W Title Wond - TAIM QRS
Srurtents o | [ Frered [ Regusiedity [ Dote Fiecond Noeded [ Detas I

Favortes | |Fecond Recqests - Belvoon TEARUZNIS! ond S/ TB/00 - o Fecond Recuests Found
i Fiess F7 b infrn yous sech cabens

Fiecent
Trage

bobe | FOR Test | Freda Wison

C. Press [F7] to invoke the Search for Record Requests Dialogue Box

Search for Record Requests gl

Search ]

Enter a date range and optional Location to select Record requests

Erom 18/08/2005 | =
To 25/08/2006) | ]
Far =)

Orly Records whose home is

[ Only show Records that are currently 'at home'

[a]'4 | Cancel Help

D. Enter a date range. This can be done by clicking the calendar button and selecting a
date or manually typing in the date.

E. Type in the Location you wish to search for, or click the KwikSelect button and
choose from the list of locations.
You can also restrict the search to those records that have a specific home location.
As well, you can choose to select records that are currently located 'at home'.

F. Click OK to begin the search when you have finished entering the criteria.

If record requests are found, TRIM will return the results.
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‘ﬂ Records - Record Number is "ARCS-00292-30/304F" - 1 Record Found

\/ Hecord Murnber Hetneval Code Title (Free Tewxt Part] D teE ated Dpened ‘ﬁ\\ Hetentlon Schedule

Docun re logging road...

G. You can tag the requests found and send them to a report for printing and follow-up.

Note: The record requests listed are not the records themselves so you cannot see the file
properties from this screen.

If you double-click on one of the requests you will see a dialogue box similar to the
following:

B Request Record - ARCS-00116-20/105F

Record Request ] MNotes ]

Bequested By Young, David hdll=]
Date Needed 20/08/2005 | 2-33:05 PM ]

[ Recurring Resubmit

! = | =

QK | Cancel Help

8.6 Removing a Request

Once a record has been returned the request can be removed from the record. To do
this, follow the steps below:

A. Search for the record or records that have been returned.

B. Tag the record(s) and right-click and choose Remove Record Request
from the shortcut menu.
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TRIM Context - [Record Requests - Between “18/08/2005 and *25/08/2005° - 2 Record Requests Found]
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C. Click OK to confirm all tagged records.

Remove Record Request

X

Apply To:

o Al Tagged Fecord Requests

" Current Record Fequest Only

[ Abwaps Show Thiz Dialog

(] | Cancel | Help |

D. Click Yes to All on the Remove Record Request dialogue box.

Remove Record Request - All Tageed Record Requests @

Record Request

ARC5-06450-20401 303F 02

ez Toal
Remove Record Reguest
ARCS-06450-20,/01 302F~02"?

Cancel

_YesToat |
Mo
=N
[ ek

Help

The Record Requests will be removed.

F. Right-click on the Properties of one of the records
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G. Click the Requests tab and the Record Request should be removed.

® Properties ARCS-00116-20/105F m=E3

Mates ] Related Hecords] Record .-’-‘«ctions] Contacts Requests ]Attached Thezaur 4| *

g Requested By | D ate Needed |

Date Meeded | August 30, 2005 at 12:34 PM
Requested By | [&] Davwid ¥oung

ok | Cancel Help | y

H. Click OK to close this screen.
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8.7 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. How is a record request submitted in TRIM?

2. A record can only be requested once.
a. True
b. False

3. How are record requests processed?

4. Explain how a record request is removed once a record is returned.

5. What type of user can request files in TRIM?
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8.8 Summary

In this Chapter you learned how to:
Request a file folder record.

Process a record request by another person (location).

w b=

Search for records due back.
4. Remove a request.

You should now be able to perform record request functions in TRIM Context.
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9. Record Maintenance

An Information Worker has permission to make certain modifications to records as well as
perform some maintenance functions in TRIM Context. These include creating new parts to a
file as the previous parts become too large as well as relating records and managing missing
files.

9.1 Objectives

In this chapter you will learn how to:

Create a New Part to a File.

Manage Missing Files.

Transfer Files to External and Internal Organizational Units.
Make a TRIM Reference.

Maintain SO Files.

Rollover CY and FY files from Current Year to New Year.
Close a File.

8. Search for Record Holds.

Nk w

Following completion of this chapter you will understand and know how to perform the
above functions in TRIM Context.

9.2 How to Create a New Part

When a file becomes too large it is necessary to create a new part to that file. Part is the
TRIM term that QRMS users currently know as Volume. TRIM retains the existing record
number but allocates a new part. A relationship will automatically occur linking the parts
together.

Note: You can only add a new part to an open file. If the file is closed, you cannot add a new
part. If you want to add a new part to a closed file contact the Records Management Unit.

To create a new Part to a file, you need to:

A. Search for the existing file for which you need to create a new part.

B. Right-click the file and choose New>New Part from the shortcut menu.
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MaRecords - Date Registered is between *18/08/2005" and *31/08/2005° - 2 Records Found

+’|(1| Record Mumber Retrieval Cade Title [Free Text Part] Date Created (Opened] |y, Retention Schedule | Date Due for Destruction
1 B3 ARCS-00100-00/305F Twar 24/08/2005 &t 12206 PM 50 09v DE 50 05V DE
aak s %, Tag Al Chri+a
2 Unitag All Chrl+l
T Inwert All Tags
Search 3 Copy Record
Havigation LIyl e part
. | 1§ Mew version
Lacations 13
Relate 3
Classify 3
AuditiSecurity 3
Assignee HIS - Information M anagement Group since August 25, 2005
Date Opened August 25, 2005 ot 10:24 AM M .
Diate Registered August 25, 2005 at 10:29 AM Electronic 4
Full Classification Number | ARCS-00116-20 Administrative Tools 4
Home Location HESRM - Business Solutions Branch - Records Management C Send To >
Notes "August 25, 2005 at 10:22:36 AM [GMT-07:00] ‘wilkon, Freda:"
Test File External Link 3
Record Number ARCS-00116-20/105F Remove From »
Title 100001 - ACCIDENTS:MOTOR VEHICLE “i" - MOTORYEHICLE | iy lshiat
Reguest
Propetties Alt+Enter

The following Dialogue Box will appear:

B Create New Part - ARCS-06200-50/105F

(¥ {ocate Mew Part with Previous Part

" Move New Part bo Mew Locakion

(™ Move Mew Part and Previous Part to Mew Location

[v Copy Maotes

(a4 | Cancel Help

C. Click OK to accept the defaults of Locate New Part with Previous Part, Copy
Notes and create the new Part.

TRIM will automatically close the previous part by adding a Date Closed and
will prevent further records from being added to that file. The record with
the new part will be displayed on the screen.

‘d Records - 2 Records Found

.E Hecord Muriber Hetrleval Code Title [Free Test Part) Date Ereated [Dpened] % Retentian Schedule Date [

C! Fender BEender on Malahat i
t| t| AHCS 00116- 20.-"1 0sF~02 MVS Fender Bender on Malahat 25.-"08.-"2005 at12:42 F'M S0+06M 02v DE SD
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D. The screen will display the new Part record.

E. Press [F7] to refine the existing search and click OK to search for the same
criteria.

F. Click on the Record Number column heading to sort the records by Record
Number. You will see the record with the Old and New Parts listed as shown
in the following screenprint.

G. Locate Part 01 of the new record and check the Date File Closed field on the
General Tab properties. TRIM enters this date and time when a new part is
created.

™| Properties ARCS-00116-20/105F~01

General Locat\onsh’-\ccessl Nates } FRelated Hecnrds} HecordActions] Cantacts | 4] »
-
Title [Structured Part] | 1000071 - ACCIDENTS:MOTOR WEHICLE *i* - MOTOR
VEHICLE INCIDENTS 7"
Title [Free Tewt Pat] | Fender Bender on balahat
¥
Series Record OPR ™
Retrieval Code MVS
(¥
Retention Schedule | SO+06M 027 DE S0+06M 027 DE
Hardcopy Media Type |PAPER - FILE FOLDER - |
Content Start Date [
Contert End Date i
S0 Date =]
[ Label Frinted? -
ok | Cancel Help
| | A

H. Click Cancel to close this record.

9.3 How to Manage Missing Records

TRIM provides the functionality to search for Missing Records. This function is simply a
preset Location entry that allows you to flag records as Missing and then search for any
records flagged as Missing.

9.3.1 How to Mark a Record as Missing

Follow these steps to flag a record as missing:
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A. Search for the Record(s) you wish to mark as Missing

B. Right-click on the Record (or tag the Records and right-click) and select
Locations>Assignee from the short-cut menu. The Current Location dialogue
box will display.

th Tools Window Help
L0899 .|| 58830 . |%% Y v % % [eWod — -[6][natior

E@E@s -

ik S0+01Y

Tag All

03/03/2004

& Unkag all Chrl+U
ix‘/: Inwert All Tags
Mew 3
Search 3
Mavigation 3
Open
Details 3

Locations 3 Container
Relate 4 M A
Classify 4 Home:
AuditfSecurity ¥ | 08 Attach Contact
iI ‘iorkFlow L4 Remaove Contack
Electronic
Assignz.ee At Home Location: Sl , ch - Records Management Centre since March 17, 20
Diate File Created | January 22, 2004 at 1: =
Date Registered | January 22, 2004 at 1:F Remove From 4
Fecord Class Corporate ﬁ Reguest

C. Check the Set as Missing checkbox. This will set the record’s Assignee Location
as Missing.

i Set Assignee - ARCS-01390-20/18192F

" Set to Location 0k

Cancel

Help

ik

™ Set bo Home Location

|MISSING

D. Click OK to confirm and return to the search results screen.
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9.3.2 How to Add Material to a Missing File

If you have material to add to a missing file, open a new part to accommodate the material.
This will close the Missing Part and allow the new part to be used for filing new material.
Use the Content Start Date to record the earliest date of the material being added to the new

part.

9.3.3 How to Search for a Missing Record(s)

To search for a missing record(s):

A. Click the i Find Records button on the toolbar and click the KwikSelect @
button to display the list of Search Methods

B. Expand the Miscellaneous category (click on the plus sign to open the category)

and select Missing Records.

Search Methods [_ (O]
Search Methads I
D Mavigate d

(1 Tray

D Mumbers

B (0] Dates

[+ (] User Defined Fields

B (7 Archiving

D Locations

B (0] Action Tracking

D Security

=20 neaus
>$ Mot In Container

=>$ Mizsing Recards

>$ Priority

S External D

>$ Individually Selected Records

>$ Electronic Documert Typels)

LS Rernrds with A refatinnshin

o ]

Cancel |
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C. There are no criteria necessary for a Missing Record search.

Find Records :l[ﬁl®

Search | S | Fiter |

Search By Mizsing Records: =

LCurrent Selection
i i New Inzert | | | | Reset

Mizsing R ecords

ak. | Cancel | Open | Help | y
-A

D. Click OK to commence the search or you may wish to add new rows to the search
(for example: you may add a row to restrict the search to a particular Owner or
Home Location).

TRIM Context - [Records - Missing Records - 964 Records Found]

Y Ele Edt Search Tools Window Help

O %, | Tibe Word ~|&| | TRIM -|E
Shartcut: X | | v Recard Number Date Created [Opened] |fw Retention Schedule
Favorites [ g Cy'+00 010
= B ARCS-00202-20/01931F~01 OHSC OCCUPATIONAL HEALTH & .. 28/05/1991 50 MIL DE 0 MILDE 1t
@ £ ARCS-00432-20/01196F 92.8489 92.8489 03/06/1995 50 MIL DE 50 MILDE
S [ FOR-18160-05/03192F 1" 01/03/1992 50 03+ DE 50 03Y DE 2
i [ FOR-18160-20/03191F SPM SEED PREPERATION MATT...  07/10/1991 50 03v DE 50 03Y DE 2
{’63 [ FOR-18180-20/03189F ~1” 01401 /1989 50 03¥ DE 50 03Y DE i}
i [ FOR-18157-01/031 34F~01 1" 01401 /1934 C+04Y 037 DE C+04v'0...
Locggens [ FOR-18120-20/03199F RAR REGISTRATION ACKNOWL.. 1140241939 S0+02¢ 107 FR 50027 1.
@F\, [ FOR-18140-01/031 31F~01 1" 01/01/1991 Cy+04Y 03¢ DE Cv+04v' 0. 3
N [ FOR-18140-01/03191F~02 1" 071/07/1994 Cy+04Y 037 DE Cy+04v 0. 3
Classificati...| | ] ARCS-01600-02/06135F ~1” 1740141935 50 NIL DE 50 NIL DE
& [ ARCS-01600-04/06157F ~1” 1640741997 50 MIL DE 50 MIL DE
@ [ ARCS-00925-20/063198F HEM BRITTANIA BEACH 3141241998 Fr+01v 067 DE Frediv o 3
S [ ARCS-00280-30/06137F 01 FPE FOREST PRACTICES BOARD  16/07/1997 C+01Y 097 SR Cy+01v 0.,
Seatches [ 4RCS-00233-20/061 35F BCBC1 B.C. BUILDINGS CORPORA...  12/04/1995 CY+027 MIL DE CveZv M. 3

9.4 How to Create Box for OnSite Storage

Some offices store active records in boxes for space considerations, usually in a separate
storage room or facility. Records stored in this fashion will be re-boxed for off-site transfer.
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A. Create a New Record

TRIM Context - New [_ O] x|

Ve MEECITE Tooueoe e
- OrrallE TRaMN3FEHS

CJH —FOTOER [HAA)]
1 H -;’-'«BDHIGIN;’-'«LK-'«FFAIHS FILE [Haa)

(03 H - BUSINESS SOLUTIONS - FILE [HES)
(3 H - ECONOMICS & TRADE - FILE [HET)

(3 H - ENFORCEMENT - FILE [HEN)

(1 H - FORESTS PRACTICES - FILE [HFF)

[ H - INFORMATION MANAGEMENT - DOCUMENT (HIS]

B. Select BOX — ONSITE TRANSFERS Record Type

Click OK and the following dialogue box will appear:

New Record BOX - ONSITE DESTRUCTIONS/STORAGE Ni=E

General l Motes ]

q Title [Free Test Part] ||
¥

1
i Destruction Murnber ¥
| Home Location Minigtry of Forests M=

Owner Location Ministry of Forests hdll=]
4  Assignee Ministry of Forests =]
7
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New Record BOX - ONSITE DESTRUCTIONS/STORAGE

LEX

General ] Miokes ]

Title (Free Test Part] |*»wHSE - 0010

Destruction Number ¥

Home Location HBSRM - Business Solutions Branch - Records Manaq =

Owner Location HIS - Information Management Group hll=]
Aazignee HBSRM - Business Solutions Branch - Records Managq &

QK. | Cancel | Help |
A

The Destruction Number is not currently used.

The Home Location = the location where the boxes are stored
The Owner Location = the originating Branch.

The Assignee Location = Ministry of Forests.

Click the Notes Tab and enter any applicable information in this screen.

mmoaw»

Click OK and the following screen comes up

Enter Formatted Number E'

GGEGEG Y K - nhnn
|0045 05 F -0010

Qk. | Cancel | Help |

This is the system generated number assigned to the box — you can change the “nnnn”
to reflect the individual box number you are creating.

G. Click OK and the record is created and displayed

22 TRIM Context
File Edit Search Tools Window Help
OEE= = 88 & .|| 588> o] BB S S |Creator VD yuzik vﬁ'
Shorbcuk: .
e ‘a BOX - ONSITE DESTRUCTIONS/STORAGE 4505F-0010 - 1 Record Found
i — .@. Title [Free Text Part] Fietrieva
| [~ )% 4505F-0010 WHSE - 0010

Lacations

Classificati. ..
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9.5 How to Transfer Records to an External Location

There will be occasions when it is necessary to transfer records to other organizational units
external to the Ministry. For example, this may be as a result of a reorganization or when
legal custody changes. To transfer records to another organization also requires that this
organization be an existing TRIM Location.

Note: This is not a temporary loan or charge-out, but a permanent transfer of legal custody.

For information on transferring records to BC Archives, refer to the Disposition
Management Chapter.

Important: For transfers to the Litigation Chapter, see Chapter 8.3.1 Litigation Requests.

Note: When records are being transferred to an external organization you must notify the
Records Management Unit to change the disposition. You can create what is called a TRIM
Reference and send this to the RMU. The TRIM Reference is a pointer or shortcut similar to
a link to a website. It points to the records that need to be transferred. (See Chapter 9.6 on
how to make a TRIM Reference.)

The steps to transfer records to another organization basically involve performing a ‘Search,
Tag and Do’ function as follows:

A. Search for the records in TRIM that are to be transferred.

B. Tag the records for transfer.

TRIM Context %, Tag Al Ctrl+A E]El
Fle Edt Search Tools Window He - Untagal Cerl+U
. L
O ® | D3|, o et Y Title Word ] [feda ~B] % %y .
" chorteut: x o [ew 3
| M=
avarites E, Search » I
(g“f‘t\, "‘ Navigation 3
HETR 4 Records - "TRIM" i
Records Ml 0| Record Number & Contained Records le. [Free Texst Part] Date Created (Opened] [@, Retention Schedule | Date Due for Destruction ~
@,} 0 [+ [ ARCS-00428- §] Edit Ctrl+O  jIM RECORDS MANAGEM...  30/08/2003 50+02¥ HILDE S0+ 31/12/2008
L £ # B3 ARCS-0M070- WD A, YOUNG CONSUL..  12/01/2004 50 07v DE 50 07 DE
Locations £ [ ARCSMo7D. Details ¥ JLLY SERVICES [CANADA,..  13/02/2004 50 07v DE 50 07 DE 31A12/2011
@" £1 - (2 ARCS-06450- N 3 container (FolderiBoxy 2/2004 50 05v SR 50 057 SR
L2 O - ARCSDB4S0- o |y - 5/2002 50 05v SR 50 057 SR
Classificati... B - (1 ARCS-06450- st #2003 50 05v SR 50 057 SR
. B & B ARCS0B450.  Sassty s 12003 S0 05 SR 50 05 SR
(G:i} B () ARCS0B4E0-  AudifSecurity > Owner 2/2004 50 05v SR 50 057 SR
N
Sz 0 - CARCS-OBISD wworkflow v 08 Attach Cantact 5/2004 3t 12.40PM S0 05 5R 50 057 SR
[ [ ARCS-08450- 50 05v SR 50 057 SA
@ Electronic 3 Remave Contact
h Administrative Tools WP DIGITAL MAPPING - ...
Thﬁsa“ms Send To » GITAL MAPPING - BASE .. Cy+04Y 037 DE DR...  29/04/2001
i B @sRcsOM , fIM Waintenance 18/08/2004 2t 11:30 4M 50 NIL DE S0 NIL DE
@ 01 (7 ARCS-0R450- = It - CONVERSION 31/08/2004 5t 1:15PM 50 05v SR 50 05 SR
b O %y Dansr Remove Erom ¥ M- Ops division draft OR.. 23/07/2004 at 506 PM 3
Saved M B mannac Ihi- D1t © clibies renbrinb bl A9 49004 <1140 Abd
Searches ﬁ (R (=]
. Petform Scheduled Task
@ Assighee AtH rions Branch - Records Management Centre since June 17, 2004
= Date Opened April 20, Properties Alt+Enter
D&E{EZT Date Registered | June 17,2004 004 ~vR-Aa DL
MNotes ~|Corversion Data:
QRMS SUP LOCATION PLAN
ORMS DESCRIPTION FILEFOLDER
QRMS MEDIATYPE
Record Humber | FOR-13162-01/04204F
Title 851261 - DIGITAL MAPPING:BASE DATAN, AMERICAN DATUM SHIFT - GENERAL - SUPDT DIGITAL MAPPING - BASE DATA - TRIM SHIFT - GEN L - FPS

C. Right-click and choose Locations>Home.
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Home Location E

Apply To:
F ot
= Cumrent Record Only

W Always Show This Dialog

Ok, I Cancel Help

D. Click OK to confirm all tagged records.

E. Click the KwikSelect button in the Set to Location field to open the Locations
List.

| Home Location - All Tagged Reconds
*+ Setto Location oK

Cancel

Help

diil.

If the "Azzignee’ iz it Home Location':
¥ Change '“ssignee’ to new 'Home Location'
7 Leave ‘tssignee’ as is
If the ‘Agzignee’ iz not At Home Location':
" Change '&ssignee’ to the new 'Home Location'
(v Leave "Assighee' as is
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F. Select the appropriate Home Location from the Locations List.

“; Select From Locations - Matching 'his™ - Record Home Location (Fil... |:|E|E|

Locations l

Mame
+ HIS - Infarmation Management Group
+ HISRMZ - Information M anagement Group, Records kgt Unit 2

< ?

E-bail Address

obile Phone

Business Phone

Mame HIS - Information b anagement Group

QK | Cancel Search Help

G. Click OK to submit the change.
H. Click Yes to All to change the Home Location on the tagged records.

9.6 How to Transfer Records to an Internal Location

It may be necessary to transfer records to another organizational unit within the Ministry. To
transfer records to another unit in the Ministry also requires that this organization be an
existing TRIM Location.

Note: When records are being transferred to an internal organization you must notify the
Records Management Unit to change the record type. You can create what is called a TRIM
Reference and send this to the RMU. The TRIM Reference is a pointer or shortcut similar to
a link to a website. It points to the records that need to be transferred. (See Chapter 8.6 on
how to make a TRIM Reference.)

The steps to transfer records to another internal organization basically involve performing a
‘Search, Tag and Do’ function as follows:

I. Search for the records in TRIM that are to be transferred.

J. Tag the records for transfer.
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B, Record Requests 53 @ % & Saved Searches... il & i. 8) Mew Location = [1] % Make Reference kad

S Records - "TRIM" in Title - 24 Records Found

(3| Record Mumber Retriev... | Title [Free Text Part] Date File Creat... | Date Due for Dest... k\ Retention Schedule -
01 ®- 7 ARCS-06450-20/3504F TRIMD.. TRIMDEMOZ DELETE .. 15/03/2004 SOMIL DE SO MIL DE
0y g D3004F TRk test 15/03/2004
& [ - ARCS-01735-30/104F RrC TFRiIM Training Handouts -..  01/03/2004 14/03/2004 SOMIL DE SO MIL DE
0 -] D3304F TR 28/11/2003
Ho oF TRIMN... 4

! d...
1 (7 4RCS-06450-20/3604F TRIM C... TRIM Creating a File Fald...  18/03/2004 S0 05y SR 50 057 SR

v
v [0 [ ARCS-0B450-20/3804F TRIM A TRIM how much delay inf... 18/03/2004 SO 05y 5R S0 08v SR
v [ [ ARCS-0B450-20/3904F TRIM M... TRIM fix for adding rew cl...  18/03/2004 SO 05y 5R S0 08v SR

| % D3804F RE: XP/0Outlook & TRIM .. 22/03/2004

[0 B[] ARCS-00102-20/404F TRIM trim uzer meeting 25/03/2004 SO MILDE 50 MIL DE

[ (7 ARCS-00102-20/504F TRIM SUP trirn uzer meeting 25/03/2004 SO MILDE 50 MIL DE

& 1 “[7 &RCS-01735-20/804F~02  TRIM Tatal Recaord: and Inform... 25/03/2004 SO 02y DE SO 02v DE
=

< | »

K. Right-click and choose Locations>Home.

L. Click OK to confirm all tagged records.

Home Location E

Apply To:
o
™ Cumrent Record Only

v Always Show This Dialog

Ok, I Cancel Help
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M. Click the KwikSelect button to open the Locations List.

& Home Location - All Tagged Reconds E|
(¥ Setto Location
= ak.
S
Cancel
Help

If the ‘szignee’ is ‘it Home Location”:

(¥ Change 'Assignee’ to new 'Home Location’

7 Leave bssignes’ az iz

If the ‘Azzignee’ is naot ‘At Home Location”
" Change ‘Assignee’ to the new 'Home Location
% Leave fSssignes’ as is

N. Select the appropriate Home Location from the Locations List.

“: Select From Locations - Matching 'his® - Record Home Location (Fil.

Laocations ]

MName
+ HIS - Infarmation Management Group
+ HISRMZ - Information Management Group, Records Mgt Unit 2

< ?

E-Mail Address

Mobile Phone

Buzinezz Phone

Marne HIS - Infarmation M anagement Graup

QK | Caticel | Search Help

O. Click OK to select the highlighted branch.
P. Click OK to set the new Home Location.
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Home Location - All Tagged Records E3 |

— Record
ARCS-06450-20/3604F

ez Ta gl

Set the Home Location of Record
BARCS-06450-20,/3604F" to 'HIS - Information
b anagement Group"™?

Cancel

_vesTodd |
ﬂnl
[ B |

Help

Q. Click Yes to All to change the Home Location on the tagged records.

9.7 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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Tag All
Untag Al
Inwert All Tags

Chrl+-A
Chrl4+U

%( % S Sk S % | IDale Reqistere

ew 3
Search 4 -
T &FE @ New Location ~ [1] B
Mavigation 3
Dpen
:I IDI Recard Mumk y Title [Free Test Part] Date File Creat
O & (] sRCS  Defals * [ TRIM DEMOZ, DELETE .. 15/03/2004
O - D3004F Locations F| TRIM test 15/03/2004
@[ [ ARCSH Relate » | TRIM Training Handouts - 01,/03/2004
O [ D3304F ClassiF > TRIM 28/11/2003
1 (3 ARCS- = 4 TRIM Creating a File Fold...  17/03/2004
AuditfSecurity
v [ [ ARCS ‘WiorkFlow ¥ | TRIM how much delayin £, 18/03/2004
v [ (1 ARCSH Al y | TRIM fix for adding new cl...  18/03/2004
0O % D3504F A man a0 TEn PO ERre e
01 B 0] ARCSH 4 Mail Recipient
[ [ ARCSH Remove From 3
: 0 (3 ARCS ﬁ Reguest Q Prink Report
4 | Perform Scheduled Task é Print Document
5 )
Assignes \ Properties BlE+Enter I (== t Ce
Creator 5 Web Publisher
AllHalds Format Calumns Export ML
Date File Created | March 18, 2004 at 220 PM
Date Registered | March 18, 2004 at 2:20 PM % Eavarites F4
Motes Thiz file was created wia the copy funct Add To Recent Documents
Record Number | ARCS-06450-20/3604F (] o iy et s
Title 100001 - DEVELOPMENT: PROJECT® Add To Records ‘Wark Tray F3 [|Folde

You will see the following dialogue box appear:

Make Reference Ed |

Apply To:
(Ol

™ Cument Becord Only

Il Tagged Records

¥ Always Show This Dialog

o]

Cancel

Help

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

Make Reference - All Tagged Records Ed |

Enter Mame of the TRIM Reference File to be Created

I[::"\Du-::uments and Settings\frwilzon\My Documents\Becords 5 E

[ Make each Reference as a Separate File

Enter the [irecton fon TRIM Beference Files ta be Created [k

|
o]

Cancel Help |

B
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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.tr5 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.tr5 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 Ed |
4 e | HIM Reference File to be Ereﬁ\

Iu-::uments and Settingzg\frwilzoniMy Documentz\HIS Tranzfer br

Enter the [irecton fon TRIM Beference Files ta be Created [k \

| 5
)4 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 Ed |

Enter Mame of the TRIM Reference File to be Created
I[::"\Du-::uments and Settings\frwilzon\My Documents\HIS Transfe vIHI

™

[ Make each Reference as a Separate File

Enter the [irecton fon TRIM Beference Files ta be Created [k

| 5
)4 I Cancel Help |

E. Click OK to confirm the reference.
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Make Reference - All Tagged Records

—Record
ARCS-06450-20,/3604F

Yes Toal

_YesTod |
ﬂol
_Cancel|

Do wou want to make a reference to Record
'WRCS-06450-20/3604F7

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 Test)

=10l ]

File Edit “iew Insert Format Tools  Actions Help Type a question for help =

BN, Sed S 4 2B R0 B
izl vwvénfg

£ ogtions... | A [3)

= ) e

|ﬂ This message has not been sent,

To... I!David.\"ounq@gemsl.uov.bc.ca

.. ||

Subject: ITRIM Reference

Hi Dave,

Here is the TRIM Reference to the records that have been transferred to the HIS Bramch.

HIS Transfers.trs
(363 B)

Freda.

Freda Wilson

EDS - Canada West Solution Centre
710 Redbrick Street

Wictoria, BC W8T 543

Phone: +1-250-405-2525
mallto: 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 E |

@ You should only open atkachments from a trusbworthy source,

attachment: HIS Transfer, trS From Emailing: HIS Transfer -
Message (Plain Text)

Would wou like to open the File or save it ko your computer?

Zancel |

W always ask before opening this kype of File

Cipen

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

Records I

I [=] B3

1| Record Mumber Retriew...

Title [Free Text Part)

D ate File Creat..

Date Due for -

=) 01 g 0 04
1 (3 ARCS-01735-30/104F RMC TRIM Training Handouts -... 010342004 14/03/2004
0 (3 ARCS-00432-201504F today to... 18/03/2004
01 (1 ARCS-0736-20/504F~02  TRIM Total Records and Inform... 2540372004
4| | _’lJ
Azzighee At Home Location: M - Ministry of Farests since February 25, 2004 at 17:02 Ak ﬂ
Date File Created | Februar 25, 2004 at 11:02 &M
Date Registered | February 25, 2004 at 17:05 Ak
MNotes
Fecord Mumber | 941234-0001
Title 94-1234-M LI
Close I Check Hut I Super Copy Refine Wi Help |
A

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

K. Click Close 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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e
ch Tools Window Help

26|08 9% .| 58520 .
G E S @B -

“gRecords - "DKL" in Retrieval Code - 2 Records Found

| %S, % % % S | [Retiieval Code ~|65] [BARRDNS =i

ﬂ SgRecords - "BARRONS" in Retrieval Code - 5 Records Found

(3] Record Rumber
&S] FoF- 04F~.. B BARRON LOGGIN.. 01/ 0 4 0 NIL DE 50 NIL DE
v (1] FOR-19820-25/104F~... BARRONS BARRON LOGGIM...  01/01/2001 3/01/2004 SO MILDE SOMILDE
v (1] FOR-19820-25/104F~... BARRONS BARRON LOGGIM...  01/01/2002 3/01/2004 SO MILDE SOMILDE
v (1] FOR-19820-25/104F~... BARRONS BARRON LOGGIM...  01/01/2003 3/01/2004 SO MILDE SOMILDE
v (1] FOR-19820-25/104F~... BARRONS BARRON LOGGIM...  01/01/2004 3/01/2004 SO MILDE SOMILDE

A. Make sure the records are tagged.

B. Click the Print Report 3 |butt0n 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 -
Frinting ta ] :
I 3' Labels ba Shim -Ennt

7
Optional Title ™ Use Manual Feed?

I Cancel
Awailable Beports

Mame ;I
ALPHA INVEMTORY (DRAFT)
COMNSIGMNMMENT AMD CORNTAIMER (E
CLLL REPORTS SHOWAMG DISPOSIT

Freview

DAWE TEST

9

InYWE ] Setup
RECORD LABEL (INCL BARCODE)
RECORD LABEL (INCL SEC)
KT — ﬂJ i
E. Click Print to send the report to your printer.
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9.8 Maintenance of SO Files

SO files are files whose retention schedule reads “SO....” Their disposition is dependant on a
particular action or time period to have been achieved (i.e. the completion of a project or the
expiration of an appeal period). The determination of when this SO date has been reached is
frequently known only to line ministry staff. Therefore, it is recommended that periodically
these files that have remained open for a significant amount of time be reviewed with staff to
see if these files can be closed.

The disposition of SO files actually requires two dates be completed - the SO Date and the
File Closed Date. The later of these two dates will effect the disposition. In most cases, the
File Closed Date and The SO date will be the same, however in some instances there may be
a requirement for distinct dates. There are two uses for this:

1. When the SO date has been filled in ahead of time, for example:

A contract with an expiry date = SO Date
and an Evaluation follows 1 month after the end of the contract.

2. Disposition = the later of the two dates (SO Date and Closed Date).

Note: If material precedes or is subsequent to the File Open/Closed Dates, you can use
the Content Start and End Dates to record that information.

The Saved Search 'SO RECORDS to review' will identify SO records that were opened last
year and have either a blank "Closed Date" or "SO date" — remember that both need to be
filled in for retention triggers to be activated.

The following table lists the ‘SO RECORDS to review' Saved Search and the steps to be
followed by the RMC/Records Custodians for staff to review and supply the closed/SO dates
as applicable.

ROLLOVER SEARCHES | RMU Staff RMC/Records Custodians
TO CONFIRM STATUS 1. Select Saved Search SO
OF SO FILES RECORDS to review. The

SO files that were opened
in the previous year and
still open are displayed.
This can be done all at
once for a specific branch
or for selected
classifications by refining
the search.

2. Select all and print the
"SO REVIEW" report

3. Have line staff review the
report and supply the
closed/SO dates as
applicable.

4. Update records in TRIM
based on response
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The following screenprint shows a preview of the SO Files for Review report.

mint Preview

Fil= Help

| SIS

S0 FILES FOR REVIEW - Please supply Closed and/or SO Dates as available

Page 1
Date 20040406
Time 12:58:05 PM

Login Mare D. Young

ARCS00202-20/2104F~02 ODMT/M
Operations Division Management Team minutes

Date File Created 20031241 at 1125 AM bate Fie Glosed £0 Late
s

Cwiner Location HTH - Resource Tenures and Engineering Branch

ARCS 00204 -20/104F~01 DAF

Data Administration Forum
Date Flie Closed S0 Date

Date File Crasted 2003/03/10 at 3:55 PM

fUUWSME at3:42 PM

Owner Location HIS - Infarmation Management Group

ARCS 00204 -20/304F DAF _ILI
r

|Page 1 | D, Woung [CAP UM

9.9 CY and FY Rollover Files

Twice a year, at the end of the Calendar Year Dec 31 and the Fiscal Year Mar 31, all files
pertaining to those years must be closed and new files opened for the new year. This must be
done even if the actual transfer of semi-active files to off-site storage will not occur until later.

This annual process of closing the last year's files and opening new year’s files is called
Rollover.

The closing of the files in TRIM will be done centrally by the RMC/Records Custodians. The
RMC/Records Custodians will then print the updated labels and open any new files.

In many cases, files for the new year can be predicted and new files can be made up in
anticipation of the new year's material. In other cases, files will be made up when the actual
material for the file is received.

The following table lists the ROLLOVER - CY Files Saved Searches and the steps to be
followed by the RMU Staff and the RMC/Records Custodians when rolling over files from
the current calendar year to the new calendar year.
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ROLLOVER SEARCHES

RMU Staff

RMC/Records Custodians

ROLLOVER - CY Files

1. Select Saved Search
ROLLOVER CY FILES.
The CY files that have
been opened in the past
"Year to Date" and are still
open are displayed. This
can be done all at once for
the entire ministry or
branch by branch.

2. Select all and change
Close Date to Dec 31
XXXX. This will close all
CY Files for the year.

3. Print New Labels showing
"File Closed Date"

4. Decide which files need to
be opened for the New
Year. You may wish to
print an inventory report to
review with staff to
determine which need to
be opened in advance.

5. Tag the closed files you
wish to open for the new
years and right click -
select "New" "Copy
Record" .

6. Having copied the records,
sort by Closed Date to
segregate the new files.

7. Update the file titles to
reflect the current
Calendar Year.

8. Print Labels and make up
new files.
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The following screenprint shows the results of a Rollover CY search:

TRIM Context

Ele Edt Search Took Window Help

O @0 OB @@ . | ARG .| %W S | |Retrieval Code [~ & [nim C N
shortcutsx | n P ollx
Say T Il - 28 e und
m‘ i OLLOVER - CY FILES - To identify CY Files opened last year and still open. coEnter Close Date of YYYY/12/31
(Oof RecordNumber | Tile [Free T Part
Records aa PRESENTATIONS ENERAL MEETINGS

L 1
(1 OO ARCS-00102-20/03196F~03 TREE IMPROVEMENT BRANCH MANAGEMENT TEAM MEETIN . 100001 -
(1 O ARCS-00102-20/04303F REC SHM RECREATION STAKEHOLDERS MEETING [2002) 100007 - ADMINISTRATION: MEETINGS - MIN|Y
(1 O ARCS-00102-20/04490F 14 RANGE 1 RANGE PROGRAM 100001 - ADMINISTRATION: MEETINGS - MINI¢
(1 00 ARCS-00102-20/04590F <14 RANGE 2 RANGE PROGRAM 100001 - ADMINISTRATION: MEETINGS - MINIE
(1 (O ARCS-00220-01 /04103F MISC. MISC.WEED CONFERENCE AND MEETINGS 100007 - CONFERENCES, SEMINARS, SYMPOS
(1 O ARCS-00220-20/03103F FORREX FORREX - NATURAL RESOURCES INFORMATION MANAGEME... 100001 - COMFERENCES, SEMINARS, SYMPOS
(1 (O ARCS-00220-20/04400F 02 WRM WISUAL RESOURCE MANAGEMENT INTERNATIDNAL COMFE 100001 - CONFERENCES. SEMINARS. SYMPOE
(2 03 ARCS-00230401 A04103F MISC MISC. CORRESPONDEMCE 100001 - COOPERATION AND LIAISON: GEMEF
(3 OO ARCS-00232-01/04198F 02 RANGE RANGE - INFORMATION REQUESTS 100001 - CODPERATION AND LIAISON: BC GOY—
[ O ARCS-00232-20/04103F 024 MOTH 100001 - COOPERATION AWD LIAISON: BC GOY
(1 (O ARCS-00232-20/04203F 043 WwLAP 100001 - COOPERATION AND LIAISON: BC GO*
(1 (0 ARCS-00232-20/04791F~13 050 MINISTRY OF FORESTS, 100001 - CODPERATION AND LIAISON: BC GOY
(1 O ARCS-00232-20/04391F~13 006 MAFF 100001 - COOPERATION AND LIAISON: BC GOY
(1 (O ARCS-00232-20/07203F LSTA LEADERSHIP COMMUNITY OF PRACTICE - STRATEGIC ORIE 100001 - COOPERATION AND LIAISON: BC GO*
(1 [0 ARCS-00235-20/04198F 06  AGR AGRICULTURE CANADA 100001 - COOPERATION AND LIAISON: FEDER
(1 O ARCS-00238-20/04103F usa UNITED STATES OF AMERICA 100001 - COOPERATION AND LIAISOM: INTERI

(101 ARCS00250-20/07108F  STAPLES STAPLES 100001 - CORPORATIONS. COMPANIES. FIRMS
0101 ARCS-00280:20/04100F  FPB O3 FOREST PRACTICES BRANCH 2003 100001 - EXECUTIVE SERVICES: GENERAL - E:
0101 ARCS00280:20/4203F  RFD FRANGE PROGRAM DELIVERY MODEL 100001 - EXECUTIVE SERVICES: GENERAL - E
[ (103 ARCSO028020/04303%F  GOVRAESP  GOVERMMENT RESPONSIBILITY BRIEFING NOTE 100001 - EXECUTIVE SERVICES: GENERAL - E¥
< | ¥ @
Assignee #tHome Location: HBSAM - Business Solutions Branch - Records Management Cente since June 11, 2004 ~
Series Record @ OFR: Office of Frimary Responsibilty (OPF]
Date Opened January 1, 2003

Retention Schedule k C+02v NIL DE Cv+027 NIL DE
Notes: "February 16, 2004 2t 121518 PM [GMT-08:00] Isaac, Glen"

cr
Custody Triggers: Semidetive 2 'Years after Latest Part Date Closed
Destroy Triggers: Destioy 2 Years alter Latest Part Date Clossd v

Recent
Traps % Saved Searches - 8l - 26 Saved Searches Found ‘ W ROLLOVER - CY FILES - Toidentify CY Fles opened last year and stil open. CICIEnter Close Date of ryv/12/31 I

rubytoo.idir.begov | FOR Frod | David Young UM

A. After you tag all the records in the search results screen, right-click and choose
Details>Dates. You will see the following dialogue box:

*+ A\l Tagged Fleu:nrdsig
" Current Recaord Only

v Ahways Show This Dialog

ok | Cancel Help

B. Click OK
The following dialogue box will appear:
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' Record Dates - All Tagged Records E

Dates l

[ Date Registered

|
|
[ Date Closed |
[ Date Due |
[~ Date Published |
™ Last Action D ate |
[ Date Due for Destruction |
[ Betention Review Date |

|

[ Date Inactive

ak | Cancel | Help |

C. Enter Dec. 31 XXXX (type the appropriate year in place of XXXX) under “Date Closed”
and click OK to close all the tagged records.

Once these files are closed, you can now copy them to create files for the new calendar
year.

D. At the same search results screen with all files tagged, right-click and choose New>Copy
Record from the short-cut menu. The following dialogue box will appear:

Couyg iz \21

Apply To:

™ Current Becord Only

[v Always Show This Dialog

0k | Cancel Help

E. Click OK.

You will see the following dialogue box:
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]

'& Copy Record - All Tagged Records

Copy ]

Select Properties to Copy

v Eecurity Profiie r

v Access Control [

[v Dizposition [

[v Attached Thesaums Terms [+

v Attached Classification v Contacts

[+ Relationships [ Electronic Document
[v Motes [ Retention Schedule
[v Attached Actions [ Date Fields
[+ Dptional Fields

Select Al | Select Mone |
Humber of Copies m ™ Belate the Records as 'Onginal/Copy’

Ok | Cancel Help |

F. Select or deselect the file properties you wish to copy over and then click OK to create the
new records.

The following screenprint shows the results of the file copy process:

TRIM Context

Fle Edit Search Tools Window Help

O 168 B & . | 588D E . %% v % | [ Tile Word ~ || conversion @] %Sy .
Shorteuts X

Favorites

A Originals plus 5 copies - 10 Records Found

..E Fiecord Nurnber Retrieval Cods | Title (Free Tewt Part] Date Created... | Date Closed
ks 000 4F ; 4 3

[ 0 ARCS-00102-01/1004F (21 2004-07-06
[ O ARCS-00102-01/504F 2003-03-07 2003-12-4
[ (0 ARCS-00102-01/1104F (21 2004-07-06
[ O3 ARCS-00102-01/604F 2003-03-07 2003-12-4
[ (0 ARCS-00102-01/1204F (2 2004-07-06
[0 (0 ARCS-00235-20/704F RCMP Foyal Canadian Mounted Police -2003 2003-03-07 2003-12-31
[0 (1 ARCS-00235-20/904F RCMP Froyal Canadian Mounted Police -2003 (2] 2004-07-06
[0 (1 ARCS-00265-01/604F 2003-03-07 2003-12-31
[ (1 ARCS-00265-01/604F (21 2004-07-06

Classifications

schedlzs

Thesaurus Terms

il
Saved Searches

Dacument Queuss
Assignee 5. Barclay since May 5, 2004 at 11:40 At
Date Created [Opened) | February 24, 2003 at 4:26 PM
Date Reqistered February 24, 2004 at 4:43 P
Nates
Recard Mumber ARCS-00102-01/204F
Title: 100007 - ADMIMISTRATIOMN: MEETINGS - General L
g
£ b
Recent =
Trays W Saved Searches - All - 20 Saved Searches Found l% ROLLOVER: - CY FILES TO CLOSE - Displays CY Files{supps created in previou. . J \)p Originals plus 5 copies - 10 Records Found ]—

You can sort the results by Date Closed as in the following screenprint:
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TRIM Context
Fle Edit Search Tools window Help
| O #0003 @0 .|| H588p0A . %% v | Tite Wod ~| || conversion - @ % .

Shorkcuks X

Faworites

0 Records Found
Retrigval Code | Title (Free Text Part] Date Created
(2 (1 ARCS-00102-01/1004F 2 2004-07-06

[

Date Closed /

(3 03 ARCS-00102-01/1104F 2] 2004-07-08
(2 (1 ARCS-00102-011204F 2 2004-07-06
(2 O3 ARCS-00235-20/904F RCMP Royal Canadian Mounted Police -2003 (2] 2004-07-08

(2]

2003 7 2003- il
(2 C1 ARCS-00102-01/604F 20030307 20031231
(2 (3 ARCS-00235-204704F RCMP Royal Canadian Mounted Police -2003 2003-03-07 2003-12-31
(2 (1 4RCS-00285-01/604F 20030307 20031231

Document Queuss

Assignee [B] 5. Barclay since May 5, 2004 at 11:40 AM

Date Created [Opened) | Febiuary 24, 2003 at 4:26 P

Date Reistered Febiuiary 24, 2004 at 4:49 P

Notes

Record Number ARCS-00102-01/204F

Title: 100001 - ADMINISTRATION: MEETINGS - General

6.4
; < >
Recent = =
Tk % Saved Searches - All - 20 Saved Searches Found 19;,, ROLLOVER - CY FILES TO CLOSE - Displays CY filesisupps created n previou...| %, Originals plus § copies - 10 Records Found r
rubryboo.idir begav | FOR Test | D, ¥oung UM

The following screenprint shows the copied files with the new calendar year in the titles
(note that “~-01 General files do not require a file title):

TRIM Context

Fle Edit Search Tools Window Help

OEEe s 68 @& . 588358 .| %% v v %y | Tile Wod ~| @] conversion
Shorteuts X

Favorites

10 Records Found

Retrigval Code

nals plus 5 copies
(2| Record Mumber

Title (Free Text Part) Diate Created... | Date Closed /

[ O ARCS-00102-01/1004F 2004-01-01
[ 0O ARCS-00M02-01/1104F 2004-01-01
[ O ARCS-00102-01/1204F 2004-01-01
(3 (3 ARCS-00235-20/904F RCMP Foyal Canadian Mounted Police -2004 2004-01-01
[ (3 ARCS-00265-01/604F 2004-01-01

LR AAE

[0 (3 ARCS-00102-01/504F 2003-03-07 2003-12-41
[0 OO ARCS-00102-01/604F 2003-03-07 2003-12-41
[0 (1 ARCS-00235-20/704F RCMP Foyal Canadian Mounted Police -2003 2003-03-07 2003-12-41
[ (1 ARCS-00265-01/604F 2003-03-07 2003-12-41

Thesaurus Terms

il
Saved Searches

Assignee 5. Barclay since May 5, 2004 at 11:40 At

Date Created [Opened] | February 24, 2003 at 4:26 PM

Date Reqistered February 24, 2004 at 4:43 P

Nates

Record Number ARCS-00102-01/204F

Title: 100007 - ADMINISTRATION: MEETINGS - General

g
. P >
Recent = =
Trays ¥ Saved Searches - Al - 20 Saved Searches Found 1% ROLLOVER - CY FILES TO CLOSE - Displays C¥ filesfsupps created in previou... \)p Originals plus 5 copies - 10 Records Found ]—
rubykoo.idir. begov § FOR Test | D. Young ]
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The following table lists the ROLLOVER - FY Files Saved Search and the steps to be

followed by the RMU Staff and the RMC/Records Custodians when rolling over files from

the current fiscal year to the new fiscal year.

ROLLOVER SEARCHES

RMU Staff

RMC/Records Custodians

ROLLOVER - FY Files

1. Select Saved Search
ROLLOVER FY
FILES. The FY
files that have been
opened in the past
Fiscal Year (be sure
to confirm the dates
in the search) and
are still open are
displayed. This can
be done all at once
for the entire
ministry or branch
by branch.

2. Select all and
change Close Date
to March 31 XXXX.
This will close all
FY Files for the
year.

3. Send e-mail to
branch staff advising
FY closure has been
done.

4. Following notification
described in 3, do a search
for Closed Date = Mar 31
YYYY for FY files.

5. Print New Labels showing
"File Closed Date".

6. Decide which files need to
be opened for the New
Year. You may wish to
print an inventory report to
review with staff to
determine which need to
be opened in advance.

7. Tag the closed files you
wish to open for the new
years and right click -
select "New" "Copy
Record" .

8. Having copied the records,
sort by Closed Date to
segregate the new files.

9. Update the file titles to
reflect the current Fiscal
Year

10. Print Labels and make up
new files.

9.10 How to Close a File

There are two ways to close a file in TRIM. A file will be closed automatically when a new
part is created, or you may also select to manually close a file without creating a new part. In
order to perform either of these methods you must first search for the file(s) and either create
a new part or enter a close date. See Chapter 6.2 to create a new part.

To manually close a file, follow these steps:

A. Search for the file to be closed.

B. Ifyou are closing multiple files then tag all records.

C. Right-click and choose Details>Dates from the short-cut menu.
D. Click OK to confirm all tagged records.
E. Check the Date File Closed checkbox and select the appropriate date from

the calendar or type it manually in the format shown above.

F. Click OK to confirm.
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G. Click Yes to All to begin processing all records.

Note: Files with an SO retention require that both the File Closed and SO dates be
completed so that the retention triggers in TRIM will be activated.

9.11 Record Holds

TRIM Context includes the functionality to create Holds for selected records. This “locks” the

record, disabling many of the functions available for modifying the record (for example:
Location changes, Title changes etc) Record Holds will be performed centrally by the

Records Management Unit with direction from the Litigation and FOI Units. If you need to
make a change to a record under a Hold, contact the Records Management Unit.

An Information Worker cannot place records on hold, but can search for Record Holds as

follows:

A. You should be at the main Context screen

B. Click the i Find Records button on the toolbar.

C. Search for Record Holds from the Archiving search method

Search Methods =] B2

Search Methods |

&[] word Searches
B[] Mavigate

[:l Tray

(0] Mumbers

B[] Dates

B[] User Defined Fields

v

E}- D Archiving
P % Schedule Mumber

% Retertion Review Date
% Caonsignment (Application)
% Dizposition Chanoe

% Pending Ew

*% Holds

B[] Lacations

(] Action Tracking

-] Security

F‘-ﬂﬁ MisrEllanen s

a. I Cancel

Help

D. Click OK to open the search screen.
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Fliih Haedyds

Search l Sart | Fiter |

Search By -i_-lold_s =]

Hold

Current Selection

 AND Mew Ingert | J : I J Beset
Holdz is Blank

]

Cancel I

Open J

Help

4

E. Click the KwikSelect IEI button beside the Hold field to open the Holds list.

“; Select From Locations - Matching ‘litigation® - Record Owner Location (Filt...

Locations ]

- E)X)

S Ed
E-t il Address
Mobile Phone
Business Phone
Mame LITIGATION, ASHMOLA
QK I Cancel Search Help
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F. Select the appropriate Hold Title and click OK to return to the search screen.

Search for Records H=]
Search | Sott | Fiter |
Search By [Holds M
Hold ILlTlGATlDN - MEMIAH vIB’I
LCurrent Selection
CEND ) OR Hew I Inzert Delete | [i..] | HOm | Beset |
Holdz iz LITIGATIOM - NEMIAH ;I
ok Cancel Help
| | |

G. Click OK to begin the search.

H. TRIM will return the results based on the criteria entered.

Records Found

[ [ ARCS-01735-304104F RtdC TRIM Training Handouts - 01/03/2004 14/03/2004 SO MILDE 50 NIL DE

[ (1 ARCS-00432-20M1504F taday ta... 18/03/2004 SO MILDE 50 NIL DE

[ (1 ARCS-01735-20/504F~02  TRIM Total Recards and Infarm...  25/03/2004 5002y DE S0 02 DI
| | 3|
Azsignee At Home Location: M - Ministry of Farests since February 25, 2004 at 11:02 AM ;I

[ ate File Created
[ate Registerad
Motes

Recaord Number
Title:

February 25, 2004 at 11:02 A
February 25, 2004 at 11:05 A

941234-0001
94-1234-01

I. 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. See the following example:
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‘QRecurds - Holds is "LITIGATION - NEMIAH' - 4 Records Found
‘ A\ 1| Fiecord Mumber Fietriev... | Title [Free Test Part] [ate File Creat... | Date Due for Dest...
@ 0f = (F 941234-0001 94-1234-01 25/024200
[=] i A 04F RMC TRk Training Hand: Lo O 04
=] [ ARCS-00432-20/1504F taday to... 18/03/2004
(=} [ ARCS-M735-20/804F~02  TRIM Total Recaords and Inform... 25/03/2004
1]
Azzigrn LITIGATIOMN-MEMIAH since March 25, 2004 at 1123 AM
Al Holdz LITIGATION - MEMIAH
Date File Created | March 1, TS
Date Registered | March 16, 2004 at 9:23 AM
Metas
You could also send this list to a report for printing.
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9.12 How Do | Perform Record Maintenance?

Exercises - Record Maintenance

\ Exercise 1

Create a New Part to a File

This exercise will demonstrate how to create a new part to a file in TRIM Context.
You should be at the main Context screen.

Search for the record.
1. Right-click on the record and choose New>New Part from the short-cut menu.
2. Click OK to accept the defaults in the Create New Part Dialogue Box and to

PRI W

create the new part.

The new record will appear in a search results screen.

Press [F7] to Refine the search.

Click OK to repeat the original search.

Click the Record Number column heading to sort by record number.

Locate the records with the old and new parts.

Check the date closed field in the General Tab of the properties of the old part.
Check the Related Records tab properties in both records to see that TRIM has
automatically added a relationship between both records.

Exercise 2

Create a New Part to a File

Complete the exercise below to create a new part to a file based on the steps learned in the
previous exercise.

You should be at the main Context screen.

Press [F7] to refine the previous search.

1
2
3. Search for the record.
4

Create a new part for this record.

Exercise 3

Set a Record as Missing

This exercise will demonstrate how to set a record as missing in TRIM Context.
You should be at the main Context screen.

Search for the record.

Right-click on the record and choose Locations>Assignee from the short-cut
menu.

2. Check the Set as Missing checkbox.
3. Click OK to confirm the change and return to the search results screen.
The new record will appear in a search results screen.
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Exercise 4 Set a Record as Missing

Complete the exercise below to set a record as missing in TRIM Context based on the steps
learned in the previous exercise.

You should be at the main Context screen.

Press [F7] to refine the previous search.

1
2
3. Search for the record.
4

Set this record as missing.

Exercise 5 Search for Missing Records

This exercise will demonstrate how to search for missing records in TRIM Context.
You should be at the main Context screen.

Press [F7] to refine the previous search screen.

. Click the KwikSelect button to open the Search Methods Dialogue Box.

3. Expand the Miscellaneous category and select Missing Records. (No search
value is required for a missing records search.)

4. Click OK to begin the search.

5. TRIM will return all missing records.

N —

Exercise 6 Transfer Records to an External Organization

This exercise will demonstrate how to transfer records to an external organization in TRIM
Context.
You should be at the main Context screen.

Press [F7] to refine an existing search screen.

Search for records to be transferred.
Tag all records once you have confirmed the search results are correct.
Right-click and choose Locations>Home.

Click OK to confirm all tagged records.

Click the KwikSelect button in the Set to Location field

Select the external organization and click OK.
Click Yes to All to set all tagged records to the new Home Location.
Leave this search screen open for next exercise.

NI R WD

Exercise 7 Make a TRIM Reference

This exercise will demonstrate how to transfer records to an internal organization in TRIM
Context.
You should be at the main Context screen.

1. Locate the search screen from the previous exercise (records being transferred to
an external organization).

2. Ensure all the records are tagged.

3. Click the Make Reference button on the RMC toolbar or, press [Ctrl][M].
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4. Click OK to confirm all tagged records.

5. You may wish to change the name of the TRIM Reference file from Records.tr5
to Transfer to name of organization.tr5.

6. Click OK to proceed.
You can now insert this TRIM Reference into an e-mail to notify the RMU to
change the disposition of these records to the appropriate status.

Exercise 8 Transfer Records to an Internal Organization

This exercise will demonstrate how to transfer records to an internal organization in TRIM
Context.
You should be at the main Context screen.

Press [F7] to refine an existing search screen.

Search for records to be transferred.

Tag all records once you have confirmed the search results are correct.
Right-click and choose Locations>Home.

Click OK to confirm all tagged records.

Click the KwikSelect button in the Set to Location field

Select the internal organization and click OK.

Click Yes to All to set all tagged records to the new Home Location.

Make a TRIM Reference that can be sent to the RMU to have them change the
status of these records.

10. You could also send the tagged records to an Inventory Report for printing.

Vo kW=
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9.13 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 TRIM term for volume?

2. What is the purpose of a TRIM Reference?

3. How do you mark a record as missing?

4. Briefly describe when you would use a TRIM Reference.

5. Why is it necessary to provide TRIM with the Closed/SO dates on SO files that
are still open from the previous year?

6. Only an Information Worker can place records on hold.
a. True.
b. False.

7. Name the different ways to close a file in TRIM.

8. How do you know if a record has been placed on hold?
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9.14 Summary

In this Chapter you learned how to:

Create a New Part to a File.

Manage Missing Files.

Transfer Files to External and Internal Organizational Units.
Make a TRIM Reference.

Maintain SO Files.

Rollover CY and FY files from Current Year to New Year.
Close a File.

8. Search for Record Holds.

N o kv

Y ou should now understand and know how to perform the above Record Maintenance
functions in TRIM Context.
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10. Disposition Management

Disposition management is the process of moving a record through its life cycle of active and
semi-active to final disposition.

The steps involved in disposing of records are dependent on the legal requirements of the
ministry and other restraints such as storage space and personnel. Retention schedules dictate
when files are archived. At the Ministry of Forests, records inherit their retention schedules
from the classification plan.

10.1 Objectives

In this chapter you will learn about culling records in TRIM Context and how to:
1. Perform a Disposition search.
2. Create a Box Record.
3. Print Box Contents List Report.
4. Transfer records to On-site Storage/Destruction and Off-site Storage.
5. Transfer to Archives for SR and FR.

Following completion of this chapter you will understand how TRIM Context handles
disposition of records.

10.2 Culling

Culling of files happens at least once a year to destroy files or move them to off-site
storage. All culling must be done in accordance with ministry policy and procedures
and according to the records schedules in ARCS and ORCS. Keeping records longer
than their scheduled retention costs money, both in storage and administration costs,
liability and efficiency. The following procedures detail how TRIM supports these
procedures but you should be familiar with the ministry procedures before doing any
file cull.

The ROLLOVER, as described in the Record Maintenance Chapter 9.9 should be done
before any CULL is done.

From the CULL search results, pull the files, retrieving any that are signed out and
record any that are missing.

Culls are of two main types: those involving immediate destruction and those involving
a transfer to off-site storage. Beyond that, we have to segregate Approved from Draft
schedules, ARCS from ORCS, Archival Retention (SR and FR) from Destruction AND
group records by a 3 year time frame (records requiring 3 years of storage can't be in
the same box as records requiring 10 year storage).
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In TRIM,

this has been accomplished by setting up a series of "Saved Searches" that

will display the records that match each of the criteria. Each of these searches begin
with the word "CULL -..." :

TRIM Context

Ele Edt Search Tools ‘Window Help

Qe

Shortcuts x

Favarites

&)

o
2
g
=
&

N
Lacations

€

Classifications

Schedules

o
Thesaurus Terms

o

Saved Searches

Document Guedes

Recent L
Traws

B 09 .| 5895 @ .|| % w % % % |RelievalCode ~]@) (a1 8 % v L

4 Saved Searches - Starting With ‘cull’ - 26 Saved Searches Found

Mame / | Deseription

CULL- APP ARCS OFFSITE DE To identity active ARCS files eligible for Offsite Storage whose Final Disposition is Destiuction according to an APPROVED sche
CULL- AFF ARCS OFFSITE FR To identify ARCS files eligible for Offsite Storage whose Final Disposition is FR according to an APPROVED schedule
CULL-AFP ARCS OFFSITE SR To identity ARCS files eligible for Offsite Storage whose Final Disposition is SR according to an APPROVED schedule
CULL-AFP ARCS ONSITE DE To identify active ARCS files eligible for immediate destruction according to an APPROVED schedule

CULL-APF NOFR ORCS OFFDE to identify active MON-OPR ORCS files efgible for offsite storage whose final disposition is DE according to an APPROVED sch
CULL-AFP OMSITE DE To identify active files eligible for immediate destruction according to an APPROVED schedule (ARCS and ORCS)

CULL-APF OPR ORCS OFFSITE DE to identify active ORCS files eligible for offsite storage whose final disposition is DE according to an APPROVED schedule
CULL-AFP ORCS OFFSITE FR to identify active ORCS files eligible for offsite storage whose final disposition is FR according to an AFPROVED schedule
CULL-APP ORCS OFFSITE SR to identify active ORCS files eligible for offsite storage whose final disposition is SR according to an APPROVED schedule
CULL-APF ORCS OMSITE DE To identity active ORCS files eligible for immediate destruction according to an APPROVED schedule

CULL- DRAFT ARCS OFFSITE DE to identity active ARCS files eligible for offsite storage whose final disposition is Destruction according bo an DRAFT schedule
CULL- DRAFT ARCS OFFSITE FR to identify active ARCS files eligible for offsite storage whose final disposition is FR according to an DRAFT schedule

CULL- DRAFT ARCS OFFSITE SR to identify active ARCS files eligible for offsite storage whose final disposition is SR according to an DRAFT schedule

CULL- DRAFT ONSITE DE to identity active fles ehgible for immediate destruction according to a DRAFT schedule [ARCS or DRCS).

CULL- DRAFT DRCS OFFSITE DE to identify active ORCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule

CULL- DR&FT DRCS OFFSITE FR to identify active ORCS files eligible for offsite storage whose final disposition i FR according to an DRAFT schedule
toich gible fo rding to an DRAF le
CULL- DR&FT DARCS 510 DE to identify active ORCS files elighble for offsite storage whose final disposition is DE according to an DRAFT schedule

fi f: fi i
CULL- DRAFT DRCS S10FR to identity active ORCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL- DRAFT DRCS ST05R to identify active ORCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL- DRAFT DRCS S12DE to identify active DRCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL-DRAFT DRCS S12FR to identity active DRCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL-DRAFT DRCS S125R to identify active DRCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL- DRAFT DRCS 522DE to identify active ORCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL- DRAFT DRCS S22 FR to identify active DRCS files eligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL- DRAFT ORCS S22 5R to identify active DRCS files eligible for offsite storage whose final disposition iz DE according to an DRAFT schedule

V¥ Saved Searches - Starting With 'cull - 26 Saved Searches Found

slipper.idir,brgov { FOR Prod | David Young UM

Note: these saved searches are applicable to the entire ministry and are NOT specific to
your office. You will need to run the search once (double click on the search)
then refine the result (F7) to change the filter setting to be relevant to your office.

You can also refine these searches to adjust the date range or to specify a certain
group of records (by classification, by location etc.) but the basic parameters are
in these searches. Once refined, you can save your own version as a Saved
Search — see S. 13 of this manual.

To complete a CULL you will need to run each of these searches, however it is likely
that a few of these searches will return the result "no records found" indicating there are
no records of that type to be processed.

Note: currently TRIM identifies any onsite record as an “Active” Disposition despite its
status according to the retention schedule.

The following provides a description of some of the CULL Saved Searches as listed in
the above screenprint.

1. CULL - APP ONSITE DE

This identifies any active records (Approved ARCS and ORCS) which would be
eligible for immediate destruction, dated Year to Date.

The saved search is sorted by record number, which has the effect of segregating ARCS
from ORCS.
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Note: currently all records to be destroyed (excepting transitory records) are required to
be sent off-site for destruction, even though their schedule indicates they could
be destroyed immediately.

2. CULL - DRAFT ONSITE DE

This identifies any active records (DRAFT ARCS or ORCS) which are eligible for
immediate destruction, dated Year to Date.

As this is a DRAFT schedule no actual destruction can be authorized.
The records are sent to off-site storage.

The saved search is sorted by record number, which has the effect of segregating ARCS
from ORCS.

When the schedules are approved, destruction can take place.

3. CULL-DRAFT ARCS OFFSITE DE

This identifies any active ARCS records (DRAFT) which are eligible for eventual
destruction, after a specified time in offsite storage, dated Year to Date.

As this is a DRAFT schedule no actual destruction can be authorized.
The records are sent to off-site storage.

The search results are sorted by "Date due for Destruction", then Record Number to
identify records having similar retention requirements.

When the schedules are approved, destruction can take place.

The Following Tables Provide the Instructions to be Carried Out by RMHELP Staff
and Records Custodians.

CULL SEARCHES RMHELP RECORDS CUSTODIANS
1. CULL - APP
ONSITE DE

Note:: Any destruction of records is immediately suspended when subject to a litigation or
FOI request. Although the Records Management Unit confirms this prior to giving
authorization, a request that comes in after authorization but before actual destruction
must halt that destruction.

1. Print CULL Report (see
10.3 below).

2. Ifrequired, Create
ONSITE STORAGE/DE
BOXES (see 10.4 below).

3. Cull the files. Retrieve
any that are signed out,
record any that are
missing.

4. If you have created
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ONSITE STORAGE/DE
BOXES, move the files
into these containers.
Send the Box List Report
with the covering ARS
518 form to the RMHELP
for destruction
authorization

6. Reviews ARS 518
and authorizes
destruction or
amends CULL list

Arranges for destruction
per the authorization rec'd
from the RMHELP.
Sends Confirmation of
Destruction (ARS 518) to
RMHELP

9. Updates Disposition
status in TRIM to
"Destroyed"

2. CULL - DRAFT
ONSITE DE

3. CULL-DRAFT
ARCS OFFSITE
DE

4. CULL DRAFT
ARCS OFFSITE
SR

5. CULL DRAFT
ARCS OFFSITE
FR

6. CULL-DRAFT
ORCS OFFSITE
DE

7. CULL-DRAFT
ORCS OFFSITE
SR

8. CULL-DRAFT
ORCS OFFSITE
FR

—

Print CULL Report
Create OFFSITE
STORAGE BOX
RECORDS using the
assigned Accession
number and ARS 118
Application
(Consignment) Number
Cull the files. Retrieve
any that are signed out,
record any that are
missing.

Transfer the files into
boxes, separating ARCS
from ORCS, and
separating the ORCS
sections into different
boxes.

In TRIM move the files
into the appropriate Box
containers.

Print a copy of the Box
Content List Report for
inclusion in each of the
boxes as a box content list.
Print a
CONSIGNNMENT AND
CONTAINER (BC GOV)
Report for the records
with the covering ARS
118 form to the RMHELP
to have the boxes sent off-
site.

8. Reviews ARS 118
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and forwards to
CIMB to arrange
offsite storage

9. CIMB advises what
storage facility will
be taking the records
and arranges for
pickup.
10. Sets the disposition
of the records to
"Semi-active" and
updates the "Home
Location" for the
boxes.
9. CULL- APP Print CULL Report
ARCS OFFSITE Create OFFSITE
DE STORAGE BOX
RECORDS using the
10. CULL- APP assigned Accession
ARCS OFFSITE number and ARS 517a
SR Application
(Consignment) Number
11. CULL- APP Cull the files. Retrieve
ARCS OFFSITE any that are signed out,
FR record any that are
missing.
12. CULL-APP ORCS Transfer the files into
OFFSITE DE boxes, separating those
whose semi active
13. CULL-APP ORCS retention period is within a
OFFSITE SR 3 year range (refer to Cull
report).
14. CULL-APP ORCS In TRIM move the files
OFFSITE FR into the appropriate Box
containers.
Print a copy of the Box
Content List Report for
inclusion in each of the
boxes as a box content list.
Print a
CONSIGNNMENT AND
CONTAINER (BC GOV)
Report for the records
with the covering ARS
517a form to the
RMHELP to have the
boxes sent off-site.
8. Reviews ARS 517a

and forwards to
CIMB to arrange
offsite storage
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9. CIMB advises what
storage facility will
be taking the records
and arranges for
pickup

Sets the disposition
of the records to
"Semi-active" and
updates the "Home
Location" for the
boxes

10

10.3 Disposition Search for Records

You need to perform a Pending Event search for records where the disposition is
changing from Active to Semi-Active status and which will be placed in a box(s).

A. Perform a Pending Event search using one of the CULL searches available from the
list of Saved Searches already created. Below is a screenprint of those Saved
Searches:

Elle Edit Search Tools ‘window Help

Ol E | = & Al SP® . H5883E - % % v %% BeievalCode [~[&] &7 @] S %y .
Sharteuts x
T %4 Saved Searches - Starting With ‘cull’ - 26 Saved Searches Found
= Name # Desoi
&0 CULL- AFF ARCS OFFSITE DE Ta identify active ARCS files elgible for Offsite Storage whose Final Disposition is Destiuction according to an APFROVED sche
Hhacs e CULL- 4P 4RCS OFFSITE FR Ta identify ARCS fies eligible for Dffsite $torags whose Final Disposition is FF according to an APPROVED scheduls
CULL- 4P ARCS OFFSITE SR Ta identify ARCS fies eligible for Dffsite $torage whoss Final Disposition is SR according to an APPROVED schedule
@ CULL- 4PP 4RCS ONSITE DE Ta identify active ARCS files eliible for immediate destruction according to an AFFROVED schedule
s CULL- 4PP NOPR ORCS OFFDE to identify active NON-OPF ORCS files eligible for offsite storage whase final disposition is DE according to an APFROVED schi
Lsadians CLILL- APF INSITE DE Tavidsnify active fes sigitle for mmediste: destrustion ascarding to an APPROYED scheduls (SRS and DACS]
@} CULL- 4PP OFR ORCS OFFSITE DE to identity active ORCS fles sligile for offsite storage whose final disposition is DE according to an APPROVED schedule
b CULL- 4PF DRCS OFFSITE FR to identity active ORCS fies sligible for offsite storage whose final disposition is FR according to an SFPROVED schedule
Classifications CULL- &4FF ORCS DFFSITE SR to identify active ORCS files eligble for offsite storage whose final disposition is SR according to an APPROVED schedule
@‘r CULL- 4PP DRCS ONSITE DE Ta identify active ORCS fles sligible for immediate destuction according to an APPROVED scheduls
B\ CULL- DRAFT ARCS OFFSITE DE to identity active ARCS fies sliible for offsite storage whose final disposition is Destuction according to an DRAFT scheduls
Sthedules CULL- DR&FT ARCS OFFSITE FR to identity active ARCS fies sligible for offsite storage whose final disposition is FR according to an DRAFT schedule
CULL- DR&FT ARCS OFFSITE SR to identify active ARCS fies slible for offsite storage whose final disposition is SR according to an DRAFT scheduls
@ CULL-DRAFT ONSITE DE to identity active files eligible for immediate destruction according to & DRAFT schedule (4RCS or ORCS)
Ak CULL- DR&FT ORCS OFFSITE DE to identity active ORCS fles sligile for offsite storage whose final disposition is DE aceording to an DRAFT schedule
CULL-DRAFT ORCS OFFSITE FR to identity active ORCS fles dlighle for offsite storags whoss final disposition is FR according to an DRAFT scheduls
[ v =
Sav:%ms CULL-DRAFT ORCS 510 DE to identity active ORCS fies dligible for offsite storage whose final disposition is DE according to an DRAFT schedule
& CULL-DRA&FT ORCS 510 FR to identity active ORCS fies dligible for offsite storage whose final disposition is DE aceording to an DRAFT schedule
{@ CULL-DRAFT ORCS 510 5R to identity active ORCS fes dligile for offsite storage whose final disposition is DE according to an DRAFT schedule
B 4 CULL-DRAFT ORCS 513 DE to identity active ORCS files dligile for offsite storage whose final disposition is DE aceording to an DRAFT schedule
BoxrienaGtite: CULL-DRA&FT ORCS 513 FR to identity active ORCS fies dligible for offsite storage whose final disposition is DE aceording to an DRAFT schedule
CULL-DRAFT ORCS 513 5R to identity active ORCS fes dligile for offsite storage whose final disposition is DE aceording to an DRAFT schedule
CULL-DRAFT ORCS 522 DE to identity active ORCS fies dligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL-DRA&FT ORCS 522 FR to identity active ORCS fies dligible for offsite storage whose final disposition is DE according to an DRAFT schedule
CULL-DRAFT ORCS 522 5R to identity active ORCS fies dligile for offsite storage whose final disposition is DE aceording to an DRAFT schedule

Fecent 1
Traps ¥ Saved Searches - Starting With 'cull' - 26 Saved Searches Fnund]

B. Double click to run the search. Once a result is shown, you will have to refine the
search result (F7) to adjust the filter to your record type. When refining the search
you also have the opportunity to narrow the number range to specific record series,
or to exclude a specific record series by adjusting or adding to the search criteria.
Run the search again with your refined criteria.

ﬂpper‘iﬂir.bcgov I FOR Prod | David Young UM
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Disposition Management

| Note: these searches can takes minutes to run.

10.4 Printing Cull Report

Having run the search described in 10.3, you can print a INVENTORY - SUMMARY
DISPOSITION DATES report as a pick list for retrieving the files

Once the records are in the order you want them, tag all and print the

10.5 Creating a Box for Off-Site Storage

When records are due to become semi-active they will need to be placed in one or more
boxes for storage at an off-site storage centre. Part of this process will require creating
one or more boxes in TRIM. The Home Location should be set to the current location
now and then changed to the offsite storage location when the box is actually
transferred.

C. Create a New Record

TRIM Context - Hew

Recard lLDcatiun] Record T_I,Ipe] Ducumentuueue] Other ]

b | ”

(3 BOx - OFFSITE TRAMSFERS )
: MNS/STORAGE

E

E

[ O -100 MILE HOUSE DOCUMEMT [Dik4H] [
F

(3 D - 100 MILE HOUSE EFOLDER [DH]
(W] C - 100 MILE HOUSE P-FOLDER [DMH]
[ D -ARROW BOUNDARY DOCUMENT [DAB) [

L o N ] P TR ST TN TR R L TR o L ot ol ] N

D. Select BOX — OFFSITE TRANSFERS Record Type

E. Click OK and the following dialogue box will appear:

EDS Canada Inc. Page 10-7

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

& Mew Record BOX - OFFSITE TRANSFERS [_ O] x|
General |Ngtes |
Title [Free Text Part) [ ;I
¥
[
Accession Number IEI :’
Conzgignment [&pplication) I
Owner Location IM - Ministiy of Forests LIEI
Home Lacation IM - Ministiy of Forests LIEI
0K I Cancel Help |
V.

F. Enter the Title in the Title [Free Text Part] field. The title of the box will always
be the originating office.

o' New Record BOX - OFFSITE TRANSFERS

General ]Notes }

Title [Free Text Part]

Accession Number
LConsignment [Application]
Oiwner Location

Home Location

Assignee

Dizposition

HIS - Information Management Group

|341234

1234567

Ministry of Forests

HESRM - Records Management Centre

HBSAM - Records Management Centre|

Aictive

halll™]
halll™]
halll™]

=]

Cancel |

Help |

A

G. The Accession Number shown above is 94-1234 = 941234 in TRIM.
H. The Consignment [Application] Number is from the ARS 118 or 517a form.
I. The Owner Location = Ministry of Forests.

Note: the owner of the box is the Ministry; the owner of the files within the box will be
the individual office.

J. The Home Location and Assignee = the originating Office (where the box is right

now)
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Disposition should remain as “Active”.

L. Click the Notes Tab and enter any applicable information in this screen.

& New Record BOX - OFFSITE TRANSFERS =1

Gereral  Motes |

Moving old training materials to offsite storage. d
l"March 31, 2004 at 10:17:58 AM (GMT-08:00) ‘Wilsan, Freda"

=
User Stamp | Speling | Add Notes |
[ ok | cacel | Hen |

M. Click OK to create the Box record.
N. Enter the first Box number of that accession 949888-0005.

Enter Formatted Humber

IR - FINAn

O. Click OK.
P. You will see 1 Record Found.

4 Records - Record Mumber is *949888-0005" - Sorted and) Filtered - 1 Record Found

Fecord Mumber © Fietrieval Code | Title (Free Text Part) Date Created (Opened] [, Retention Schedu
+ (P 5 Tenure Files 09, 3 PM

Q. The Box Record has now been created.

Note: Use the Copy Record function to create as many boxes as needed. You will be
prompted to change the box number for each one. This will make the process easier
and save some time

R. Right-click on the new box record and select New>Copy Record from the shortcut
menu. You will be prompted for a new box number.
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S. Use the Copy Record to create the required number of additional boxes. If you
create more Box records in TRIM than you actually use — send a reference for those
extras to RMHELP and request they be deleted.

10.6 Adding Records to a Box

Up until now, we have identified the records to be boxed and created the boxes, but
have not actually transferred the files to the boxes. We need to let TRIM know when
the files have been boxed. To do this:

A. Search for the records and tag them.

B. Right-click and choose Locations>Container from the short-cut menu.

Record Container (Folder/Box) §|

Apply To:

v & :
" Current Recard Oy

[v Alwaps Show Thiz Dialog

Ok | Cancel Help

C. Click OK to accept all tagged records.

D. Search for the specific box created and Set Container To the individual box.
E. Check the 'Enclose the Record Now' checkbox.

| Record Container, (Folder/Box) - All Tagged Records E|

{+ Set Container [Folder/Box) T

hlll =
[+ Encloze the Record Mow

Mate: Unchecking this box will not ‘unenclose’ any Becaord.
To 'unenclozse’ Records use 'Locations - Assignee’.

" Bemove Permanently From Container [Folder/Box)

0k | Cancel Help
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™

Click OK to confirm the container.

Click Yes to All once you are certain you have selected the correct container.

The following screenprint shows a container expanded to display the contained
records.

Tools Window Help

@ @ % g_;; 5 3 b ) o] B8 Sy S5 | Accession Number| ~ | & 953155 - | & Q!* =
YA Records - Accession Number is '953155' - 10 Records Found
Fiecord Mumber | Fietrieval Code | Title (Free Text Part] |D Fecord Type
@ + (P 953155-0001 FE4 - KAMLOOPS FIRE CENTRE (F BOX - OFFSITE TRA
@ + (§ 953155-000 Fia - KAMLOOPS FIRE CENTRE (P BOX - OFFSITE TRA
W - PES iE] AMLOOPS FIRE CENTRE

@ 23 FOR-14600-22..  K5-0204/1998 FIRE K5-0204 2 H - KAMLODPS FIRE
@ X3 FOR-14600-22... K4-0201/1938 FIRE K4-0201 2 H - KAMLOOPS FIRE
@ 13 FOR-14600-22... K2-0216/1998 FIRE K2-0216 21 H - KAMLOOPS FIRE
=] (1 FOR-14600-22... k5019841998 FIRE K&-0192 (1 H - KAMLOOPS FIRE
=] 1 FOR-14600-22..  K5-0245/1938 FIRE K5-0245 1 H - KAMLOOPS FIRE
@ 23 FOR-14600-22 . K&-0244/1995 FIRE KE-0244 2 H - KAMLODPS FIRE
@ (23 FOR-14600-22... K2-0243/1998 FIRE K2-0243 3 H - KAMLOOPS FIRE
@ 3 FOR-14500-22...  KE0242/1998 FIRE KE-D242 [ H - KAMLOOPS FIRE
=] 1 FOR-14600-22... k6024141998 FIRE K&-0241 1 H - KAMLOOPS FIRE
@ 23 FOR-14600-22.  K&-0240/1998 FIRE KE-0240 2 H - KAMLODPS FIRE
@ X3 FOR-14600-22... K2-0239/1998 FIRE K2-0233 23 H - KAMLOOPS FIRE
@ 13 FOR-14600-22... KE-0238/1998 FIRE KE-0238 23 H - KAMLOOPS FIRE
=) /1 FNR-14R00-27 K2-N237 997 FIRF K2-N237 71 H - KamINNPS FIRF

10.7 Print Box Contents List (Consignment
Container)

Now that the records have been identified you are ready to print the box contents list.

A. The records in the box should be sorted in order of Final Disposition Date which
will be one of either

a. Date Due for Destruction
b. Date Due for Selective Retention

c. Date Due for Full Retention

B. Add the appropriate column to your List Column View and sort by that field:

EDS Canada Inc. Page 10-11

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

PROVINCIAL AIRTAMKER CEMTRE -...

K30712 / 2003

Retrieval Code | Date Due for Destruction | Diate Due for Semidetive | 0
z 20

Motes

== M

Date Opened Tue, April 1, 2003
Date Registersd | Thu, April 21, 2005

Corversion Data:
GRKS STRUCTURE Oi

QRMS LOCATION ARCHIEALD
QRMS Dpened Date 01-4PR-2003
QRMS Closed Date 31-MAR-2004
(QRMS File Closed Date 31-MAR-2004
QRMS OFFSITECODE 343803
QRMS BOXMUMBER 0007

QRMS # 0OF SUPPLEMETARY O
QRMS WOLUME NUMBER 1

Title

Record Number | FOR-14600-22/553303F
831261 - FIRE SUPPRESSION:WILDFIRES:GENERAL - WILDFIRELESS THAN 20 HA - PROVINCIAL AIRTAMKER CENTRE - K30894

—

C. Tag the records.

D. Click the Print Report
results screen and choose Send to>Print Report.

Print Report |

Apply To:
o

Il Tagged Records;

" Curent Record Only

03F 201303-31 20050331
03F PROVINCIAL AIRTAMKER CENTRE -.. K30713/2003 2013-03-31 20050331
03F PROVINCIAL AIRTANKER CENTRE -.. K30714 /72003 2013-03-31 20050331
03F PROVINCIAL AIRTANKER CENTRE -..  K30261 /2003  2013-03-31 2005-03-31
03F PROVINCIAL AIRTANKER CENTRE -.. K30238 /2003  2013-03-31 2005-03-31
03F PROVINCIAL AIRTANKER CENTRE -.. K30224 /2003 2013-03-31 2005-03-31
03F PROVINCIAL AIRTANKER CENTRE -.. K30217 /2003 2013-03-31 2005-03-31
I3F PROVINCIAL AIRTANKER CENTRE -.. V103272003 2013-03-31 2005-03-31
I03F PROVINCIAL AIRTAMKER CEMTRE - K30206 /2003 2013-03-31 20080331
I03F PROVINCIAL AIRTANKER CENTRE - K30178 /2003 201303-31 20050331
03F PROVINCIAL AIRTAMKER CENTRE - K30176/ 2003 2013-03-31 20050331 A
< =
Assignes In Container [Folder/Box] '949803-0007" since Thu, April 21, 2005 st 3:34 PM. At Home Locatiors HPRAT - Air Tanker Base - Kamloops

El

button on the toolbar, or right-click in the search

¥ Alwayps Show This Dialog

x|

Cancel

Help

E. Click OK to print all tagged records.
F. Select the CONSIGNNMENT AND CONTAINER (BC GOV) Report.
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Report - Records

Printing to G Frint

"shroudP11921 |

r
Optional Tile [ Use Manual Feed?

|952865-002
Awailable Reparts

g Mame ~ {EB e L T

B LIST - INWERTORY IMC DAT !"".‘"““ I = [row ool ] .
= — i S Prewiew
JMERIT {TAIME ' '

$€ CULL REFORT

Cancel

[BOX LIST - INVENTORY INC DATE FOR FINAL|
$€ CULL REFORT WITH DISPOSITION
$€ FOR RECORD LABEL (INCL BAR
$€ NVENTORY 3
$€ INVENTORY - ACCESSION SUMN
$€ NVENTORY - ALTERNATE CONT L
$€ NVENTORY - ASSIGNEE

S INVENTORY - CONTAINER

$€ INVENTORY - FULL TITLE

S INVENTOR™Y - OWWHER b
P | >

Setup

Dezign

SRANY

Help

G. Preview the Report.

. . Ppplicatio
Consignment and Container Report
David Young 20080529 10:02:41 AM
) ) Fle Sche
Contsiner File Number Retrieval Code and Title Date Range S0 Date
cortert OFR
fo 1057 | 251 - FIRE SUPPRESSONMILD FIRESTS ENERAL -WILDFIRELESS THat  ATEDS-16 19651049 FYiv e
I HA- FIRE K5
wasorzr wozn
N mm FO RS20 TGF |, KHIvIeE 261 - FIRE CURPRESSIONUILD FIREST ENERAL-WILDFIRELESS THON  ZIELE-16 19650725 Fraiy e
T HA- FIRE K001
wososos wos07as
SHEEIT FOR-1SI-22380 105F ) kamiEE SE1261 - FIRE SUPPRESSIONWILDFIRESG ENERAL - WILDF IRE:LESS THaN  TDE0-16 19651108 FirHarYT
T HA- FIRE k20216
weooren w0z
F ) 1261 - FIRE SUPRRESSIONUILD FIREST ENERSL-WILDFIRELESS THON  ZDS05-05 19650511 Fry T
T HA- FRE LSO
wooorEs woosoer
fo | 3251 - FIRE SUPRRESSONMILD FIRESTS ENERAL -WILDFIRELESS THat  ADGOS-IS 1265022 Frdiv e
‘A Ha- FIRE k50245
weooren woomz
Fir y 51261 - FIRE SUPPRESSIONILD FIREST ENERAL-UWILDFIRELESS THeN  ZDE0SDS 1erEn P e
T HA- FIRE KGO
waooren woseass
IR PO R 4SI-2205T05F i, KR 251 - FIRE SUPRRESSONVUILD FIRESTS ENERAL -WILDFIRELESS THaH  ADEDS0S KBS FYiv e
T HA- FIRE k20203
waooren woseaa
IR PO R-4ETI-2205306F |, KEDREE FHX1 - FIRE SUPRRESSONMILD FIREST ENERAL -WILDFIRELESS THoN  ZDEDES 196500 P &
|| 3
slipper | FOR Prod | David Young (AP |NUM

H. Print the Report if everything looks correct. Remember that the order of the files
on the Box Content List MUST match the order of the files in the box

Repeat these steps for all files contained in the boxes. Follow the procedures to obtain
the necessary approvals for these records to be archived.
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10.8 Transfer to Archives for SR and FR

Records that reach the end of their semi-active status and based on their retention
schedule are ready to be transferred to BC Archives for final disposition of either SR or
FR. This is based on receipt of notification that the legal transfer has occurred - there is
no shipping of boxes or additional approvals to get. The next step is to change the
Owner and Home Locations to BC Archives as well as to change the Disposition of
those records to the appropriate status. Again the 'Search, Tag and Do' function should
be performed as follows:

A. Search for those records that are to be transferred.

B. Tag all the records.

C. Change the Home Location and Owner Location to BC Archives.
D

. The Information Manager (RMHELP) will change the Disposition to the
appropriate status.

10.9 Records Work Tray

Although we covered The Work Tray earlier in the course, this will be a reminder that
using the “Work Tray’ can be very useful when performing disposition management
duties. 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.

emp—

R PV IEREIR A

10.10 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 or tag those records to wish to add to the Work
Tray.
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% Tagal Chra
File Edit Search Tools Window Help 2 Unkag Al Chr+l
-
] = BB &9 . |H8mgys netills Accession Number| ~ &) (953155 ] % %, | -
Shortcuts x [lew »
M Search 3 L
@ Mavigation » PEUSLE P Ll
A ] | Fienord Number Fietrie 1 Fecod Tyne A
Recards v [ FOR4E0022/3843 . K502 (2 Contained Records B £ H - KaMLONPS FIRE CF
% v O FOR-UBON22/3842.. K402 &) et fa 3 H - KAMLOOPS FIRE CF
v B FOR-VEMZ2/3841 K202 -KAMLOOPS FIRE CF
o v [ FOR-4E0022/3637.. K501¢  Detals v -KAMLOOPS FIRE CE
= v [ FORUBI022/36%.. K502 |ocations s -KAMLOOPS FIRE CE
{@ v C1FORUEDOZZEH.. KEOZ , -KAMLOOPS FIRE CE
T v B FOR-V4E00Z2/3633. K20z = -KAMLOOPS FIRE CE
sicaions b Classiy
@ < AuditiSecurity
X v .
‘Workflow
Sl v [ FORUEMZZE. K20z - KAMLDOPS FIRE CE
v ([ FOR4EMDZZ/28. Keoz  Hectronic 4 -KAMLOOPS FIRE CE
ros ¥ E' FOR-14600-22/3527... K202 Administrative Tools » -KAMLOOPS FIRE CE
G st v ([0 FOR-1460022/3526... K4 N = mail Recipient -KAMLODPS FIRE CE
& v [ FOR-TG00-22/3625.. K4 E—— " -KAMLOOPS FIRE CE
v 01 FOR-UGM0ZZ/aR2s. Kooz CXErmeln Ralciders il - KAMLOORS FIRE CE
Saved Searches 40+ (1 FOR14600-22/3623.. K702 Remorve From | 3 Brint Report - KAMLOOPS FIRE CE o
2 < I @ Request 3 Frint Document 3@
W b
= Off &ssignee In Container (Folder/Ba;  Porform Scheduled Task Print Merge 2006 at 10:32 AM
Document Queuzs |l Of e Dpened | Fii, May 5. 2006 ot 125 Properties  AltsEnter | (9 Wb Pubisher
ol ot Reaistered | Fri. May 5. 2006 at 12:5 Export 5ML
Al Notes
PHl Record Wumber | FOR-14800-22/3531 088 By Favorites F4
ol Tie 8:11251 - FIRE SUPPRESSIOM:WILDFIRES:GENERAL - WIL  Add To Recent Documents
N
Add To My Containers
Recent
Travs S Records - Accession Number is '953155 - 10 Records Found J %, Records - Contained Within is '953155-0003 - Sorted - 46 Records Found

Add the Record ta the Recaords Wark Tray
/4 start

slipper j FOR Prod | David ¥oung UM

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

from the sh

ort-cut menu.

Add Records to the Records Work Tray

£ Curent Fecord| Dy

¥ &lways Show This Dialog

o]

Cancel

Help

D. Click OK to confirm.

10.11 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.
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Waork Tray - 4 Records Found

+"| Record Number Retrieval Code | Title [Free Text Part] Date Created [Opened] |B Retention Schedule Date Due fc
17411 I PM
+ (F 949388-0008 Tenure Files 09/02/2005 at 2:37 PM
+ (F 949988-0002 Tenure Files 09/02/2005 at 2:27 PM
+ (3 949995-0001 Tenure Files 0940272005 at 213 PM
L3 2
Azsighes t Hame Location: RNI - Marthern Interior Forest Region since Moverber 17, 2004 at 2:03 P
Date Created [Opened) | Movember 17, 2004 at 2:01 PM
Date Registered Movember 17, 2004 at 2.07 PM
Motes
Fecord Number 943333-0002
Title terune files

10.12 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 4 records in the Work Tray:

Record Number Retiieval Code Title [Fiee Text Par]
[=] 5 5

3 FOR-10830-47./0744. STUMPAGE REVIEW

[ ARCS-00292-30/173. FOR-2001-0128 SUPOT REQ ACC : COPIES OF REC 5 BET. 00/03/01-PRES, FROM DI
[ 4RCS-00292-30/173. FOR-2001-0128 SUPD2 REQ ACC : COFIES OF REC S BET. 00/08/01-PRES, FROM DI
0 ARCS-00292-30/173 FOR-2001-0128 SUPD3REQ ACC : COFIES OF REC S BET. 00/03/01-PRES. FROM DI
03 ARCS-00292-30/173. FOR-2001-0128 REQ ACC: COPIES OF REC S BET. 00/08/01-PRES. FROM DIST. MA,
3 ARCS-00292-30/171...  FOR-2001-0140 ALL DOCUMENTATION RECEIVED BY MOF SINCE 1994 THAT PERTA.
3 ARCS-00292-30/171..  FOR-99-0144 APPLICANT S UNSUCCESSFUL APPLICATION FOR AN AUXILLIARY ...
B ARCS-00232-30/171 FOR-33-0145 COPY OF LETTERS THAT MAY BE FOUND OM &PPLICANT S PERSO

[ ARCS-00232-30/171 FOR-39-0148 RECORDS HELD UNDER SCALER LICENCE #7372 FOR ALL YEARS F
[ &RCS-00292-30/171 FOR-2001-0216 RECQUEST UNSEVER COPIES OF: 1) BRIEFING/ ISSUE NOTES, ANAL
@ ARCS-M050-094172. 208/2305E H0400882208/2305E

@ ARCS-01385-20/161 Mcou MCOUILLAN, STEVEN

H

H

H - INFORMATION bt
H - INFORMATION AN
H - INFORMATION bAN
H - INFORMATION MM
H - INFORMATION MaN
H - INFORMATION MAN
H - INFORMATION bt
H

H

H

H

H

H

H

E

- INFORMATION Mak
- INFORMATION hdah
- FINAMNCE & MEMT 5
- REVENLIE P-FOLDE

@ FOR-21740-20/1669. SKEENA SKEEMA CELLULOSE INC. %WAS (REPAP BRITISH COLUMBIA INC.) - REVENUE P-FOLDE
(£ FOR-10000-20/1086. 0-211210 ACCESS ROAD SUPERVISION (NOW 940-2-5) 2 -RESOURCE TENUR
(23 FOR-10000-401015...  »39233 LAYINGTON PLANER MILLLTD -RESOURCE TENUR
B ARCS-00206-20/221 CCFM CCRM CANADIAN COUNCIL OF FOREST MINISTERS -DEPUTY MINISTER'
£ | ]
Assignes In goﬁqta‘&rﬁl [Folder/Box] *929573-3999 [4t Home Location: ACCESS OFFSITE RECORDS STORAGE (2500 652-1034)' since Wed, April 19, 2006 <
at

Disposition Schedule | 8] Click to display =

Audit Events 1 Click to display
Creator Fred Beinhausr
Date Opened Fii, February 1.1591
Date Registered Sat, May 15, 2004
Motes

Conversion Data;

rds - Accession Number is ‘953155’ - 10 Records Faund | W, Records - Contained Within is '953155-0003 - Sorted - 46 Records Found | 3zp Work Tray - 17 Records Found 1
| slipper } FOR Prod | David Young |~ A0 [WUM
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B. Tag the records you no longer need to keep in the Tray.

TRIM Context. % Tagal Chrl+a
Fle Edt Search Tools Window Help 2 Untag All ChrHL
0 B DR S .|| w8 = el ., | |Accession Number|~ & 953155 BEEE A
Shortcuts X [ew 3
Favorites Search 3 =
@ Mavigation [ —— 2
3 1
[ Contained Records T B TS
3 0 ARCS-O0e3220/022. §) Edt Crto (2 H - INFORMATION Mar
it £ FOR-1083047/0748 EVIEW £ H - ECONDMICS & TRl
Locations v (@ ARCS-00292-30173 B *ACrC: COFIES OF REC § BET. D0/0/01-PRES . FROM DI £ H - INFORMATION Mt
= £ ARCS-D0252-304173 Lacations »BCC: COPIES OF REC § BET. 00/08/01-PRES, FROM DI £ H - INFORMATION Mt
o v (@ ARCS-00292-30173 Relate » BCC - COFIES OF REC § BET. D0/08/01-PRES, FROM DI £ H - INFORMATION Mt
Classifications £ ARCS-00252 304173 Clossiy FIES OF REC 5 BET. 00/08/01-FRES, FROM DIST. M £ H - INFORMATION Mt
=, v 1 ARCS-00292304171 = NTATION RECEIVED BY MOF SINCE 1334 THAT FERTA £ H - INFORMATION Mt
@ v Audikjsecurity ¥ 5 UNSUCCESSFUL APPLICATION FOR AN AUXILLIERY £ H - INFORMATION Mt
Schedules || it i o
i Elertranic , ELD UNDER SCALER LICENCE #7372 FOR ALL YEARS F. £ H - INFORMATION Mt
(1 ARCS-00292304171 o SEVER COPIES OF: 1) BRIEFING/ ISSUE NOTES, ANAL £ H - INFORMATION Mt
e [ ARCS-1N05009/172 B b /230SE [ H - FINANCE & MGMT 5
o (1 ARCS-D1385.20/161 Send To » [STEVEN 1 H - REVEMUE PFOLDE
(1 FOR-21740-20/1683 Exterral Link, » ILULOSE INC. WS (REPAP BRITISH COLUMEILS INC.) 1 H - REVEMUE PFOLDE
A5 {1 FOR-10000-30/108E. 1 H-RESOURCE TENUR
Saved Searches | |1€ [ FOR-1000040/1075, e e s [ H-RESOURCE TENUR
2 e B 1 ARCS-OMNB2N/221 ey Reauest Remove Record from the Recent Documents Tray B E - DEPUTY MINISTER'
— D T Perform Scheduled Task Remove Record from the My Containers Tray >
Document Queves || oif : :
c Assignee In Containe Properties Alt+Enter 21034)' since Wed, April 19, 2006 A
D, at 857 &M
Al N Disposition Schedule | (&l Click to display =
D, Al Audit Events (8] Click to display
Do 1ill Creator [ Fred Esinhauer
il Date Opened Tue, September 7, 1999
D ate Registered Sat, September 11, 2004
Hotes
Canwersion Data b

Recent
Trays Y Records - Accession Nurber is'953155' - 10 Records Found | %, Records - Contained within s '953155-0003 - Sorted - 46 Records Found | g Work Tray - 17 Records Found

Remove the Record from the Records Work Tray

(Remaven i
74 start

& 8 = [E] urread Ml - Hic

slipper { FOR Prod | David Young

T Chapter 10 - b . z

C. Right-click and choose Remove From>Remove Record from Records Work

Tray from the short-cut menu.

Remove from Records Work Tray E |

™ Curent Record Only

W Alwayps Show This Dialog

o]

Cancel

Help

D. Click OK to confirm all tagged records.

The records will be removed and you will be returned to the Work Tray screen.
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10.13 How Do | Perform Disposition Management?

Exercises - Culling

\ Exercise 1 Perform a Draft ORCS Offsite SR Search

This exercise will demonstrate how to perform a disposition search for active Draft ORCS
records in TRIM Context that are eligible for Selective Retention by the Archives after being
in Offsite storage for a period of time and that are dated Year to Date.

1. You should be at the main Context screen.

Go to Saved Searches or press [Ctrl][G].

Leave this screen open for these exercises in this Chapter.

Double-click the CULL - DRAFT ORCS OFFSITE SR Saved Search.

Press F7 to refine the search filter to show just the records for your office.

5. Tag all records in the search results screen that met the search criteria and which
will go into one or more boxes.
Leave this search screen open to determine the approximate number of boxes you
will require and for a later exercise.

B w

Exercise 2 Create Box(es) for Draft ORCS Offsite SR Records

This exercise will demonstrate how to create one or more boxes for the records in the
previous exercise.

You should be at the main Context screen.

1
2. Click the j| New Record/Object Button] or, press [CtrI][N].

3. Select BOX - OFFSITE TRANSFERS as the record type.

4. Click OK to open the New Record Dialogue Box.

5. Enter in the Title field.

6. Enter in the Consignment [Application] field.
7

8

9

1

Add any notes that may be relevant.

Click OK to prompt for the first box Accession Number, and enter, -
. Click OK to confirm and create the Box record.
0. Leave this search screen open with the new Box record.

Exercise 3 Copy Record to Create Multiple Box(es) |

This exercise will demonstrate how to copy an existing record for example, the Box - OffSite
Transfers Record created in the previous exercise.

1. Right-click on the newly created Box record.
2. Choose New>Copy Record from the shortcut menu.
3. Choose the number of copies you wish to make.
4. Select or Deselect the properties you wish copied to the new records.
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S PN

Enter, - for the new box accession number. You will be prompted for
each new box being created.

Click OK to confirm and create the Box record(s).

Right-click the new box record and choose Properties.

Edit the title to something of your choice.

Repeat steps 7 and 8 above for each new box created.

0 Leave this search screen open with the new box records.

Exercise 4 Adding Records to a Box

This exercise will demonstrate how to add records to a box in TRIM Context.

1.

NI R WD

Go to the search results screen you performed in Exercise 1 for Draft ORCS Offsite
Storage SR records.

Tag the approximate number of these records that will fit into the first box.
Right-click and choose Locations>Container from the short-cut menu.

Click OK to accept all tagged records

Search for the specific box and Set Container To that box.

Check 'Enclose the Record Now" checkbox.

Click OK to confirm the container.

Click Yes to All to enclose the tagged records in this box.

Exercise 5 Perform an Approved ARCS Offsite DE Search

This exercise will demonstrate how to perform a disposition search for active Approved
ARCS records in TRIM Context that are eligible for Destruction after being in Offsite storage
for a period of time and that are dated Year to Date.

Nk =

You should be at the main Context screen.

Go back to the Saved Searches screen or press [Ctrl][G] to reopen it.
Double-click the CULL - APP ARCS OFFSITE DE Saved Search.

Press F7 to refine the search filter to show just the records for your office.

Tag all records in the search results screen that met the search criteria and which
will go into one of more boxes.

Leave this search screen open to determine the approximate number of boxes you
will require.

Exercise 6 Create Box(es) for Approved ARCS Offsite DE Records

This exercise will demonstrate how to create one or more boxes for the records in the
previous exercise.

1. You should be at the main Context screen.
2. Click the j| New Record/Object Button] or, press [CtrI][N].
3. Select BOX - OFFSITE TRANSFERS as the record type.
4. Click OK to open the New Record Dialogue Box.
5. Enter in the Title field.
6. Enter in the Consignment [Application] field.
7. Add any notes that may be relevant.
8. Click OK to prompt for the first box Accession Number, and enter, -
9. Click OK to confirm and create the Box record.
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10. Leave this search screen open with the new Box record.

Exercise 7 Adding Records to a Box

This exercise will demonstrate how to add records to the box(s) created in the previous
exercise.

1. Go to the search results screen you performed for Approved ORCS Offsite Storage
DE records.

Tag the approximate number of these records that will fit into the first box.
Right-click and choose Locations>Container from the short-cut menu.

Click OK to accept all tagged records

Search for the specific box and Set Container To that box.

Check 'Enclose the Record Now* checkbox.

Click OK to confirm the container.

Click Yes to All to enclose the tagged records in this box.

NI R WD

Exercise 8 Adding Records to the Work Tray

This exercise will demonstrate how to add records to the Work Tray. You may wish to run
one of the saved searches, tag the records in the search results screen and save them to the
Work Tray. You could then create the boxes for these records later by accessing them from
the Work Tray.

Go back to the Saved Searches screen or press [Ctrl][G] to reopen it.

Select one of the CULL Saved Searches from the list.

Tag all the records.

Press [F3] to add all records to the Work Tray.

Click OK to accept all tagged records.

Click the Work Tray button on the TRIM Toolbar or, press [Alt][F8] to open the
Work Tray.

SAINAIE e e

Exercise 9 Removing Records from the Work Tray

This exercise will demonstrate how to remove records from the Work Tray when no longer
required.

1. Click the Work Tray button on the TRIM Toolbar, or press [Alt][F8] to open the
Work Tray screen.

2. Tag the records no longer needed.

3. Right-click and choose Remove From>Remove Record from the Records Work
Tray.

4. Click OK to accept all tagged records.

5. The records will be removed from the Work Tray.
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10.14 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. What type of search method in TRIM should be performed to find records where
the disposition is changing from Active to Semi-Active?

2. List four of the available CULL Saved Searches that can be used when culling
records.
a.

b.

3. 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?

4. What type of record is created when moving files to offsite storage?

5. What are the steps required to transfer records to the Archives for SR and FR
schedules?

6. Briefly describe the steps required to add records to a box.

7. What is the purpose of the Records Work Tray?

8. What TRIM function is used to print the Contents of the Consignment Container?
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10.15 Summary

In this Chapter you learned about the disposition of records in TRIM Context and how
to:

1. Perform a Disposition search.

2. Create a Box Record.

3. Print Box Contents List Report.

4. Transfer records to On-site Storage/Destruction and Off-site Storage.
5. Transfer to Archives for SR and FR.

You should now understand how TRIM Context handles disposition of records.
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11. Locations

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.

11.1 Objectives

In this chapter you will learn about the following types of locations:

6.

A e

Person
Organization
Group
Committee
Project Team

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.

11.2 Understanding Locations

TRIM Context arranges all Locations according to a hierarchy such as Ministry and then
Branch or District.
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J File Edit Zearch Tools Window Help

Depel| 289 . IS % v % | Title Word

Shartcut: x

548890 .

“; Locations - All - Locations

Favorites Lazt Modified

|| <branchs file room 21/02/2005 at 5:17 PM =
[+ & ACCESS OFFSITE RECORDS STORAGE 6525131 21/02/2005 at 5:17 PM

&

Records -~ & Adamnz, Mathalis 210272005 at 5:17 PM

+-[@)] Administrator Group 21/02/2005 at 5:17 PM

@ -~ & AFRED,AFRED 2200272005 at 8:22 PM

Locations ~ & Aloock, Phil 210272005 at 5:17 PM

~[@] #lexander, Gwen 2140242005 at 5:17 PM

@ & lexander, Janice 210242005 at 517 P

Bt - [& &lenberg, Daphne 21/02/2005 at 5:17 PM

- [& Andersen, Angela 2140242008 at 5:17 PM

@ - & ANDERSON, AMDERSOM 21/02/2005 at 5:17 Pk

SR [& Anderzon, Lisa 21702420085 at 5:17 PM
Sreres (@] Andreychuk, Brenda 2140242008 at 5:17 PM ol
=

E-Mail Address
Mobile Phone
Buziness Phone

@

Dacument
Queues

Name frailzon

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.

J File Edt Search | Tools Window Help

|DeE#= [ - Tl Wod

Recard

Shorbouts
Favorites Words Indexes &= Organizations (External)

Reparts =
5 Internal Locations Directory

&

Physical Tracking
Records
User Configuration

&

Locations

O

Classificati,. .

&

Saved
Searches

m

A. Select Tools|Locations>All from the Tools Menu or, Click the Locations All
@
4 button on the toolbar. (You can turn this toolbar on by right-clicking on the
toolbar and choosing Locations.)
A list of all the locations in the TRIM dataset will be displayed.
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Tools  Window Help

28 99

| LastModiied |

- & ddams, Mathalie

+ Administrator Group
& AFRED, AFRED

- @ pAloock, Phi

/(B ANsander, Gwen

B &nderzen, dngela

& ANDERSOM, AMDERSON
- [@ &nderson, Lisa

@ andreychuk, Brenda

[+ & ACCESS OFFSITE RECORDS STORAGE B52-5131

21/02/2008 at 517 PM
21/02/2005 at 5:17 PM
2120242005 at 517 PM
21/02/2008 at 517 PM
2200272005 at 8:22 PM
21/02/2005 at 5:17 PM
21/02/2005 at 517 PM
21/02/2005 at 5:17 PM
210272005 at 5:17 PM
21/02/2005 at 517 PM
21/02/2008 at 517 PM
21/02/2005 at 5:17 PM
21/02/2005 at 5:17 PM

&<

E-Mail Addiess |

Iobile Phone

Buziness Phone

M arne frwilzon

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 indow Help

DearR EBlo®. -~ ~—- ~ -

Advanced Tasks
Sharteuts x

Advanced Tools

Edit

Favorites

Electronic Tasks

Recards

@ Mavigate
|T Search
Locations
+ Standard

The following Toolbar will be displayed.

- 1

| B & & ﬁ

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

The following provides a description of these types of Locations.

Location Icon

Description

e

Staff (Employee) Location (Green Icon)

&=

Contacts (Red Icon)

i

External Organizations (Red Icon)

Internal Organizations (Green Icon)

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

Groups (Green Icon)

= Unknown (Gray Icon)

All Locations (Red & Green Icon)

All Internal Locations (Green Icon)

All External Locations (Red Icon)

S 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.

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:
Ministry of Forests - top level
Branch - next level down

Hierarchical
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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 Branch (Divisional Structure)
Home Location Records Management Unit
Assignee Login User

11.3 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.

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:

Location Usage Permissions

TRIM Login Type
Privileges  administrator 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

Assignee

Can be Record Y Y Y Y Y

Contact
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Can be Record Y Y Y Y Y
Requestor

Can be Y Y Y Y Y
Action/Activity
Assignee

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

TRIM Login Type
Privileges  administrator Information | Information End | Inquiry
Manager Worker User | Only

Create Records Y Y Y

Modify Records
Delete Records
Reverse Final
Declaration
Create New
Parts

Modify Record
Class

Manage
Requests
Record
Administration

Record
Administration
(Restricted)

Record
Archivist
Document
Update
Document
Delete/Purge
Append to
Existing Notes

Can Save
Record
Searches

Add Record Y Y Y Y N
Relationships

<o R K K KRR
z < KKK KA
z Z <z < ZZKX
z Z Zz z z ZZZ
z Z Z z z ZzZZzZzZ

<< < <
<< < <
<< =< < Z
<<z < Z
< z z z Z
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Remove Record
Relationships

Attach Contacts
Remove
Contacts

Set Container
for Records

Change
Container

Remove from
Container

e T L

e T L T L

e T L

e T I T L

z Z z| zz Z

These two tables reflect just some of the permissions that each user category has in TRIM.

EDS Canada Inc.

Page 11-7

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

11.4 Create an Internal Person Location

Information Workers will typically create a new internal (person) location to process a
request for a file from a staff member who has not yet been entered into TRIM.

The basic steps to create an Internal Person Location are:

1. Select and highlight an existing person or organization (for Litigation cases), right
click and choose “Copy Location”. Note that is it best to copy an existing location
from the same branch.

+: Select From Locations - Matching "™ - Record Azzignee [Filtered)

Locations !
MName ¢ ! i Buziness Phone * robile Phone
& 4 Accesz Records Storage ez
.‘fg- Administrator Group
B & Archibald's Record Storage. &
EE 7 ] e
Lo (@] Attridge, Maureen (i Dcatl_on
i [@] Banderas, Antonio Copy Location
- [B] Barclay, Stacie P T
- @ Barron, Cardline Notes
! Barry., Jil Securtpiéceess
- d BCARCHMES it Set Active Date Range
L. [& Reinhawer Fred [&l —
1 Azzociate
- | Send To >
E-Méﬂ Address | o e
Maobile Phone el e e
Buziness Phone “iews Rights
Mame | Arkles, Jop Properties

Format Columns

2. Highlight and delete the (2) name that appears and enter the name of the new
location in upper and lower case. You can type e.g. Jack Purvis, or Purvis, Jack.
TRIM will sort it by last name.

Make sure Internal is checked.
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i Copy Location ‘Arkles, Joy?

General ]Address] Electronic Addresses] Azzociation: | Access Eontrols] Active] Motes ]
Full Hame Purvis, Jack| =]
Urigue Mame |
10 Muraber
v Intemal
Beview Date ]
Foreign Barcode
Phone Numbers
; Mo
Buszinesz Phone Image
= Available
tobile Phone
5]
Fax
5]
Home Photie
5]
0K | Cancel | Help |

W

Click on the Associations tab.

4. If the Branch shown is NOT the branch the employee works for, highlight the
branch and click Remove.

Click “Add” and scroll down to highlight the correct location.

6. Click “OK” to accept new association. Click “OK”.

9]

Copy Location “Arkles, Joy'?

General] Address] Electronic Addresses  Associations | Access Cuntrols] .&ctive] Motes ]

Locations Add

Of
HIS - Information Management Group Remove |
Ministry Records Management Group |

File Creatar - Ministry of Forests
Clazsification Maintenance
Supervised By

Supervisor Of
Delegate Of
Has Delegates

Ok | Cancel Help
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7. You may wish to add some relevant information in the Notes Tab.

* Location - New E

Generall .t’-‘«ddlessl Electonic .-’-‘«ddlessesl Associationsl Access Contlolsl Active  Motes

Thiz iz a test bo add an internal location by an Information ‘Woaorker. ;I
l"Marc:h 30, 2004 at 5:04:58 P [GMT-08:00) “Wilson, Freda:"

[ -]

Uszer Stamp Spelling | Add Motes |

Ok I Cancel | Help |

8. Click “OK” to accept new location.

TRIM will display a search screen with the new location listed.

&% Internal Locations Directory - 1 Location Found

VI Name/ | AcceptingLogin | | Business Phone | Mobie Pt
urwis, J ack &

El P Mo

| Ftdail Address
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11.5 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. In your own words, what is the purpose of Locations in TRIM?

2. An End User can add and maintain Internal Locations.

a. True
b. False

3. List the type of Locations in TRIM.
Person
Position
Group
Organization
Committee
Project Team

4. Match the correct description to the appropriate Location Icon.

&= External Organizations (Green Icon)

- Staff (Employee) Location (Red Icon)

Contacts (Red and Green Icon)

All Internal Locations (Red Icon)

External Locations (Green Icon)

All Locations (Green Icon)

ﬁ Groups (Green Icon)

@ Internal Organizations (Red Icon)

5. Briefly list the steps to create an Internal Person Location.
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11.6 Summary

In this Chapter you learned about the following types of locations:

1. Person

2. Organization
3. Group

4. Committee

5. Project Team

6. How to create an Internal Person Location.

Y ou should now have an understanding of TRIM locations and how they function in
TRIM Context™ as well as know how to create an Internal Person Location type.
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12. 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.

12.1 Objectives

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

w»ok v

Use Meta-variables
6. 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.

12.2 Different 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.

Drop-Down List:
The Drop-down List will display the most recently used Search Methods up to the last 20.
This list will be empty until the first search is performed.

KwikSelect:

The KwikSelect IEI 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.
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12.3 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.

12.4 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 Becords |:|@@

Search ] Soit  Filker l

Record Dizpozitions
[v Active [+ Semi-dtctve [v Archived [FR)
¥ |nactive v Archived [SR) [v Destroyed

Record Claszes
v ital [v “workgroup [v Reference
[v Corporate [v Perzonal [v Temporary

Finalized Filters

(" Mot Declared &z Final ¢ Declared A Final {+ Either
File Tupes -
Record Tvpes | Record Type / A

v [P BO¥ - OFFSITE TRANSFERS
+ @ BO¥ - ONSITE DESTRUCTIONS/STORAGE
+ [ D - 100 MILE HOUSE DOCUMENT (DMH)

ST R 4NN kAL E HOITE E ROl DER FRbAHD

b

Save as Default Filkers [

QF. | Cancel Open Help |
Y
A

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
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you wish to have included in your search. The filter can be saved, by checking the Save as
Default Filters checkbox. This action will force TRIM to only display those records that
match these filters each time a search is conducted.

Caution: Checking the Save as Default Filters checkbox means all subsequent searches will
have the default filters applied.

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.

12.5 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
e Date Inactive

e Record Type

o 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
descending order, check the Descending checkbox.

The Sort Tab defaults to No Sort in each of the fields. The Descending Checkbox is
unavailable until you select a sort field.
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[_[O]x]

Search for Records

Search  Sart |Filter I

Sort Fields
1 O - | oo

j I~ | Descending
j I™ Deszending

2 IND Sort

E} INo Sort

™ Save as Default Sort Fields

Help

o]

Cancel |

L,

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.

- B

Find H - ABORIGINAL AFFAIRS - FOLDER (HAA)Records - Filtered

Sort Fields
1 ‘ Record Mumber

j [ Descending

2 |Title [Free Text Par) ~| T Descending

[™ Descending

we s Default Sort Fislds

Ok | Cancel | Open ‘

Help | él

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

= atar is ‘Ministry. . 5 3 uer. F tor.
cords - Date Registered is between ‘2005-03-17 and *2005-03-17" - Sorted - 3245 Records Found
Title [Free Text Part) Retrieval Code
i1y el
() 9204450013 Medonald, Temy DCC - Central Cariboo Forest District 920445-0013
+ (¥ 938137-0003 Medonald, Temy TCLC - Cariboo-Chilzotin Timber 5 ales Office 9381370009
+ (9 939368-0028 cdonald, Temy DCC _ Central Cariboo Forest District 938368-0028
( 938780-0001 tiffith, Kathleen MO3B673 vol #2
= (5§ 950506-0001 Smith, Sandra DPC - Peace Forest District
+ (§ 950506-0002 Smith, Sandra DPC - Peace Forest District
= (§ 950506-0003 Smith, Sandra DPC - Peace Forest District
= (P 950506-0004 Smith, Sandra DPC - Peace Forest District
3 ARCS-000... cdanald, Teny “"
[ ARCS-002 Medanald, Temy COMTINDOUS IMPROVEMENT CORE TEAM - CARIBOO-CHILCOTIN BUSI..  CI CORE TEAM - CCBA
0 ARCS-O0Z... Mcdonald, Teny SUB-REGIONAL MANAGEMENT PLANNING WILLIAMS LAKE TIMBER 5 SRMP WL T5A
0 ARCS-002... Medonald, Temy CONTINOUS IMPROVEMENT CORE TEAM - PROVINCIAL CI CORE TEAM - PROV
[ ARCS-O0Z... Medonald, Teny CONTINOUS IMPROVEMENT DESIGN TEAM ClI DESIGH TEAM
% 0 ARCS-002... Medonald, Temy BLTS SILYICULUTRE WORKING GROUP BCTS SWG
= 1 ARCS-002.. 8 Medonald, Teny BLTS TEMURES AND SALES WORKING GROUP BCTS TSWG M
A ¥ ®
DYl Assianee &g At Home Location: IRON MOUNTAIN OFFSITE RECORDS STORAGE (604 451-0670 since Thu, March 17, 2005 ol
D Disposition Schedule #l Click to display
G Disposition Changes # Click to display
A Creator Teny Modonald
D Audit Events /¥ Click to display
D Date Created [Opened] | Wed, Julp 31, 1985
N Date Registered Thu, March 17, 2005
Rl otes
=l Record Nurmber 920444-0003
T [ S S R R S Y PP ) Bt

12.6 How to Search for Records by Classification

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.

1. Click the i Find Records button on the toolbar.

2. Click the KwikSelect IEI button in the Search By field and choose Numbers.
3. Click on the + sign to expand the Numbers category.
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Search Methods =]
Search Methods |

B[] wiiord Searches -
[ O] Mavigate
B3 Tray
=R ] rumbers

% Record Mumkber

% Record Mumber Range (Expanded)
% Record Mumber Range (Compressed)
S Classification

S Contained Within

% Foreign Barcode

S TRIM Barcode

% Accession Mumber

B[] Dates

B (0] User Defined Fields

-[:I Archiving

[ (0] Locations

l'_hl- M1 &rtinn Trarkinn _ILI
1 2

QK I Cancel | Help | Y
e

4. Select Classification from the list and click OK

Find H - ABORIGINAL AFFAIRS - FOLDER (HAA)Records - Filtered

Search | Sat | Fiter |

Search By Classification - [

Clazzification ARCS-00100-01] hdlll™

LCurrent Selection
r i Mew Inzert Reset

Classification is ‘4RCS-00100-01

QK | Cancel | Open | Help | ZI
]

9]

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.
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th Tools Window Help i
i B @& . 5880 - %%

ARCS-00100-01° - 88 Records Found

S, | |Accession Number |2/ 933945 hatll™d

] YA Records - Classificatio

o (Fre T Par R Oee |03

& e ol 0
(3 ARCS-00100-01/04192F &l £ 1992.09-0
3 ARCS-00100-01413192F il £ 1992.05-2
£ ARCS-00100-01/09199F JOB EVALUATION SERVICES JES £ 1999-07-0t
2 ARCS-00100-01 116194F~01 1 £ 1994-02-0°
£ ARCS-00100-01 A16134F~02 1 £ 199100
£ ARCS-00100-01410192F GEMERAL GEN £ 1992-03-2¢ ]
£ ARCS-00100-01 420103F DO NOT TYPE OVER THIS - USE THE MEW BUTTOM DO NDT USE 23 2004-04-2°
£ ARCS-00100-01 /20203F DO MOT TYPE OVER THIS EMTRY - PRESS CANCEL USE NEW FILE BUTTON 22 2004-04-2°
£ ARCS-00100-01/21198F e £ 1998010
3 ARCS-00100-01439193F = £ 1993-06-1¢
£ ARCS-00100-01 430195F " £ 1995.01-0°
£ ARCS-00100-01 #30196F ] £ 19961218

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

Find Records _ (O]
Search | Sort I Filter I
Search By [IClassitication 8]
Classification | EI
LCurrent Selection
aND O OF My Insert [efete | [.] | MO | Besat |
Clazzification iz Blank ;I
] Carcel Help
| |,

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.
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I 8 @

U EH AT A ] %S %% % Sy | Accession Number| v & 933945

Executive Recards

@ MOM-OPR Mat the Office of Primary Responsibility [Non-0FR] & 2003100
+(J 524553-0001 HIS - Information Management Group 924553-0001 (P 1934123
+(J 9245530002 HIS 924553-0002 (F 1390-0-0°
+ (9245530003 HI% 924553-0003 F 1394123
+- (3 924553-0004 HIS - Infarmation Management Group 924553-0004 P 199812-3
+ (P 5245530005 HIS - Information Management Group 524553-0005 (P 1994123
+-fJ 924553-0008 HIS - Information Management Group 524553-0008 (P 199412-3
+ (9245530007 HI% 924553-0007 (F 1394123
+- (3 924553-0008 HIS 924553-0008 P 199812-3
+ (J 5245530009 HI5 - Information Management Group 524553-0003 (1994123
+ (P 5245530010 HIS 9245530010 (P 1994123
w9 9245530011 HIS - Information Management Group 524553-0011 (P 199412-3
+ (F 9245530012 HIS 9245530012 F 1394123
+- (1 924553-0013 HIS 924553-0013 P 199412-3° %

®

Assignee
Date Created (Opened)
Date Registered

At Home Location: Glen lsaac since Fri, October 3, 2003 at 10:28 PM
Fri. October 3, 2003 at 10:28 PM
Fri, October 3, 2003 at 10:32 PM

Mokes
Record Number OPR
Title: Qffice of Primary Responsibility (OPR)

12.7 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.

@ 18 Records Found

Click OK to close the dialogue box.

The number of records will appear in the title of the search results screen.
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J File Edit Search Tools Window Help

N EEEEIEY S s s s v sl
J Read Barcodes... $& Record Requests o0 @ [Py &F Saved Searches... & & I B 5 New Loc

Shorbcuts X| [ - ——
= | 2 Records - "FREDA’S" in Title - 18 Records Found
Favorites ..E ‘ Title [Free Text Part]
o] FC - Freda's Happy Hour For
; 1 O | .&HCS-DDZSE-m HHF Freda's Happy Hour For
Recards A > 1 ARCS-00292-30 hais Freda's Test File
@ ﬂ ) 944544-0001 Freda's Offzite Storage ™
) @ = @ G04F-0004 Freda's Onsite Storage/
Locations &g [ (1 ARCS-00232-30 hais Freda's Test File 1
o (1 - (7 ARCS-00292-30/804F hais Freda's Test File 2
@ o) (1 (1 ARCS-00292-30/904F hais Freda's Test File 3
S Ea 1ct] ['_"| - (21 ARCS-00232-30/1004F hais Freda's Test File 4
Y | |
Azsignee At Home Location: HESEM - Busingss Solutions Branch - Records |
Sl Creatar F. wiilsan

12.8 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. (see 9.11)

C. Click OK to begin the new search.

12.9 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 Iirl IDvewiew A | E‘I

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

A. 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 20 search methods used with the Quick Search

B. 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.
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C. Press Enter on the keyboard once you have filled in both fields, and the search results will
be displayed.

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

12.10 Meta-variables

When performing 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 (04/05/05) it is best to use the meta-variable Today. This way
you will 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 o Next Week

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

The meta-variables are accessed by clicking the drop-down list from the calendar in a date
field and choosing the appropriate meta-variable.

12.11 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:

Prefix Search - Mame

|ministr_l,l of forestd (] |

Prefi« iz out of range. Ty to reselect’?

Page 12-10 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 5.2.4. 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

This will return the Ministry of Forests Location:

Internal Locations - 1 Location Found

tamer [ Letbodied
h et i f 0 2 N at o]

E-t ail Sddreszs
Hame Mimiztry of Forests
Inkermal? Intermal

Location Type | Organization

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

cation Found

- Prince George Timber Sales Office
HIS - Infarmation M anagement Group
+ HBS - Business Solutions Branch
HTI - Tree Improvement Branch
HA - Revenue Branch
R51 - Southern Interior Forest Region
+ HTH - Resource Tenures and Engineering Bra...
HFF - Forest Practices Branch
+ HCP - Strategic Policy and Planning Branch
HBET - BC Timber Sales Branch
+ HEN - Compliance & Enforcement Branch
+ HET- Economics & Trade Branch
HHF - Stategic Human Resources Branch
+ HaA - Abariginal Affairs Branch
HTS - Forest Analysis Branch

EFS5 - Forest Stewardship

+ HFD - Forestry Division

HRE - Rezearch Branch

3 RNI - Morthern Interior Forest Region

+ EDM - Deputy Minister's Office

0P - Operations Division & BC Timber Sales
+ EPG - Corporate Policy and Governance

SRCT1H D TN R Y SR

22/02/2005 at 8:06 PM
21/02/2008 at 5:17 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 5:17 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2008 at 5:17 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 5:17 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 5:17 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 517 PM
21/02/2005 at 5:17 PM
21/02/2005 at 517 PM

M RTARAE oL BT Mk

E-Mail Address
Mame Ministry of Forests
Internal? Intemal

Location Type | Organization

12.12 Other Advanced Features

Find Records

Search | Sort | Fiter |

Search By Owner Location

Laocation ‘Young, David
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New:

Insert:

Delete:

(...):

Not:

Reset:

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

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

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.

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.

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

12.13 Other Search Functions

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

Current Search
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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.

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.
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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
Terms

Saved Searches

Displays your Favorite Saved
Searches

12.14 How Do | Search for Records?

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.

Click the i Find Records button on the toolbar.

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

search.

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.

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

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

[98)

o

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. 1If 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.

)]

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
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This exercise will demonstrate how to perform a search using the Locations search method
1. You should be at the TRIM Context™ main screen.

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

2.
search.
3. Select Locations as the search method
4. Click the + sign to expand the Locations list and choose Assignee.
5. Click the KwikSelect IEI 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.

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

2.
toolbar.
3. Select Locations as the search method
4. Click the + sign to expand the Locations list and choose Assignee.
5. Click the KwikSelect IEI 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.

N

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 0N kW

Exercise 10 Performing an Advanced Search

Complete the exercise below to perform a Boolean Search based on the steps learned in the
previous exercise.
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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. Search by Date Created AND records created by you.

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

Exercise 11 Performing an Advanced Search

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.

3. Search by Creator OR records by Date Registered.

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

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 IEI 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.

bl

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 IEI 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.

bl

Exercise 14 Performing a Record Classification Name Search
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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.

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

bl

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.

Sl

Exercise 16 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.

Eal

Exercise 17 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.
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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.

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.

wok W

Exercise 18 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.

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

2.
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 19 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.

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

2.
toolbar.
3. Click the KwikSelect IEI 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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12.15 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:

L.

List some of the Search Methods available in TRIM:

It is possible to filter searches in TRIM to narrow the search:
a. True.
b. False.

What is the purpose of the Quick Find Function?

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

Explain what is meant by a Boolean search:

Which search method is used to perform an Assignee search?

What parameters can be used when combining search methods?

What is a Prefix Search?

What is a Meta-variable?

10. List some of the Meta-variables.
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12.16 Summary

In this Chapter you learned how to:

L.
2
3
4.
5

6.

Perform a group of specific types of searches
Refine a search

Use the Filter and Sort features

Use Quick Find

Use Meta-variables

Use some of the advanced features

You should now be able to use the different search functions in TRIM and be able to
perform different types of searches.

EDS Canada Inc.

Page 12-21

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

13. Saving Searches

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.

13.1 Objectives

In this Chapter you will learn:
1. How to Save Searches
2. How to Use Saved Searches

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.

13.2 Saving 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.

c. Click Next to go to the Access Control screen. You can modify the access to

this Saved Search if required.

Click Next

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

Set any appropriate sort details.

Click Next.

Select any appropriate filters.

Click Finish.

TR e o
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When saving searches that use dates don’t forget you can a meta-variable instead of a
fixed date.

13.3 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:
2 TRIM Context - [Saved Searches - All - 51 Savad Searches Found] ]

'] Fle Edt Search Took Window Help
| b & Bloe . v s % ! Accession Humber| ~ || | 950090 -®] % Sy .
i .
Shortcuts X Description
Favorites M FILE 0 Hec [ n - :d and Filtered

ALLFOR P-FILES PRE 05/01/01
CLEANUP - "MISSING" RECORDS
CLEANUP - & RECORDS SB SA
CLEAMUP - IMPOSSIBLE 05 BOXES
CLEANUP - OWNER = MOF NOT BOM
CLEANUP -ILEGAL NON-OPR RECORD
CLEANUP FOLDERS HOME = OFF
CLEANUIP- OWMER = OFFSITE
CULL- APP 4RCS OFFSITE DE
CULL- 4PP 5RCS OFFSITE FR
CLULL- APP ARCS DFFSITE SR
CULL- APP ARCS ONSITE DE

CULL- 4PP ONSITE DE

CULL- APP OPR ORCS OFFSITE DE
CULL- APP ORCS OFFSITE FR

Records

Locations

(Classifications

Schedules

i CULL-&FP ORCS DFFSITE SR
Terms CULL- £FP ORCS ONSITE DE
CULL- DRAFT ARCS OFFSITE DE
E‘ CULL- DRAFT ARCS OFFSITE FR
e CULL- DRAFT ARCS OFFSITE SA
Searches CULL- DRAFT ONSITE DE

CULL- DRAFT ORCS OFFSITE DE
CULL- DRAFT ORCS OFFSITE FR

Records -
Records -
Records -
Records -

Duiner Location is Miristry of Forests+' and Date Created (0pened) is between "1000-01-01' and '2004-12.31' - Sorted anc
[Home Location is MISSING' ar Home Location is MISSING, MISSING') and not Missing Recards - Sorted

Pending Event is Semitctive - lanore Review Date” o Pending Evert is Destrop - lanore Review Date' - Sorted and Fite
Duiner Localion is Ministry of Forests' and Accession Number is not between '870000' and ‘959388 - Sorted and Fitered
Records - Dwner Location is Ministiy of Forests' - Sorted and Fitered

ARCS fles that have been assigned the NON-OPR S0 5 DE of NON-OPR 50 10y DE retentions lin emor - these do not appl to A1
Records - Home Location is 1RON MOUNTAIN OFFSITE RECORDS STORAGE' or Home Localion is '\CCESS OFFSITE RECORC
Records - Dwner Location is IRON MOUNTAIN OFFSITE RECORDS STORAGE' or Dwner Location is \RCHIBALDS OFFSITE RE
To identify active Approved ARCS fles elaible for Difsite Storage whose Finl Disposition is Destruction

Toidentify pproved ARCS files eigible for Dffsite Storage whose Final Disposition is FR

To identify Approved ARES files eigible for Difsite Storags whose Final Disposition is SR

To identiy active fles eligible for immediate destuction according to an APPROVED schedule (8ACS and ORCS)

Toidentify active files eligible for immediate destruction according to an APPROVED schedule [ARCS and DRCS)

o identify active APPROVED ORCS files eligbls for offsite storags whase final disposition is DE

toidentify sctive APP ORCS fles sligible for offsite storage whose final disposition i FR

toidentify active APP DRCS files eligible for offsite storage whose final disposiion is SR

Toidentify active files eligible for immediate: destuction according to an APPROVED schedule (ARCS and DRCS)

toidentify sctive DRAFT ARCS fies elighle for offste storage whose final disposition is Destruction

toidentify active DRAFT ARCS fies elighble for oifsie storage whose final disposition is FA

toidentify active DRAFT ARCS files eligible for olfsite storage whose final disposition is SR

o identify active fies elighle for mmediate destiuction accarding to a DRAFT scheduls (\RCS o ORCS).

to identify active DRAFT ORCS fles efigble for offsite storage whase final disposition is DE

o identify active DRAFT ORCS files eligble for offsite storags whose final disposition is FR

Document CULL- DRAFT ORCS OFFSITE SR o idenify active DRAFT ORCS fles eligble for offsite storage whose final disposition is SR
Quelies CULL- DRAFT ORCS 510 DE to idenitify active DRAFT DRCS fles efigible for offsite storags whose final disposition is DE
CULL- DRAFT ORCS 510FR o identify active DRAFT ORCS fies eligble for offsite storags whase final disposition is DE
CULL- DRAFT ORCS 510 SR toidentify active DRAFT ORCS files eligbls for offsite storags whass final disposition is DE
< >
Description | Records - Classification is WRCS-00432-20" - Sorted and Fikered
Name ACCESSION FILES 43220
Recent |
Taps | Sa.. VCL.. Y Re.. Yy Re.. Y Re.. Yy Re.. Y Re.. Yy Re.. Wy Re.. VuRe.. WyRe.. W Re.. WRe.. %Re.. ¥ Sa.. VAL

LOS0ii

rubytoo.idirbegov { FOR Prod | Cardline Barron
-

Note: Saved Searches can also be accessed through the Open button on th bottom of the

Search screen:

Search;for, Records, =8
Search | it | Fiter |
Search By Tille Werd -
Equal o =
Cunent Selection
e (o Mew | lreet | | | | _Beset
"in Title
N
0K Cancel Open Help
4
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13.4 How Do | Save Searches?

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.

S5

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

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

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

6. You can change the description at this point if you wish, otherwise press Next to go
to the next screen.

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

Click the Next button to accept the search screen entries and go to the next screen.

9. Click the Next button to accept the sort fields that you have chosen and go to the next
screen.

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

11. Click the Saved Searches button on the RMC toolbar to see the newly saved search.

12. Double-click the new search to see the latest results.

*®

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.

S5

2. Click the ——=_ Find Records button on the toolbar.

3. Search for records registered today. (Use the meta-variable today and not the date
registered.

4. Save the search as: Records Registered Today.

5. Locate and run the newly saved search.
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13.5 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. Can a saved search be modified?
a. Yes.
b. No.

2. How is a Saved Search accessed in TRIM?

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

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

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

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

In this Chapter you learned:
1. How to Save Searches
2. How to Use Saved Searches

You should now be able to save and use different types of saved searches.
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14. 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.

14.1 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.

14.2 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:

M Saved Searches - All - 5 Saved Searches Found oy [=] 3}

Re ' ion is '+!
Records - Creator is “wilson, Freda’
FIND &LL DOCUMENTS Records - Date Registered is between '8/4/2001" and '3/4/2020' - Filtered
FIND &LL FOLDERS Records - Date Registered is between '3/3/2002" and '3/3/2020° - Fileied
RECORDS CREATED TODAY Records - Date Created is on 'Today'

kil |

il 5o

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

|

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 ToJAdd to Favorites from the menu bar. Your
saved searches are now in your favorites.
&

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:
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i Favorite Saved Searches - 4 Saved Searches Found

Dessi

FIND ALL DOCUMENTS
FIND ALL FOLDERS

~=1ol x|

-Dal

CREATED BY FREDA WILSON Records - Creator is Wilson, Freda'
RECORDS CREATED TODAY Recards - Date Created iz on ‘Today'

-
1| | »
Description | Records - Date Registered is between '9/4/2001" and '3/4/2020' - Filtered ;I
Name FIND ALL DOCUMENTS

|

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

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 searthes 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.
3. Run the newly saved search from the Favorites Toolbar to see the results.
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14.3 How Do | Add Classifications to 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 File Edit Search | Tools ‘Window Help

Locations

‘Words Indexes Record Requests

Shorkcuts

Reports 4 Document Queues

Favorites

Phyysical Tracking 3

User Configuration

Records

Locations

@

Classifications

N

Schedules

=1

A. Choose Classifications

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

MHumber / Mame
[ [ ARCS- [ 10000
© o R

G i FOR-10000
&5 FOR-10005
& i FOR-10025
&5 FOR-10050
&5 FOR-10055
&5 FOR-100B0
&[5 FOR-10061
&[5 FOR-10085
&[5 FOR-10068
& i FOR-10100
& FOR-10110
& FOR-10113
& FOR-10115
& FOR-10116

(G FOREST SERYICE:GEMERAL
(G FOREST SERYICE:CONTRACTED SERWICES
G APPEALS

(G FOREST CERTIFICATION:GEMERAL

(G FOREST CERTIFICATION:CANADIAN STANDARDS AS50C.
[G) ENFORCEMENT.GEMERAL

[G) FOREST CERTIFICATION:FOREST STEWARDSHIP COUNCIL
[G) FOREST CERTIFICATION:ISO

[G) FOREST CERTIFICATION:SBFEP EMS

[G) FOREST ECOMOMICS:GEMERAL

[G) FOREST ECOMOMICS:DEVELOPMEMNT OF NEW PRODUCTS
[G) FOREST ECOMOMICS:ECONOMIC ISSUES

[G) FOREST ECOMOMICS:COMPEMSATION

[G) FOREST ECOMOMICS:COMPETITION

Eﬂ FOR-10117 (G FOREST ECOMOMICS:EMWIROMMENTAL ISSUES
%) FOR-10120 Gy FOREST ECOMOMICS:FORECASTS

.y o

Murmber FOR- =]
Mare 381261

Record Security | [Mo Security Level]

Classification Title | 881261

w

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.

o

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 H

Apply To:

0 340 Tagged Classifications

(" Current Classification Only

v Always Show Thiz Dialog

o]

Cancel Help

F. Click the Classifications button on the Favorites toolbar to see the result.
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14.4 How Do | Remove Classifications from Favorites?

You can also remove classifications from your Favorites toolbar. To do this:
A. Click the Classifications @=sfiction: button on the Favorites toolbar.
B. Highlight the classification you wish to remove.

C. Choose Edit|Remove From>Remove from Favorites from the Menu or, right-
click and choose Remove From>Remove from Favorites.

D. Click the Classifications e=fieston: button to confirm the removal.

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

Exercises - Favorites

\ Exercise 1 Adding Classifications to Favorites

This exercise will demonstrate how to add Classifications to Favorites.

Select Tools|Records>Classifications from the menu.
Expand the ARCS/ORCS classifications.

Tag the ORCS Top Level Classification FOR-10110
Press [F4] to add to Favorites.

The Classifications are now added to Favorites.

Click the Classifications Sssfeston hutton on the Favorites toolbar.
7. The Classifications you selected will be displayed.

Nk W=

o

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 ===t button on the Favorites toolbar.
8. The Classifications you selected will be displayed.
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Exercise 3 Removing Classifications to Favorites

This exercise will demonstrate how to remove Classifications from Favorites.

Click the Classifications C'ESS'F'EW button on the Favorites toolbar.

2. Highlight the classification you wish to remove.

3. Right-click and choose Remove From>Remove From Favorites.

4. Click the Classifications @it button 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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14.5 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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14.6 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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15. Shortcut Keys

15.1 Objectives

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

various functions.

Records:
[CtrI][F] Find Records
[Ctri][A] Tag all records in a search window
[Ctrl][U] Untag all records in a search window
[Ctrl][N] Create a new record
[Alt][Enter] Opens properties of a selected record
[Ctrl][M] Make a TRIM Reference
Menus:
[Alt][F], x File|Exit
[AIt][E] Edit|Menu
[Alt][S], C Search|Current Search
Help:

[Shift][F1]

Invokes the Online Help

F1

Invokes context sensitive help from
within a dialogue box

Drop-Down List Box:

Down Arrow

Scrolls down through choices

Up Arrow

Scrolls up through choices

EDS Canada Inc.
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Searches:
[CtrI][F] Find Records
[Ctrl][G] Open the Saved Searches window
[CtrI][F3] Browse via Classifications
Add a saved search or tagged
[F4] classifications to the Favorites
Toolbar
[F7] Refine a search
Go back to the previous search
[Alt][Left Arrow] | window (works after using F7 to
refine a search)
Go forward to the next search
[Alt][Right Arrow] | window (works after using F7 to
refine a search)
Work Tray:
[F3] Add records to the Work Tray
[Alt][F8] Open the Work Tray window
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16. Tips and Tricks

16.1 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.

LT_|'|1| (IS R EIEIE N I I J Y Tl ATl e
[ FOR-10005 |4 FOREST SERVICE:COMTRACTED SERYICE
G+ (4 FOR-10050 [ FOREST CERTIFICATION: GEMERAL

- [ FOR-10055 Prefix Search - Number O CANAD AN STAN
@ @ FOR0061  [egRoeq QK] [VFOREST sTEWa
J T . _*I_I

MHumber FOR-10050

M ame FOREST CERTIFICATION: GEMERAL

Record Securnty | Standard

Clazzification Title | 881261 - FOREST CERTIFICATION:GEMERAL

16.2 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.

T LIl LISSSINCEUON 14 UmDer
Saved Searches 0.

Home Location G. lsaac
M
@ - Motes
" : T'I Record Humber OFR
ocument Queles 1 Tille OPR

/

Recent yL

4
Traps %T Records - "TRIM" in Title - 24 Records Found | % Records - Date Registered is bebween '06/04/2003' and '06,04)2004'

A

16.3 Drag and Drop

You can drag and drop records into containers such as files into boxes.

Search for the records and the container into which the records will be filed.
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Tag the records to be contained and then drag and drop them onto the container. The
following dialogue box will appear:

Setting the Container for "ARCS-00292-30/1104F" to '944544-0001"

Current Container
Mot in a Container

Mew Container
344544-0001: Freda's Offsite Storage Test

™ Encloze the Record in the new Containet

0k I Cancel I Help

Check the Enclose the Record in the new Container checkbox:

Setting the Container for "ARCS-00292-30,/1104F to '944544-0001"

Current Container
Mot in a Container

Mew Container
3445440007 Freda's Offzite Storage Test

¥ Enclose the Record in the new Containet

Ok I Cancel Help

Click OK to confirm that the records will be enclosed in the container.
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The search results screen will show the files contained in the new container.

|
i, 9% Record Requests ko0 @R % &F saved Searches... & & % & Mew Location = [17] % Make Reference kid

X
— ‘dRecords - Creator is "Wilson, Freda' - 23 Records Found
__ (1| Record Mumber Fietriev... | Title [Free Text Part] Date File Creat... | Date Due for Dest... k Fetention Schedule  «
[ 0 (1 ARCS-00292-30/604F haiz Freda's Test File 22/03/2004 SOMILDE SONILDE
| [WA=8s 000 ) 4

0 A1 FOR-10450-204104F~02  TEST Freda's Test File 30/03/2004 Cv+02v 137 FR DRAFT
(i) i [(] FOR- B = 3t File 30/03/2004 Cv+02¢ 137 FR DRAFT
(1 ARCS-00292-30/1104F  hais Freda's Test File 5 22/03/2004 SOMILDE SONILDE
<{ (1 ARCS-00292-30/904F  hais Freda's Test File 3 22/03/2004 SOMILDE SONILDE
] FES-HE 20 b Fede e File 22/03/2004 SOMNILDESONILDE —
iz -1 ARCS-00292-30/604F  hais Freda's Test File 22/03/2004 SOMILDE SONILDE
v [ (] ARCS-00292-30/904F haiz Freda's Test File 3 22/03/2004 SOMILDE SONILDE
[ (1 ARCS-00292-30/1004F haiz Freda's Test File 4 22/03/2004 SOMILDE SONILDE
v ([ (2 ARCS-00292-30/1104F hais Freda's Test File 5 22/03/2004 SOMILDE SONILDE
[ [ ARCS-00292-30/11204F haiz Freda's Test File B 22/03/2004 SONILDE SONILDE
5 I M T ARCSN292.30M 23N4F hais Frada's Test Fil= 7 220N SO MILNF iﬂ Ml nFLl;I
Aszzignee At Home Location: M - Ministry of Forests since March 22, 2004 at 5:18 P ;I

Date File Created | March 22, 2004 at 4:18 PM
Date Registered | March 22, 2004 at 4:22 PM

Motes Testing transfer of records to offsite storage.
Record Mumber | 344544-0001
Title Freda's QOffsite Storage Test

Note that Freda's Test File 3 and Test File 5 are now contained in Box Record No.
944544-0001.

The RMC Toolbar

The RMC Toolbar is a custom toolbar created in TRIM Context. Please contact your local
TRIM support person if you require help creating this toolbar. Right-click on the toolbar at
the top of the main Context screen and check the RMC Toolbar to turn it on. It should look
similar to the following:
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TRIM Context

J File Edit Search Tools Window Help

9% .|| 55800 .

| % %% S % | [Holds

Qiaad Barcodes. .. ﬁ Record Requests @ & % @ Saved Searches. .. o" & é (] & Mew Location ~ m % Make Reference w4

Sharteuts

Favarites

ral
)
50
o
Q
(=5
i

Locations

[l

Classifical

[l

ons

7l

L
u
i
o
o
(=
T
@

]

Thesaurus Terms

<]

Saved Searches

@

Diocument Quedes

Recent

Trays

1] [ ARCS-01735-30/104
[ [ ARCS-00432-20/150
[ [ ARCS-01735-20/504)

4

Azsignee
Date File Created
Date Reqistered

&t Home |

February 25, 2
Febrary 25, 2|
Maotes
941234-0001
94-1234-01

Recard Humber
Title

20NN R W=

Buttons on the RMC Toolbar

From Left to Right

Read Barcodes
Close all windows
Record Requests
Set Container

All Locations
Related Records
All Classifications
Saved Searches
Add a Part

. Navigate to latest Part
. Navigate to Contents (inc.

Alternate Contents)

. Navigate to Container
. Navigate to All Parts

. New Location

. Change Dates

. Add to Favourites

. Make Reference

. Set Assignee

Date Due for Dest... |{

14/03/2004

%T Records - Holds is LITIGATION - NEMIAH' - 4 Records Found |

16.4 Set Assignee

To change the Assignee when checking out records, click the Assignee button on the RMC

toolbar.
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P 8B A . % ¥ % % S| [Date Redistered  ~[B] [05/04/2004 -

| &F Saved Searches... F & é & Mews Location * [1] % Make Reference ked |

n, Freda' - 23 Records Found

Retrier... | Title [Free Text Part) Date File Creat... | Date Due for h Fetention
1/604F hais Freda's Test File 2203752004 SO MILDE 51

The Set Assignee Dialogue Box will open.

i Set Assignee - FOR-10490-20/204F

{* Set to Location

HAA - Abonginal Affairs Branch H

Cancel
Due for Return By arce

! | ]

{™ Setta Home Location

Help

44

|HESF|M - Buzinezz Solutionz Branch - Records Man

™ Set as Missing

Click the KwikSelect button and choose the appropriate Assignee from the Locations List.

EDS Canada Inc. Page 16-5

This document is based on EDS proprietary materials and has been customized for Ministry of Forests' Information Workers
Training in TRIM Context version 5.2.4. 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

Page 16-6 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 5.2.4. 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.



Whom Do | Call for Help?

17. Whom Do | Call for Help?

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

17.1 TRIM Help

Contact the following for assistance with the TRIM application:

Telephone Number:
E-mail Address:

17.2 Records Help

Contact the following for assistance with Records Management functions:
Telephone Number:
E-mail Address:

17.3 Computer Help

Contact the following for assistance with your Computer:
Telephone Number:
E-mail Address:
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18. Glossary of Terms and 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 Ol1a 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-

-C-

Case File Means a folder or other filing device containing a variety of material
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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.

Content Start Date

Content End Date

CPIAB Corporate Privacy and Information Branch

CPM Core Policy Manual.

CRMB Corporate Records Management Branch.

CYy 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

-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.
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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

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
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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-

M

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-

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.
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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
was first created, or the earliest generation of the record in BC
Archives' custody.

-P-

PA Provincial Archives/Archivist.
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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.

Records Management
System)

PUR Public Use Record
QRMS (Quest Means an application used in the ministry to create files, track boxes,

generate reports and to check records schedules.

-R-
RA Records Analyst.
RC Records Custodian.
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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 | Means the office in Victoria that is responsible for managing and
Centre 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 Means the form used by client ministries or agencies to request records
Application (Ars management services and to apply for authorization for immediate or
118): 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 Means the number preprinted in the top right-hand corner of the
Application Number | Records Service Application (ARS 118) and which is used for
application tracking purposes. If the application results in a schedule
approval, this number will become the authorized schedule 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
0lla.b) purposes of the form are:
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* 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
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.
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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:

e Alternate media types (oversize maps, videotapes etc.)

Enclosure file (FOI request files = main file + supps; supps =
photocopies of requested material

-T-

TRIM

Total Records Information Management, an electronic records and
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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-

Y

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 Chapter Questions

20. Answers to Chapter Questions

Check your answers here to the questions that appear in each of the chapters.

20.1 Chapter 2 — Introduction - Taking the TRIM Tour

L.

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.

20.2 Chapter 3 — Creating Records

1.

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.

20.3 Chapter 4 — Filing Electronic Documents using
TopDrawer

1. What are the different types of TopDrawer?
a. Standalone
b. ODMA
c. Shell

2. How do you set the Default Dataset in TopDrawer?
Through User Configuration Options in TRIM Context.

3. Explain the Difference in File Statuses of Draft, Modified and Original
Documents in TopDrawer:
a. Draft — Document has never been checked into TRIM.
b. Original — Document has been checked out of TRIM for editing.
¢. Modified — Document has been checked out of TRIM, modified and is
ready to be checked back into TRIM.

4. How does ODMA TopDrawer differ from the Standalone Version?
ODMA provides the option to bypass TopDrawer and save directly to a
local/LAN drive.

5. What is the Look-in Bar?
Displays a list of documents as well as a list of rec. Preently used folders.

6. All TopDrawer components have the same functionality.
a. False

20.4 Chapter 5 — TRIM Desktop

1. The TRIM Desktop allows you to search and edit records without having
to log into TRIM Context.
a. True

2. How do you set the default dataset in Desktop?
You can’t. The default dataset must be set through TRIM Context or
TopDrawer.

3. What is the purpose of the Shortcuts Toolbar?
Easy access to Farite functions in TRIM.

4. What are the three different views available in the View Pane?
a. Properties
b. Preview
c. Revision
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20.5 Chapter 6 — E-MAIL and TRIM

1. How do you integrate TRIM with Outlook?
Turn on integration through User Configuration Options in TRIM Context.

2. E-mail messages and their attachments cannot be catalogued separately.
a. False

3. You must switch from Outlook to TRIM when searching for records.
A. False

4. What are the three ways to catalogue e-mails?
a. E-mail messages only
b. E-mail messages and attachments
c. Attachments only.

5. What are Linked folders in Outlook?
A folder in Outlook where e-mails are automatically processed and contained
in a pre-defined folder/container in TRIM.

6. Can a record be sent via e-mail from within TRIM?
a. Yes

7. How do you change the TRIM dataset in Outlook?
Through the TRIM Menu on the toolbar and selecting Settings.

20.6 Chapter 7 - Printing Labels

1. You can only print one label at a time in TRIM?
b. False

2. 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.)

3. Any type of user in TRIM can design Label type reports:
b. False

4. Only one type of label can be printed in TRIM?
b. False

5. 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.
6. Printing out a few labels means the rest of the sheet is wasted.
b. False
7. What feature in TRIM is used to print labels?
Print Report
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20.7 Chapter 8 - Record Requests

1. 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.

2. Arecord can only be requested once:
b. False

3. 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.

4. 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
Remove Request.

5. What type of user can request files in TRIM?
All users.

20.8 Chapter 9 - Record Maintenance

1. What is 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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20.9 Chapter 10 - Disposition Management

1.

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

¢. 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.

20.10 Chapter 11 - Locations

L.

2.

In your own words, what is the purpose of Locations in TRIM?
Locations are used to record location changes/movements, track certain
administrative functions and maintain the integrity of the organization's
record holdings as well as record Workflow.

An End User does not have permission to add and maintain Internal
Locations:
a. True
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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)
&: External Organizations (Red Icon)

Internal Organizations (Green Icon)

Groups (Green Icon)

All Internal Locations (Green Icon)

ﬂ All Locations (Red & Green Icon)

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.

20.11 Chapter 12 — 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. Itis 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.

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.
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7.

What search method is used to perform an Assignee search?
Locations

What parameters can be used when combining search methods?
AND, OR, NOT.

What is a Prefix Search?
A type of filter that permits searching through a list such as Locations for a
specific name.

20.12 Chapter 13 - Saved Searches

L.

Can a search be saved in TRIM?
a. Yes

What is a meta-variable?
A time period that is not date-specific, such as today or tomorrow.

How is a saved search accessed in TRIM?
Press [Ctrl][G] or choose Search|Saved Searches from the Menu.

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.

Can a saved search be removed from the list of saved searches?
a. Yes

What type of saved search could be used to identify calendar year files
that are still open from the previous year?
ROLLOVER - CY FILES

List some of the meta-variables that can be used in a search:
Today, tomorrow, next week, next month, next year, etc.

20.13 Chapter 14 — What are Favorites?

1.

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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