TRIM TIP #14 – Sorting Columns

One of the most useful features within TRIM is the ability to quickly sort a group of displayed records.  This can be a tremendous aid in searching for records as well as preparing reports, such as box lists.
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Clicking on any column header will sort the records in ascending order by that column’s content.  Whether alphabetically by Title or Retrieval Code, or numerically by record number or date – any column in the list view can be sorted.

Click once and the sort is in ascending order, click again and the order is reversed.

You can also right click (when in doubt, right click) at the column header and you will see the sort ascending and sort descending options there. 

Searching
Part of the Find Records dialogue box is a middle tab called Sort (to the left of the filter button) which allows you to have the searched records displayed in a predetermined order – you can also do a hierarchical search (such as first by Record number, then by Free Text title). You can set the sort orders as a default so all your searches will be returned in that order.
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Note that User Fields such as Retrieval Code and SO date are not available under this Sort tab.  However, you can sort by these fields in the List Column view after the search is done (more on this under “Reports” below).

Sorting can be a useful adjunct to a search: if I want to find all open records I could add the search parameter “.And Closed Date = Blank” to the end of my search, or I could just do the search and then sort by Closed Date – all the blank closed date (open) records will be grouped together.

There are a number of other fields available – Date due for Destruction, Date due for Semi Active Storage, Content Start and End Dates – that can be useful to sort by, especially when culling. Have a look in the Hidden Columns display when you Format List Columns to see these and others.

Although there is a recommended set of information we present in the manual for these columns, you may find yourself changing the content of these list columns a couple times a day depending on the work you are doing and the information that is most useful.

Reports
Remember that Reports in TRIM are just formatting choices.  What records are actually printed, and what order they are printed in are choices you make before sending them to print.

Probably the most popular sort order is by Retrieval Code within Record Number.  This simple sort is complicated by two things:

· the Retrieval Code as a User Field is not available in the Sort Tab.
· The Record Number, although based on the classification is not, strictly speaking, the same as the classification and so it can affect your sorting.

For this reason, when doing this kind of sort, add “Record Classification” to your List Column view.

First do a Retrieval Code sort, then a Record Classification sort.  Your records should now appear in Classification order and then Retrieval Code order, which is how they are arranged on the shelves:
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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

