TRIM TIP #25 – Closed File and Closed Part Reports 

Note: to use these reports you should first update your fonts by going Tools/User Configuration/ Fonts and choosing “Get Global”.
These TRIM reports can be used instead of the manually completed forms.

CLOSED FILE – tag the recently closed file, print the report – add as the top sheet of the closed file to prevent additional material from being added.

CLOSED PART – create the new part, tag and print the report.   Add as a top sheet to the recently closed Part to prevent additional material from being added.
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.

