TRIM TIP #16 – Printing Classifications

With the advent of TRIM we have dispensed with published copies of ARCS and ORCS manuals and even the web based ORCS for the ministry has been removed.

All of the information relating to the classifications: notes, OPR, retention schedules, is now available and searchable in TRIM.  The electronic version has the added feature of being the most up to date, since any changes made are instantly available.

Despite this growing reliance on electronic versions, many people still find a paper copy easier to refer to or work with.

Printing classifications in TRIM is like printing a records report: you find the classifications you want; then tag all and print.

The classification list is accessed by clicking on Tools/Record/Classifications.

There you will be presented with the two top levels of Classification: ARCS and FOR (for the Ministry of Forests ORCS).

Hit F7 at that point and you will be given the opportunity to search by two different attributes: Words and Numbers.

If you wanted to see (or print) the 19500 primary and secondaries search by Classification number Prefix “FOR-19500”
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If you wanted to print the whole 19000 series, you would do the same search but this time just ”FOR-19” – all primaries and secondaries beginning with FOR-19 appear.
Similarly, if you wanted to see the entire Forests ORCS at once, you can search by 
“FOR-“and see them all (searching by “ARCS-“will show you all the ARCS classifications).

Note that at the bottom of the search screen there is a tick box “Show Classifications that are not in use” – tick this box only if you also which to see the obsolete classifications as well.

The other search criterion is by Classification word, which searches the record title and notes words fields.  It is recommended that you use the “*” wildcard character at the end of your search word so that you return a complete search (ie “computer*” will also return “computers” results where searching by just “computer” will not).
Once you get the desired result, you can adjust the list and view panes just as you do with records to display and sort the result.  
Any display can be printed simply by tagging the classifications and hitting the print report button.
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There are 5 report formats available for classifications – although you will probably find the first “ARCS AND ORCS (PDC)” the most useful, you can highlight and preview all of them to see what each offers. 

Remember – you can add specifics of what you are printing (i.e. “Classifications with “contract” in the title) in the “Optional Title” field of the report.

Previous tips are available from our web site. 
See http://gww.for.gov.bc.ca/his/edrms/Tips/  for tips 
or see http://gww.for.gov.bc.ca/his/edrms/guide.htm for guides.

