TRIM TIP #13 – Formatting Columns

Section 2.10 of the Information Workers Manual covers this more fully and describes the default settings we recommend for Information Workers, but a these are few reminders of the potential of this feature.

You can make changes from the Menu Bar: Tools, User Configuration, and Format List Columns.  You must have records displayed or the last item will be greyed out.

There are a large number of attributes that can be displayed about a given record as shown in the Hidden Columns field of the Column Preferences dialogue box (see 1. in the screenprint below).  Some of these refer to Electronic records or features of TRIM that we don’t use, but many can be very useful for specific tasks.
Remember that you can sort by any field displayed in a List Column and that can be very useful for grouping various records of a search result.  

· If you had searched for active contract files and wanted to see if any were signed out to different individuals, you could add the Assignee field to the List Columns, and sort by that field.  All records signed out to individuals would then be grouped by those individuals’ names.

· Sorting by “Date due for Destruction” will permit you to group all the searched for records by their destruction date – necessary when boxing records for off-site storage.

Note: since this Tip was originally written a bug has been observed in the Date Due for Destruction field display depending on which screen you add the field to:
The date due for destruction field that is displayed in the records list pane updates whenever the FIRST destroy trigger specified in the schedule is activated for a record.

The date due for destruction field that is displayed in the records view pane updates only when BOTH triggers are activated for a record (the desired and - to our understanding - correct behaviour).

The display of these columns can be adjusted by choosing an Icon vs. Text (see 2. below); Column Width (3.); or Text Alignment (4.). All of these can be useful to format the display of the information in a manner that is most useful for the specific job you are doing.  That particular display may change depending on the job you are doing:

· When doing inventories, The Home and Assignee Location fields become very useful.

· When doing culls the Dates Due for Semi Active; for Destruction, SR and FR dispositions become required.  
On the screenprint below, this person had been working with offsite records, so the Accession, Series Record (OPR status), and Retention Schedule were fields that were useful to have displayed and to be able to sort by.

With SP3 there is a new Date field: Date Last Updated, which can be used to distinguish files that have had a change made, since conversion if you know that date for example, or otherwise.
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See http://gww.for.gov.bc.ca/his/edrms/guide.htm  for all TRIM TIPS and the latest version of the manual on-line

