TRIM TIP #1 - Customizing the LIST COLUMN Screen


As part of your first set up in TRIM we asked you to set up your list columns according to a recommended default setting (see section 2.10.1 of the Information Workers Manual).
These initial settings are assumed to be the most useful in your day to day work, however, there are many other bits of information which may be useful to be displayed for specific tasks.

Some of these are outlined below.

Remember: to make a change, go to TOOLS, USER CONFIGURATION, and FORMAT LIST COLUMNS.
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If you are involved in doing a CULL listing
You will probably find it useful to add the following columns:

Container (Folder/Box)

Series Record (so you can check the OPR)

Retention Schedule 

Date Created

Content Start Date

Content End Date

Closed Date

SO Date (a good way to double check SO dates are entered and are correct)

Date Due for Destruction

Date Due for Archive SR

Date Due for Archive FR
As an aid in searching

There is a wide variety of information that can be displayed in the List Columns, and each column can be used to sort the records simply by clicking on the column header.  

This can be useful as a search technique: if I wanted to find all open contract files, I could search for classification ARCS-01070-20 and Closed Date = Blank.  Or I could just search for the classification and sort on the date closed – all the Open files will be grouped together.
If I wanted to see who has files signed out – I could add “Assignee” to the columns and the sort by that column – the records would then be grouped by assignee and I could see how many files and which files are signed out to each person.

NOTE: It has been seen that, especially with electronic records, the display of a search result can be slowed down quite dramatically if you have a large number of columns in your list column view (as shown above).

If you are experiencing delays in displaying search results, try adjusting your List Column view so it displays a minimal number of columns (i.e. record number, retrieval code, free text title).   If that results in a speedier display you may want to keep that format and only add the additional columns once the search is complete.
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