TRIM TIP #10 – Information Worker permissions

	I want to
	I go to
	I must remember

	
	
	

	Change a Record Classification
	RMHELP
	To attach a Reference File

	Open a Closed File
	RMHELP
	To attach a Reference File

	Change the Retention Schedule
	RMHELP
	To attach a Reference File

	Change the OPR status
	RMHELP
	To attach a Reference File

	Delete a Record
	RMHELP
	To attach a Reference File

	Change the Title
	The Manual
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(double click on the TRIM record)

	Change the retrieval code
	The Manual
	

	Change the content start date
	The Manual
	

	Change the content end date
	The Manual
	

	Close the file
	The Manual
	· CY files are all closed on Dec 31

· FY files are closed on March 31

· SO files require an entry on both the Closed Date and the SO date fields


	Add a note
	The Manual
	Add the “User Stamp”

	Win the lottery
	celebrate
	to buy a ticket
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[TRIM Context Reference]

Client=210051

ClientName=Government of British Columbia

DB=04

DBName=FOR Prod

Type=6

TypeName=Record

Items=1

[Item1]

URI=1297154

Details=D191505F

Extra=Data Entry Standards




