TRIM TIP #6 – Relationships

Relationships in TRIM are a way of formally connecting one record with another.
There are a number of types of relationships recorded in TRIM, some are established automatically; some are added manually, either at the time of creation or later.

All the relationships for a given record can be seen by going to the Properties of a record (right click/properties) and clicking on the “Related Records” tab:

· All folders within TRIM have a relationship with their OPR status as a series record, so you will see at least that relationship there.

· If part of a multi-part set you will see the record identified as a later or earlier part of another part.

Both of these relationships are automatically generated but there are some that we establish manually.  To do this, go to the white space of the Related Records Tab and right click.  The option “new related record” becomes available.  The first choice you make is what kind of relationship you want to establish.  In the Ministry of Forests, we use three:
· Cross references are established by using the “related to” relationship.  Rather than entering “See also…” notes in the Notes field we can simply create a link from one record to another by choosing the “related to” relationship.  If you add the “Related Records” field to your View Pane you can see listed any related records.
· Supplementary files are connected to a Part by way of the “Alternatively contained within” relationship – this is required to be done when you create a Supp.
· Electronic File folders are connected to any complementary physical folder by the “Alternatively contains” relationship – this is required to be done when you create an electronic file folder.

Note: 
You can also see what other records a record is related to by right clicking on a highlighted record, choose Navigate.  There you will have the option of navigating to the container record, another part or a related record, if one exists.
