TRIM TIP #5 – References

This is one of the two “Cool Tools” that were highlighted in training (bonus points if you can name the other) that is so cool it bears repeating as a reminder, plus there is an additional characteristic that makes it even more useful.  
References are used whenever you want to communicate to another TRIM user about specific files or for keeping a set of files “set aside” for yourself.

Things to remember about references:
· RMHELP (your one-stop shopping email address for RM or TRIM help) loves ‘em.  Send them a reference and they will be able to help you better and sooner.

· Putting records in a reference does not affect anyone else’s ability to view or modify those records.
· The files contained in that reference file will always be current – if someone made a change after you saved the reference, you will see the updates when you open that reference.

· References maintain the sort order you saved them in.  This can be useful especially if you’ve sorted then in Retrieval Code order – TRIM can do that sort as part of a search.

· References will stay on your desktop (or whatever folder you put them in) until you delete them.

· You can’t add records to an existing reference.

· You can make a reference to locations and classifications as well as box and folder and document records.
The other cool tool? – that was the Work Tray – the nicest thing about the Work Tray is you can add records to an existing set in your Work Tray.
The following is an excerpt from the manual on how to make a reference:

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

So first Search for, and Tag, the files you want to create a reference for.

To make a TRIM Reference follow these steps:

A. Press [CTRL][M] on the keyboard or, right-click and choose Send to>Make Reference.
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You will see the following dialogue box appear:
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B. Click OK to confirm all tagged records on the Make Reference Dialogue Box:
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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.
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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.
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E. Click OK to confirm the reference.
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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:
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H. Double-click on the TRIM Reference in the e-mail.  You may see the following dialogue box:
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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:
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J. You can now view the files from this screen.
Click Close to close this window.

