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Open My Computer. Records Explorer will display under your network drives.

A desktop shortcut can be created by highlighting the program name and dragging it onto the desktop.

=8 Bl

ol

~ [ [ Search Computer

@vv‘:“ » Computer »

System properties g

» 5= -

0

)

Organize * Uninstall or change a program  Map network drive

| Documents
& Music
[ Pictures .-

B Videos

4 A Angus Wenden

. Hard Disk Drives (1)
Local Disk (C)

370 GB free of 465 GB

4 Devices with Removable Storage (1)
i: Contacts

1 Desktop __EIE) DVD RW Drive (D)

& Downloads ==

& Favorites 4 Network Location (2)

# Links

= _ ARMS (W\is2:shared sydney.edu.au)
My Documents 5 (G

U My Music =]

£ My Pictures aweden$

My Videos E| &7 (\slsharedsydney.

£ Saved Games
£ Searches
< 8 Computer
&2, Local Disk (C)
L} DVD RW Drive (D:)
8 ARMS (\\fs2 shared.sydney.edu.au) (G2)
5 awedens (\\fsl shared sydney.edu.au)
€ Network
[ Control Panel

i Recycle Bin

4 W Records Explorer

. k RMS-2013-TRAINS  Domain: mcs.usyd.edu.au
S RMS-2013-TRAINS  Processor: Intel(R) Core(TM) i7-47...

Memory: 8.00 GB

4 items /M Computer

Double Click on EFT (Records Explorer).

You will be given the following options in the right hand screen:

W EFT
L All Offline Datasets
£ USYD_TRIM_Production

[HECETES)
it

Double Click on USYD TRIM_Production to enter the live dataset.

You are now in Records Explorer.

NOTE: If you have any difficulties completing this step please contact Records Online immediately to have your access

reviewed.

If you double click Records Explorer and there are no grey datasets listed, you will need to have the datasets configured

through TRIM. A Records Online Helpdesk Officer can talk you through this on the phone, or else you can arrange for a
Helpdesk Officer to come over to you and configure the datasets for you.

2 DISPLAY

Records Explorer is an interface for TRIM, the University of Sydney’s enterprise record keeping system. Records Explorer

mimics the look and functionality of Windows Explorer, whilst interacting with TRIM.
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FOLDERS VIEW

When launching My Computer or opening a shortcut into a Records Explorer item, if the left menu is not
displayed automatically, click Organize> Folders and Search Options and ensure both ‘Navigation pane’ tick boxes
are ticked. If these boxes are not ticked, your windows explorer window will resemble the screenshot below on

the left (rather than the screenshot on the right).

File Edit View Tools Help

g ! ! Computer »

Burn to disc

l Organize + l Eject

W Favorites

Properties

4 Hard Disk Drives (1)

Systern properties Unins

4 Network Location (7)

|| File |Edit| View Tools Help

Organize +

b3 Favorites

4 B Desktop
> [ Libraries
> B Angus Wenden

System properties

Uninstall or changea program ~ Map netwo

4 Hard Disk Drives (1)
05(Cy)
7 184 GB free of 286 GB

4 Devices with Removable Storage (1)

. 05 (C) » 18 Computer P
4 Libraries w —— J > € Network g DVD RW Drive (D:)
184 GB free of 286 GB + B Control Pane =
1% Computer | 4 Devices with Removable Storage (1) & Recycle Bin 4 Network Location (7)
> W EFT _ ARMS (\f<Zshared.sydney.edu.au)
& a docs 7 ©
€ Network @ DVD RW Drive (D) > i temp ==
= 1) spplicationeventlog RMS

537 (fs2shared.sydney.eduaul ARM...
o, O ]

Once you have made these changes, the drives will then be visible in the left hand column, (right screenshot).

When conducting searches or navigating to folders in Records Explorer, the options in the left hand pane can be
expanded or collapsed. The core menu items are always visible if you scroll up and down, whilst the right hand
side will only display your search results and the contents of folders etc.

2.2 NAVIGATION AND SEARCH OPTIONS

When the Records Explorer database is open, two search buttons will display in the top menu bar in addition to
navigation options, which will be display in both the right and left hand panes.

SEARCH BUTTONS

VD_RM_UAT UL »

NAVIGATION OPTIONS

File Edit View Tools @ Explorer for TRIM ~ TRIM
h

rer Settings

/

3 My Containers

Q. Personal Searches
[F9 Recent Documents
M Search Results

Q Shared Searches
& Tagged Records
£, Work Tray

&4 Workflow Activities
-

e 20items
—]
-

Q. Personal Searches
[ Recent Documents
T Search Results

Q_ Shared Searches
& Tagged Records
& Work Tray

£ Workflow Activities

[ —T—

Organize * I TRIM Searc Reset TRIM Search I/ / 3 @
AW EFT ~ Name .

y '

Al Offline Dataset

. E’ — R";\: u:su; 5 Browse Via Classifications
-?8 Bm;,sa\'ﬁa C‘;ssmmm & Browse Via Record Type & Date

- & Browse Via Thesaurus
@ Browse Via Record Type & Date 5
e —— B Documents Checked Out

5 & Due Tra

B Documents Checked Out - 4
B Pt (%} Due/In Tray
P - : [ Favourite Classifications
) Due/In Tray

% Favourite Locations
[ Favourite Classifications 5
[5 Favourite Records

& Favourite Locations

> Q, Favourite Searches Select a file
[ Favourite Records Py to preview

n Tra view.

Q Favourite Searches P

5 (e O Locations
Hn

Y =| @ My Containers

© Locations i

20 items.
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Records Explorer navigation options / menu:

Menu Description

Documents Checked Out: Displays the contents of your HP Records Manager

. Documents Checked Out Tray i.e documents currently checked out to you.

» &1 Documents Checked Out - "0 /1n Tray: Displays the contents of your HP Records Manager in Tray i.e items
> & Due Tray assigned to you

> (8 Due/In Tray Favourite Classifications: A list of classifications that you have saved. Right click

> Add to Favourites

Favourite Locations: A list of locations that you have saved. Right click > Add to

> m Favaourite Classifications

> & Favourite Locations Favourites

- % Favourite Records Favourite Records: A list of records that you have saved. Right click > Add to

- O, Favourite Searches Favourites Right click > Add to Favourites

¥ InTra Favourite Searches: A list of searches that you have saved by Right click > Add to
= }r Favourites

» O Locations Locations: A list of all locations (including internal) within HP Records Manager.

» [ My Containers My Containers: Displays containers you have recently accessed or created.

> Q Personal Searches Personal Searches: Displays Saved Searches to which only you (and the HP

Records Manager Administrators) have access.
Recent Documents: Displays the documents you have recently registered or

> Eﬁ’g Recent Documents

- [ Search Results edited.

» @ Shared Searches Search Results: Displays the results of your last search.

» & Tagged Records Shared Searches: Displays saved searches to which you have access.

- L Work Tray Tagged Records: Displays the records you have tagged using Records Explorer,

Right Click > Tag Selected Records
Work Tray: Displays the records you have dragged into the Work tray to work
on.

For the majority of users these items will be empty when first using the system. They can be customised as you
begin using the system. The names of any paper files that you have in your possession will appear in the In Tray
and some Shared Searches may have been created on your behalf by Records Management Services.

2.3 DETAILS VIEW
As in Windows Explorer, the display for folders can be set to Thumbnails, Tile, Icons, List, or Details.

Records Management Services recommends the Details display. The Details display places the information in the
right hand pane into columns allowing more information about the records to be immediately apparent. The
columns can be sorted into ascending or descending order by Name, Assignee and Type etc.

In the example below the search results are sorted by Number (i.e. the TRIM Record Number):

Mame Checked Out Finalised Mumber Type Date Created

Il test file created by ... E15-386 Electronic Folder /07,2015 12:54:55 PM

Il TESTFILE E11-630 Electronic Folder 8/04/2011 ¢
Il Library Enquiries 20... E11-108 Electronic Folder 20/01/2011 9:51:47 AM
Il Practicum Record -... E10-1428 Electronic Folder 10/09/2010 3:41:14 PM
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SHOW FULL PATH IN THE ADDRESS BAR

If the Windows Explorer option “Show full path in the address bar” is selected in the Windows Explorer “Folder
Options”, the location of the folder that you are inside will display in the address bar. You can use this as a
safeguard to know which folder you are in if you have a folder structure where the top level folder is unique but
all the subfolders are a uniform for each matter.

m II » EFT » USYD_RM_UAT_UL » Search Results » Al4 test manual »

File Edit View Tools Help Explorerfor TRIM  TRIM User Settings

Organize = TRIM Search Reset TRIM Search

» 3.0 Favorites
test

4 Il Desktop

4 W Search Results
> [l 414 test manual
=] TRIM MCS Environment as at 25 October 2006

> UL, Shared Searches
» & Tagged Records
> 2, Work Tray

HIGHLIGHTING MULTIPLE ITEMS IN RECORDS EXPLORER

Some functions outlined in this guide require multiple records to be highlighted.

2.5.1 ADJACENT RECORDS

Locate the required list of documents (see Section 3: Searching or Section 6: Navigation)

Click on the first document required. Hold down the Shift key and click on the bottom document required.

REIE] [ty
& image001.gif
fa imagedlz.jpg

Click over the highlighted documents holding down the left mouse button to drag the items. Or right click over
the highlighted documents to perform functions such as Tagging the records (see Section 6)

2.5.2 NON-ADJACENT RECORDS

Click on the one of the documents that you require. Hold down the CTRL key and click on the other documents
that you require one-by-one.
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l

I image00z2.jpg

oukcame. jpg
= -

e oukcome.jpg
=1 special Consideration, txt
A sskdf=dfs. jpg

" supervisor Feedback.jpg

You can now click over a highlighted document holding down the left mouse button to drag the items, or right
click over the highlighted documents to perform functions such as Tagging the records (see Section 6)

2.6 DESKTOP SHORTCUTS

Desktop shortcuts can be made of any Records Explorer menu items, Tags, Electronic Folders, Sub Folders or
Documents. Simply drag and drop to the desktop.

To open the item, double click on it. Windows Explorer will open and display the location where the item existed
when you created the shortcut. The left hand pane will not open automatically when opening Records Explorer
from a shortcut so click “Folders” to display the left hand pane, as outlined in Section 2.1.

When double clicking a desktop shortcut of a Document the Profile Screen will be displayed (see Section 7.1).
Select the option that you require (e.g. View or Edit) and the document will open into its native application.

2.7 OPENING NON-STANDARD DOCUMENT APPLICATIONS WITH THE TRIM DOCUMENT VIEWER

Some non-standard document types such as Visio charts or CAD drawings will launch into the TRIM Document
Viewer. The TRIM Document Viewer will only show if the document is non-standard document or if you do not
have the native application installed on your desktop — this allows you to still view the document without having
to install the software.

Select View > File > Launch to launch the document into its native application. This will only work if you have the
relevant application installed on your machine. You cannot open a Visio chart if Visio is not installed on your
machine, for instance.
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| DOC2006/293036: TRIM MCS Environment as at 25 Octobe

E EileiEdi‘t View Window Help

Save As...

== Print...

24 Reply .
@5 Replyto All
£ Forward

m

X Close

TEST/DR

DEVELOPMENT

Wamda - Agglieicn Wk Sovs

Enter the asset ID. Menry - ApplicationWab Server
Taliz - Applicstion Web Sarver

Titznivm - Databasa Server

Launch the current document in the viewer with the associated application

3 SEARCHING

3.1 INITIATING A NEW SEARCH USING THE “RESET TRIM SEARCH” BUTTON

The Reset TRIM Search button in the menu bar will always result in a clean search being initiated (i.e. it will not
inherit any filters set during a previous search): Click the Reset TRIM Search button.

= » EFT » USYD RM UAT U1 »

File Edit View Tools Help Explorerfor TRIM  TRIM User Settings

Organize » TRIM 5earch Reset TRIM Search

» 3 Fawvorites

The Search for Records dialogue box will then pop up:

"Search for Records (o o |

Search |[Filter | Record Types [ Sort | Resuts | Options|

Search By
Record Number

Choose operator and enter string value to search for

B0
B0

More search options

A single string, possibly using wildcards or comparison operator, e.g. >=red, invo™

@AND ©OR [ New Delete () NOT

number:

ok [ cancel | [ open Editor -| Help
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3.2 SEARCH TAB

In the Search tab select the type of search method required and enter the relevant text. Common search
methods include Title Word, Record Number, Creator, and Date Created.

Click the blue folder to the extreme right of the Search By field:

Search By

Title Word] [=[a]

A dialogue box called Search Methods will pop up. The search methods can be displayed in categories
(“Categorised”) or as a single alphabetical list (“Details”):

Search Methods f=8

| @ By Category ' ) By Format (1 Alphabetical &) By Category () By Format

Method Name Caption Category = Method Mame Caption - Category *
W Favorites @ acl Access Contral A Security anu
[f9 Recently Used Methods € accession Accession Number @ Reference:
éil A3 AccountCode Account Code b Additional
B‘a Text Search e audit Active Audit Event Q Security an
© Linked Navigation @ aciivity Activity 2 Business Pi
A Trays and Labels e addressee Addressee Q'. Contacts, F
e Reference and Control Numbers = all All Q, Other
% Document Management e allParts All Parts Of e Linked Nav
[ Dates and Times ® aliRelated All Records With Relationship ... @ Linked Nay
sﬁl Additional Fields e allVersions All Versions e Linked Nav
1 Retention and Disposal e altContains Alternately Contains © Linked Nav
8% Contacts, People and Places Aa anyWord Any Word [ Text Searct
2 Business Process Aa ApprovingAutherity Approving Authority 0] Additional
9 Records Management € ArchibuslD Archibus ID 3b] Additional
a Security and Audit A8 ArchivesControlSystemldentifier Archives Control System Ident... 6] Additional
B SharePoint Integration E assignee Assignee 8 Contacts, F
Q, Other ® assigneex Assignee Details 8% Contacts,
Client/Matter v = atHome At Home % Contacts, |~
4 ] + < i | r

If using the categorised display, expand each category using the +
Select the desired search method. Click OK.

This will return you to the Search For Records screen. Enter the required text in the Equal To field:

Search | Filter | Record Typsl Sort | Raultsl Dptlons|

Search By

Date Registered [=]=]

Enter a date and optionally a to date for a range search

|Matching R
[And Up Until =
L =

More search options
[Specific date or range of dates, e.g 1/1/2007 to 2/2/2008 V]

Click OK
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NB - If the Equal To field is left blank you cannot run a search — even if you have used the Filter tab to set

parameters for your search.

After a search method has been used once it will then display in the drop down list in the Search By field (to the
left of the blue folder icon).

3.3 BOOLEAN SEARCHING

Multiple search terms can be set by selecting New in the “Current Selection” section of the Search For Records
dialogue box. Boolean searches work on the And, OR, Not principle. E.g. Creator “Bloggs, Joe”, and Title Word
“Madsen” etc.

Search for Records (o =i S
Search |Filter | Record Types [ Sot | Results | Options|
Search By
Date Registered [=]=]
Enter a date and optionally 3 to date for s range search
wouzes
[And Up Untill ~ 31/12/2005|
More search options
[ Specific date or range of dates, .9 1/1/2007 to 2/2/2008 -
@AND  ©OR New || mnsert | [ Delete [ NOT || Reset
titletest
and registersdOn:1/01/2005 to 31/12/2005

ok | [ concel ][ open Editor v‘ Help

34 SORT TAB

Currently the Sort tab does not affect the search results. Do not use the sorting facility here — run the search, and
sort the results by clicking on the appropriate column headings.

3.5 oo N - i FILTER TAB
Search | Filter |Re:ord Types | Sort | Results | Opt\onsl
Records with Diposivon: Records th Record Class: The Filter tab allows the search to be refined to only return

¥ Vital

v Inactive

Corporate results of a certain Record Type, Status or Disposition.

Vv
V' Archived (Keep Foraver) v Warkgroup
+ Destroyed + Personal
Vv
+

¥ Archived (Custody Transferred) fference Under Disposition uncheck the relevant checkboxs to
emporary
search for records that are Inactive, Destroyed or Archived

Records with Date Registered Within E Days
[¥] unfinalized . . . . .
— Search for finalised or unfinalised documents by selecting

File Types (enter 3 list of file types separated by ;") the releva nt Finalised Filters

‘Within another Saved Search

2] In the Date Registered Filter You can select broad

date ranges to search within. If you need to set specific
dates, use the Date Registered search option in the Search
tab.

[T save as Default Fitters

[ o ][ et | [ open | Editer va
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Under File Types you can type document extenstions to narrow the results to a particular document type. E.g.
.pdf .docx etc

3.6 RECORD TYPES TAB
Search for specific record types by right clicking and selecting Untag All under the Record Types section.

Then, tick the record types that you do wish to search on by clicking in the white space to the left of the record

type name — e.g. Electronic Folder, Document, Sub Folder. A tick will be placed next to the selected record type:

Search for Records EE

Search | Filter | Record Types | Sort I RE;uIt;I Opt\ons|

Y Record Type -

& Unsuccessful Application Folder
= Working File
£ FMO Publications
W Administrative File
Wl Cumberland College Student File
£ Prospective Student File
£ International Prospective Student File
wll Staff File
wll Staff File (Pre Peoplesoft)
wll Staff File (Unistaff)
Ml Electronic Staff Folder
5 Staff File {Restricted Information)
+ Il Electronic Folder
Il Policy Folder
il Sub Folder
Ml Electronic Student Folder L

I | User Sub Folder 1

If you have not populated the Search tab please ensure that you do so before clicking OK.
3.6 MODIFYING A SEARCH USING “TRIM SEARCH” BUTTON

To correct a typo or to change some of the search parameters, select TRIM Search from the top menu bar — this
will retain all of the criteria set in the previous search — including Boolean search terms and filters. Simply edit
required fields and click OK to run the search again.

(Eﬂ Z » EFT » USYD_RM_UAT U1 »

File Edit View Tools Help Explorerfor TRIM - TRIM User Settings

Organize « TRIM Search Reset TRIM Search

3.7 SEARCH RESULTS DISPLAY

The search results will display in the right hand side of the screen.
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File Edit View Tools Help Explorerfor TRIM  TRIM User Settings

Organize = TRIM Search Reset TRIM Search

» %0 Favorites

B Desktop
> [ Libraries
> A Angus Wenden

> 8 Computer
> €3 Network
> [ Control Panel
£ Recycle Bin
4 W EFT
> &, All Offline Datasets
4 £ USYD_RM_UAT_UL
> B§ Browse Via Classifications
> £3¥ Browse Via Record Type & Date
> @ Browse Via Thesaurus
> B Documents Checked Out
> B, Due Tray
> %) Due/In Tray

To view the contents of a folder double click on the folder name. The Sub Folders or Documents will be displayed

Name
HI AL% LESL ITIdnug

Wl ADMINISTRATIOM & SUPPORT - Community relations - Community liaison - Vice-C...
Wl ADMINISTRATIOM & SUPPORT - Community relations - Donor relations - Gift accept...

Wl ADMINISTRATION & SUPPORT - Community relations - Gift management - Donor co...

=8 ADMINISTRATIOM & SUPPORT - Finance administration - Budget - Approval - Sydne...
W ADMINISTRATIOM & SUPPORT - Finance administration - Budget - Approval - test

Wl ADMINISTRATIOM & SUPPORT - Information management -
Wl ADMINISTRATIONM & SUPPORT - Information management -
W8 ADMINISTRATION & SUPPORT - Information management -
=l ADMINISTRATIOM & SUPPORT - Information management -
Wl ADMINISTRATIOM & SUPPORT - Information management -
Wl ADMINISTRATIOM & SUPPORT - Information management -
Wl ADMINISTRATIONM & SUPPORT - Information management -
W8 ADMINISTRATION & SUPPORT - Information management -
=l ADMINISTRATIOM & SUPPORT - Information management -
Wl ADMINISTRATIOM & SUPPORT - Information management -
Wl ADMINISTRATIOM & SUPPORT - Information management -
W ADMINISTRATIOM & SUPPORT - Information manaaement -

Information technalogy...

Records management - ..
Records management - ...
Records management - ..
Records management - ...
Records management - ...
Records management - ..
Records management - ...
Records management - ..
Records management - ...

Statutory Access - Freed...

Svstem desian - Email 5.,

Checked Qut

in the right hand pane. When opening a folder from the search results it will then list under the New Search
button in Favourite Searches on the left, whilst the folder contents are displayed on the right.

File Edit View Tools Help Explorerfor TRIM  TRIM User Settings

Organize TRIM Search Reset TRIM Search

i Favorites

B Desktop
) Libraries
B Angus Wenden
18 Computer
€ Network
[E3 Contrel Panel
& Recycle Bin
< W EFT
O, Al Offline Datasets
= USYD_RM_UAT U1
¥ Browse Via Classifications
©F Browse Via Record Type & Date
& Browse Via Thesaurus
Documents Checked Out
B, Due Tray
¥} DuedIn Tray
[ Favourite Classifications

& Favourite Locations

[5 Favourite Records
Q, Favourite Searches
&y InTray
© Locations
& My Containers
G, Personal Searches
[#3 Recent Documents
I Search Results

Il A14 test manual

ol -

3.8 SEARCH PROGRESS AND COUNT

Search results do not display until all of the relevant records have been retrieved. While the search is in progress
you can see the result count accumulating in the bottom left of the screen.

A final count of the number of records retrieved will then display:
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- | ' Recent Documents
- W Search Results
"l Al4 test manual

> Q Shared Searches

- % Tagged Records

2, Work Tray

> .'_.0, Worlflow Activities
- £ USYD_TRIM_Production
- USYD_TRIM_UAT_ T2

J docs

 temp

1, applicationeventlog

I- 2,668 items ]

2,668 items J

3.9 NO SEARCH RESULTS

If there are no search results the following message will be displayed.

e ==

No results found for the last search -

Use the TRIM Search button (See Section 3.6) to modify the search criteria.
3.10 PERSONAL SEARCHES

After running a search you are able to then save that search criteria under Personal Searches. Saving a search
allows you to re-run a complex search at a later date without having to recreate all of the relevant criteria.
Personal Searches will only be saved to your login.

After performing a search, expand Personal Searches to show the “New Search” option.

Right click over Search Results and select Save my Last Search:

> W Search =

Ml aaey  Colapse
> ol TEAQ %  New TRIM Record i
EIFRON 5 ey .

> @, Shared & About..

- = Tagged Change Global Options ...

> oLy Work T Save my Last Search

> 5%, Workfléwaemvmes

The Select From Records dialogue will appear, listing your search results in a TRIM search screen.
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Right Click over one of the documents listed in the upper pane. Select Search > Save Search As:

= USYD_RM_UAT_UL

@ Browse Via Classifications

Due Tray
Due/In Tray
Favourite Classifica

PREE=Q T

[‘i Favourite Records
Q Favourite Searches
Hn Tray
e Locations
I3 My Containers
Q Personal Searches
Efg Recent Documents
W Search Results

Ml A24 test manual
CL Shared Searches
£ Tagged Records

Browse Via Record Type & Date
Browse Via Thesaurus

Documents Checked Out

tions

Favourite Locations

8 ADMINIST!

8 ADMINISTR & Place TRIM Links into your Clipboard
W ADMINIST] Send Email via Outlook

B8 ADMINIST] Request Record ...

il ADMINIST] Tag Selected Records

o ADMINIST Manage my TRIM Queues

W ADMINIST Clear my Thumbnail Cache
 ADMINIST Save my Last Search

8 ADMINIST!

o8 ADMINISTR & Project Control Centre

o ADMINIST] Create New Document ...

o ADMINISTR | New TRIM Record
ADMINIST!

- Refresh Folder

8 ADMINIST|

w ADMINIST] 2  Attach Mew Actions

ol ADMINISTE 7 Help ..
o ADMINISTE @ About ..

Il Electronic 1 Change Global Options ...

I Electronic 1 e | Properties ..

Show Properties and Data

| E9 LEGAL ADVisvos=rsrecirrey

The following window will open, click ok.

Use the RH content menu to Save Search from the results view. (title:Records test)

™

The following window will open, Right Click > Search > Save Search As.

Records - titleRecords o=

payable - Records Management Services

322.4 KB (330,126 bytes), Document Store ID: 2007:0j+ c00044xb.vrmbx

Records
v ®mi  E3 Container £ Record Nun... Title
B wl 2006/9650 || DOC2006/287... | test machine for Records Online 2
=} 2007/51 EﬂlE Tag Al 4P Vista test PC for Records Online Project - May 2007
. 2008/7524 Do ite Records Online.
N Untag all
B wl 20087524 Eﬂ Do st site Records Online.
Inert all tags
« 0
Record Number o pocaoornez SOy
Unique Identifier & 1435332 New »
Date Received Monday, 28 May e —
T2 K asset receipt Navigation | OpenSavedSearch
Date Created Manday, 28 May
Date Registered Thursday, 31 May ~ View Trays 4
Date Declared As Final Supercopy T
Container Wl 2007/51: ADN . -
(RMS)- 2007 Details Count
Enclosed? v Yes Security and Audit g
Assignee &% In Container" Locations. »
Author [&] Neil Bateman Workflow 3
Edit Status Checked In Communications »
Revision Number w1 Electronic b
Document Details & In HP Record: Archiving N
Latest Part DOC2007/192
sestte e " Administrative Tools >
<) "\Properties /Notes » Preview ), P Send To v
Remove From »
Properties

[ o ][ seach ][ Hep

General | Access Controls|

Name

Description

Records - title:Records test
Icon

Owner
Wenden, Angus (Mr)

Within Search Group

[T Add to Favorttes

The New Saved Search dialogue box will appear:

)

g

ok | [ camca [ Hap |

Name: Type a title for the search so that you will recognise it later. Records

Management Services recommends including an agreed acronym for your

department as a prefix for the saved search name.
Description summarizes the search criteria

Owner will list the logged in users name.
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Edit Query returns you to the Search For Records dialogue box to modify your search criteria before saving the
search.

The search will now be displayed under Personal Searches:

5} Wy Containers
4 O‘. Personal Searches

EL test saved search 27/07/2015

To run a saved search, click on the search name. The Search For Records dialogue box will pop up. Click OK
without making any modifications.

MODIFYING A PERSONAL SEARCH
To modify the search criteria at a later date, right click on the search name and select Edit this Search:

A dialogue box similar to the New Saved Search screen will open where you can use the Search, Filter and Access
Controls tabs to modify the search criteria.

£\, test saved search 27/07/2015

- [F9 Recent Documents Expand

4 W Search Results | New TRIM Record 3
I 214 test manual Edit this Saved Search

*Q Shared Searches Add to Favourite Searches

+ % Tagged Records

- X, Work Tray 47 Attach Mew Actions

3 .'_.0. Workflow Activities ? Help..

£ USYD_TRIM_Production @ About...

= USYD_TRIM_UAT_T2 Change Global Options ...
docs I3 Properties ...

“NEW SEARCH” IN PERSONAL SEARCHES/FAVOURITE SEARCHES

By expanding Favourite Searches or Personal Searches in the left hand list options you will find that there is a New
Search button. This is the same as the TRIM Search button i.e. it will inherit all the values of your most recent
search including any filters that you set. If you require a fresh search use the Reset TRIM Search button on the
menu bar.

» Ei Favourite Records
4 Q Favourite Searches
O.. Mew Search

SHARED SEARCHES

A Shared Search is a saved search that has been opened up for other people to view. You can share it with one
other person, a whole department or any combination of people/departments provided they are registered
Records Online users.

The search criteria will be the same for everyone — however, the results may vary from person to person
depending on their access rights. Please bear this in mind if you are unable to view files that one of your
colleagues can see. If you think that you should be able to view a file and you cannot, please notify Records
Online to review your access rights.
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To create a Shared Search run the search and follow the same steps as outlined in Personal Searches. Then email
records.online@sydney.edu.au with the exact name of the saved search and the names of the users requiring

access to the saved search, the Helpdesk will update the access controls and send you through an email
notification to let you know the shared search is now available. Please then communicate this to the rest of the
users in the access group.

4 FOLDER CREATION

TRIM allows users to create folder structures of three levels. For recordkeeping purposes, each of these levels has its own
“Record Type”. Sub folders are subordinate to the Electronic Folder and cannot be created as a free folder —a sub folder
must be contained within an Electronic Folder or else you will not be able to create it. When creating a new record for a
new matter always start with an Electronic Folder and work down.

4.1 ELECTRONIC FOLDERS

To create a new Electronic Folder right click over the In Tray menu item in the left pane. Select New TRIM Record
> Electronic Folder. NB - you will only see Record Types in the list that you have access to use:

+*
bty InT] e r
> e Loc
> [ Ny |% New TRIM Record 3 Application Folder
> QA Perg Refresh Folder Candidature Folder

Practicum Folder
Property

Student Sub Folder
Student File

FMO Publications
Administrative File

Staff File (Pre Peoplesoft)
Staff File (Unistaff)
Electronic Staff Folder
Electronic Folder

» [t Rec 7 Help..
>l Seal @ About...
- O, Sha Change Global Options ...

> & Tagged Records

> &, Work Tray

> &%, Workflow Activities
» £ USYD_TRIM_Production
> £ USYD_TRIM_UAT_T2

E=E1LEREORARS>ALEE

docs

A “New Record” entry form will appear. Mandatory fields are

indicated by the red stars(*): Tl New E,m_ )

General | Update Security and Access Policy | Additional Fwelds|

Title:™ Descriptive title of item. This portion of the title will be e (o Tt Pat
e (Free Part) |

returned in “Title Word” and “Notes Word” searches

Classification: Summary of the business process being covered Classfication
by the documents inside. Often Access Controls and Retention
Schedules are linked the Classification. Navigate using the blue

wn ST =

Owner # [The University of Sydney]
LOO k-up icon. Assignee # <At Home>[Flectronic]

Retention Schedule
Owner:*Business unit in charge of the matter the Electronic it Workdlow from

Folder covers

Assignee: * Individual in charge of the matter the Electronic
Folder covers — not all business units use this. Generally this is
used when a folder relates to a Project that is run by a single
staff member.
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Retention Schedule: Code indicating the length of time the folder must be retained for.
Initiate Workflow From: This feature is not currently active.
4.1.1 MODIFYING ACCESS CONTROLS

It is recommended that Access Controls are added to the Electronic Folder so that the folder can only be viewed
by relevant personnel. Only users within the Access Group will be able to see the folder and its contents. All Sub
Folders and documents within the Electronic Folder will inherit these Access Controls though they can be
modified after creation to restrict or open certain sub folders to a different audience.

After completing the details in the General tab, click the Update Security and Access Policy tab.

In the Access Controls pane at the bottom highlight View Metadata, and then click Custom in the bottom right:

Il Mew Electronic Folder EE
I General | Update Security and Access Policy |Additiona\ Fields|
1 Security Level
Active Security Caveats
- Add
Arcess Controls
W AccessTo Details
l View Document Everyone '
View Metadata Everyone
Update Document Everyone
Update Record Metadata  Everyone
Modify Record Access Everyone
Destroy Record Everyone
Contribute Contents Everyone
< [T | +
Bypass Record Type access control references
[ Everyone ] [ Container ] [ Private l[ Custom ]
[ 0K l ’ Cancel ] ’ Help ]

In the Customise Access — View Metadata dialogue box:

[Customize sccess - View Document - (MMM |« « Euiissl  Select Restricted to the following Locations (and any of their
Access Control ‘ membel‘S).

() Everyone

(©) Same As Container Record

@ Restricted to the following Locations (and any of their members) nghhght your owh name in the Sort Name f|e|d and Select
Sort Name = Add
@ Wenden, Angus (Mr) Remove.

Then select Add.

A list of all locations will appear.
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[&] Albarran, Cesar Alberto
[&] Armstrong, Pa
[&] Bacen, Andre
@ Bateman, Haze

Prefix Search - Na

# Select from Locations - favorite - Access Control Location (ECnEEN
Locations
V & Name =

5] Baumgartner,
[&] Bhanot, Purvi
[&] Binnie, Rebect
[&] Brennan, Madeline (Ms.
[&] Brentnall, Jennie (Ms)
[&] Bui, Hai

@ Burch, Micah (Mr)

[&] Caslick, Jennifer Margaret
[&] Castino, Lauren May (Ms)

Prefix is out of range. Try to reselect?

Select the relevant location and click OK.

% Select from Locations - namexrecords* - Access Control Lu(ahoﬂ: 13 Locations ME-E@\H
R

Locations

m

v 8 Name

[ff] Records Management Services

2% Records Office
& Records Online
@ Records Online Helpdesk Offic

a Records Online Workflow DEV

[&] Records Online Workflow Servi
[f1] Records Storage Areas

28 Records Student Centre

er

[£%] Records Online User Profile Templates

ce

@ Records Explorer Users

[f1] Records Management Services (Cumberland)

-

Records Explorer Manual

Simply start typing the name of the business unit, or
individual’s surname, the Prefix Search — Name dialogue
box will appear with your text inserted, place an asterisk
(*) at the end of the word and hit Enter/Click OK.

All locations that begin with that word will appear in a list.

This will return you to the Customise Access — View Metadata dialogue box. Repeat this step if more users or

business units are required to have access. Click OK.

You are now back in the New Electronic Folder dialogue box. Click OK.

Upon creation a dialogue box will pop up:

Explorer for TRIM

Selecting Yes will then expand the My Containers menu item in the left pane and the new folder will be listed
alphabetically. It will be highlighted.

[ My Containers

Ill 2010 Animal Ethics Committee (AEC) Meeting Minutes and Agenc_
W ADMINISTRATION 8 SUPPORT -
W ADMINISTRATION 8 SUPPORT -
W ADMINISTRATION 8 SUPPORT -
W ADMINISTRATION 8 SUPPORT -
W ADMINISTRATION 8 SUPPORT -

wll STUDENT, TEST TEST
wll STUDENT, TEST TEST
wll SURNAME, GIVEM NAME
Wl TEACHING & RESEARCH
W8 TEACHING & RESEARCH
W8 TEACHING & RESEARCH
W8 TEACHING & RESEARCH
W8 TEACHING & RESEARCH
W8 TEACHING & RESEARCH
W8 TEACHING & RESEARCH
Il test

Co
Co
Infi
Infi
Infi

- Teaching
- Teaching
- Teaching
- Teaching

mmunity relations - Publicatil
mmunity relations - Publicatil
ormation management - Data
ormation management - Data

ormation management - Data

- Collection management - Loans progrz
- Collection management - Loans progrz

- Student assessment - Appeals - Faculty

- Professional placement adn
- Professional placement adn
- Professional placement adn

- Professional placement adn
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Double click on the folder to open it and begin adding documents (see Sections 5), or to add Sub Folders (see
Section 4.2)

If Records Online Helpdesk normally populate the Sub Folders and User Sub Folders for you, continue creating
all of the Electronic Folders you need then send an email to records.online@sydney.edu.au asking for the sub
folders to be populated for all Electronic Folders created by yourself and the date of creation.

ELECTRONIC SUB FOLDERS AND USER SUB FOLDERS

To create a Sub Folder within an existing Electronic Folder, open the existing folder, or highlight it, and right click
> New TRIM Record > Sub Folder

W Docun 5% Mew TRIM Record(s) » | sl Application Folder
- [ DueTr Refresh Folder o Candidature Folder
» ¥ Due/In ol Practicum Folder
2z Attach Mew Actions M Student Sub Folder
> ﬁ Favoun
- E‘i Favour 7 Help.. o Student File
al  About M  FMO Publications
>l 200 Chanae Global Ontians M Administrative File
> Wl TEAC : pHans M Staff File (Pre Peoplesoft)
- 8 TEAC 3 Properties ... ol Staff File (Unistaff)
- Wl TEAC I35 MNew TRIM Record 5 ol Sub Folder
> Ml Test Fororer M User Sub Folder
» QU Favourite Searches M Resolve Folder

& InTray Mon Folder Types

The New Record entry form will pop up:

Ml New Sub Folder |

General

Title (Free Text Part)

Container i E15-407

# | <At Home>E15-407
Owner # [The University of Sydney]

# | <In Container>E15-407

@@@_E

Retertion Schedule

Enclosed?

| ok || conced || Hep |

w

Generally, just complete the Title (Free Text Part) field and click Ok. Most other fields are inherited directly from
the parent container —i.e. the Electronic Folder — and cannot be modified.

A different Retention Schedule can be applied to the Sub Folder. Sub Folders may need to be kept for different
lengths of time. Refer to the folder structure outlined by Records Management Services and your department.
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Creating a User Sub folder is performed in exactly the same way as above. The User Sub Folder is the third and
final level in the TRIM folder structure.

4.3 CREATING FOLDER STRUCTURES USING “COPY TREE” FEATURE

A New Electronic Folder complete with the sub folder structure can be generated by Copying an existing folder.
The structure is then Pasted on to the relevant Classification Node. (Generally RMS will have prescribed this
Classification to your team as part of Records Explorer training.)

RMS recommends that you follow these 3 steps upon first for the best experience:
4.3.1 SET UP STEP 1: ACTIVATE THE “POWER USER TREE”
In the Menu Bar, select TRIM User Settings > Activate Power User Tree View:

If when opening Records Explorer you are presented with the following view (i.e. No TRIM User Settings)

!g! Z » EFT » USYD_RM_UATUL »

& Clock, Language, and Region

i@? Ease of Access

®5 Hardware and Sound

‘E’ Network and Internet

[5l Programs

‘\’3 System and Security

82, User Accounts

£ Recycle Bin
<D EFT
&) All Offline Datasets
4 2 USYD_RM_UAT_UL

ls Browse Via Classifications
Documents Checked Out
.@. Due Tray
2 Due/In Tray
[ﬂ Favourite Classifications
E; Favourite Records
Q Favourite Searches
X InTray
lﬁ My Containers
Q\ Personal Searches
Efy Recent Documents
W Search Results
Q Shared Searches
= Tagged Records

L, Work Tray

-

mn

Organize TRIM Search Reset TRIM Search

Name

l& Browse Via Classifications
E Documents Checked Out
&, Due Tray

%, Due/In Tray

[ﬂ Favourite Classifications
Ei, Favourite Records

Q Favourite Searches

&y InTray

[ My Containers

C\ Personal Searches

EEJ Recent Documents

[ Search Results

O\ Shared Searches

% Tagged Records

.L Work Tray

|°_.-, Workflow Activities

To fix this simply click on Organize at the top of the page

Open Folder and search options
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Organize « Search TRIM Rese

Cut
Copy

Paste
Undo
Redo

Select all

[ Layout 3
Folder and search options

/% Delete
Rename
Remove properties

Properties

Close

Open the View Tab - Tick Always show menus — Click Apply & OK.

Folder Options u
General | View | Search

Folder views
You can apply the view (such as Detals or lcons) that
you are using for this folder to all folders of this type.

Apply to Folders Beset Folders

Advanced settings:

| Files and Folders
[T Mways show icons, never thumbnails
Always show menus
Display file icon on thumbnails
Display file size ifformation in folder tips
[”] Display the full path in the title bar [Classic theme only)
|, Hidden files and folders
() Dont show hidden files, folders, or dives
@
Hide empty drives in the Computer folder
Hide estensions for known file types
Hide protected operating system files (Recommended) =

Restore Defaults

[ ok J[ camcsl [ sov ]

»

m

This will show the top menu bar

In the Menu Bar, select TRIM User Settings > Activate Power User Tree View:

Z » EFT » USYD_RM_UAT UL »

- File

Edit View Tools Help Explorerfor TRIM

Organize v TRIM Search Reset TRIM Search Activate Power User Tree View

Show Record Numbers at start of Folder Titles
m Desktop

8 Downloads Hide Record Mumbers from Folder Titles

B Favorites Repeat Typed Title in Name

@ Links Reset User Settings

Press F5 to refresh the screen.

The menu should change showing more menu items than previously — in particular you need to see “Browse Via
Classifications” and “Favourite Classifications”.

If the menu does not refresh, try closing Records Explorer and re-opening.
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4.3.2 SET UP STEP 2: SAVE “FAVOURITE CLASSIFICATION”
In the left-hand pane, click on the Browse Via Classification menu option.

Navigate through the Classification Tree to the Classification used for your departments Folder Structure e.g.
Administration & Support — Property Management — Extension & Refurbishment

When you see the final tier of the Classification you need (in this example “Extension & Refurbishment”) Right
Click on it > Add to Favourites:

< EFT
- ) All Offline Datasets
4 2 USYD_RM_UAT_ 1
4 l& Browse Wia Classifications
4 FF ADMINISTRATION & SUPPORT

: [Eﬁ Community relations
» @ Finance administration
- B Information management
: [Eﬂ International relations
: [Eﬂ Legal matters
- [[ft Occupational health & safety (OH&S)

- T Personnel management

m

[l Project management
4 '& Property management
: Eﬂ Acquisition
; @ Construction
> Eﬂ Disposal
- [IB Emergency response management
[if Energy & water management
; Eﬂ Environmental strategies
» ﬂﬂ Extension & ref——"
> Eﬂ Farm managen

- B Maintenance | ' Add to Favourites
- [if Naming [z% Mew TRIM Record

Expand

The Classification will now show in Favourite Classifications as a shortcut

& Due Tray
& Due/ln Tray
[ Favourite Classifications
([ ADMINISTRATION & SUPPORT - Property management - Extension & refurbishment

& Favourite Locations

m

TIP: Left Click will reveal all Administrative Files and Electronic Folder that have been created under this
Classification — this may be a vast number of records and could take a long time to extract). Avoid left clicking on
the last tier of a classification if at all possible

4.3.3 SET UP STEP 3: SAVE AN EXISTING FOLDER INTO FAVOURITES TO ACT AS A TEMPLATE

Locate an Electronic Folder that has the Folder Structure required for your department’s files — Try your In Tray or
My Containers, or else conduct a TRIM Search. Right Click on the Folder > Add to Favourites.

If you wish to make a proper template folder rather than just copying an existing folder that is in use, this is
possible.
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You can create a template yourself using the copy tree feature. Otherwise, ask Records Online Helpdesk to create
one. They will send you the Record Number to allow you to search for the record. Supply the Record Number of
the template folder to any of your colleagues who do Folder Creation so that there is only one template in use.

4.3.4 CREATE A NEW FOLDER
Go to Favourite Records to see the Template Folder (as saved at step 4.3.3 above)
Right Click on the Folder > New TRIM Record > Copy Folder (s) and Sub Folders: [Record Number]

ECIB St James Campus L6 refurk™ S S
Show Properties and Data »

@i Place TRIM Links into your Clipboard

4  Add to Favourites

_r Remove from Favourite Records
Send Email via Outlook

@ Tag Selected Records
Manage my TRIM Queues
Clear my Thumbnail Cache

@l Project Control Centre 3
Cranta Mea: Do oo o x
[ [%  MNew TRIM Record(s) » | & Copy Folder(s) and sub Folders: E10-1426 ]

A confirmation message will appear, Click OK:

?‘l generalmessage @

The folder(s) and sub folderis) have been selected.
Mavigate to an Open Classification Node, higher level Folder or "My Containers’ to paste a copy

Go to Favourite Classifications.

Right Click on the saved Classification (as per step 4.3.1 above) > New TRIM Record > Paste Folders and Sub
Folders: [Record Number]

[Zf ADMINISTRATION & SUPPORT - Propgrhe mananamant - Fvtancinn & rafurhichment

-+ Remove from Favourites [ Fr 18- 1 -19

[ |:% Mew TRIM Record v | L] Paste Folders and Sub Folders: E10-1426 ]
Refresh Folder 2 Application Folder
7?7 Help.. S Candidature Folder
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A Paste Folder Structure dialogue box will pop up showing all Folders, Sub Folders, User Sub Folders and
Documents from the Template folder.

NB - By default, the Copy Tree feature selects all Folders, Sub Folders and User Subfolders for copying, but leaves
all documents unselected. If you wish to copy documents as well, either place a tick next to specific documents
that you require or to copy all documents click the “Select All Electronic Records option” at the bottom of screen.

Scroll to the top of the dialogue box to see the Folder Title. Right Click on it > Edit Title

?‘J Paste Folder Structure @
El m C13 5t James Campus L6 refurbish - relocate staff from 113 24351
= 01 Project initiation
Brief & Business Case
= Assessment
[} C13 Assessmert 20120614
Background Information & General Notes
= 02 Finance & payments
=] Budget
E& Staff News 30 March: update on the 2012 change plan
[T TRIMDB:US:
I:& <No Subject >
= Orders
C13 Ashfield order
C13 FAC order
€13 FAC -ve order
13 Workspace order
C13 L6 -ve var FAC
C13 L6 Ashfild order

[T 013 | 6 FAC order =
[ Select all Electronic Records

Copy Electronic Files along with the Record [ Create Copies ] [ Close ]

m

A small dialogue box Edit Title will pop up. Type the new Folder title over the top of the original folder’s title, Click
OK:

Edit Title ==

Mew Test Folder 2013

The Edit Title dialogue box will close and the Title of the record in the Paste Folder Structure screen will update.
Ensure that Copy Electronic Files along with the Record (at the bottom of the dialogue box) is selected.

Click Create Copies
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I U1 Propect inebeaton
/I3 Bref & Business Case
[VIED Assessment
) C13 Assessment 20120614
VB Background Information & General Notes
7B 02 Finance & payments
YIS Budget
B3 st
By TRimI
By tos
VIS Ordess
e [ o4 k!
i [4E
FE C13
FE c13
T ci3
ME c13

o o 0 I P,
Select all Electronic Records

[ /| Copy Electronic Files along with the Record ] [ [ Create Copies J ( jgﬂu

m

In the Folder Copy and Paste Interaction Methods, select Automatic.

?‘l Folder Copy and Paste Interaction Methods @

Interactive | See the HP TRIM property screen for each record being created

Cnly show the property screen for the top most record being created
Create the copied records with no user interaction or HP TRIM property scresns

Cancel

TIP: if you realised at this point that you had forgotten to change the Folder Title, you could select Partial and
modify the title in the Folder Properties screen. Never select Interactive as you will need to OK a multitude of

properties screens.

As the tool works, each Folder will have [Created] appended to the folder title in the Paste Folder Structure
screen (this is not in the actual folder title — it is just to show the progress of folder creation).

Scroll to the bottom of the Paste Folder Structure Screen.

Once the last Folder says “Created”, simply click Close to the Paste Folder Structure screen.

[Cr_eated]ﬁppmvals

The new Folder can be located in My Containers.
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5 NEW DOCUMENT CREATION

5.1 CREATING A NEW BLANK DOCUMENT

Locate the Folder / Sub Folder where you wish to save a new document.

Right Click > Create New Document > (Select appropriate document type)

i

Create New Document ... 3

Choose from File System Templates ...

Mew TRIM Record(s) v | @] Microsoft Word Document
E] Microsoft Excel Spreadsheet

Refresh Folder

B Microsoft PowerPoint Presentation

Attach MNew Actions

Help ...
About ...
Change Global Options ...

The New Record Document dialogue box will appear:

B new Document

=] = |

General | Extra Details | Update Security and Access Policy | Record Actions | Display and/or Modify Notes|

Ttle (Fres Text Par)

Extemal ID
Date Created
Author

Container

<enter title here>

24/07/2015 3:18:34 PM
Wenden, Angus (M)
E10-285

Enclosed?

<At Home>E10-285

Ci\Users\aweden\AppData\Local\ Temp\EFRM8x\zoycjxks. 3irautotemp.docx

[C] Dectare As Final After Saving

Enter a document title, following naming conventions outlined by your
department. This is mandatory

7

Write your surname in the Author field then select the blue folder look-
up, to pick your name from the list of users with the same surname. This
will appear in the drop down list for subsequent records that you create.

ool

The Container shows the Record Number of the folder you are placing
the document inside. This is mandatory but will auto-populate provided
you initiated the New Document creation by right clicking on or inside
the desired folder.

EEEEn]

kit Click OK.

Then you will receive the following message:

[ : il

Would you like to open this new document for editing now?

Select Yes to launch the blank document/template and begin editing.

If you select No and wish to work on the document later, it can be found in the appropriate folder or under
Recent Records.
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5.2 CREATING A NEW DOCUMENT USING A TEMPLATE

To create a document using one of your business units templates, right click > Create New Document > Choose
From Office Templates. In the Please Select a File screen, click on My Computer and navigate through your
network drives to the stored template.

To locate other Microsoft Office applications navigate through your C:Drive to the following path:

Please Select a File

Loak in: | 125 Microsoft Office v O |-
%y My Fecent Documents
=1 Desktop
‘Aﬁ (£} My Documents
My Recent g My Computer
Diocuments e 051C)
= |5) Documents and Settings
[ ) Al Users
Desktop I3 Start Menu
|5) Programs
: =]
J 2, DVD-RaM Drive [D:]
;‘g heolley an 'ICT Server (tango.ucc.usyd.edu.a

My Documents # 4RMS_share an ICT Server (tango.usc. usyd,

;“g ARMS_rms on 'ICT Server [tango.uce. uzyd. e
ég Ezescan on '129.78.67.58' (5]

g heolley on 'cadmium. mes. used. edu. austim’ [T
by Camputer \3 My Netwark Places

File name: | hd | [ Open l

y Metwork Files of type: | v| [ Cancel ]

5.3 DRAG AND DROP DOCUMENT SAVING

5.3.1 DRAG AND DROP MULTIPLE DOCUMENTS

Open your network drive in a new window. Locate the required documents and highlight them using the Shift or
Ctrl keys (for further instructions see Section 2.4).

Click on the highlighted area, hold down the left mouse button and drag the documents over to the relevant
folder in Records Explorer. Release the mouse button.

When you release the mouse the following screen will appear:

-
@ Drag and Drop Option: u
.

[] Create HP RM TR5 Reference in Source File Folder Save

Carry forward Record Type, Container, User Fields and Various TRIM Fields Cancel
[ Attempt to store ll files after first one without user interaction |
[ Delete Original Files after Saving to HP RM l
[7] Resequence Titles after Save is Completed

Default Record Type will be v
5files located in the directory Extensions Found
Tt THT -
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NB - If the Default Record Type will be box is not present please contact Records Online Helpdesk so they can

talk you through adding this.

Click in the check boxes to select the desired functions. The Drag and Drop Options are defined in the following

table:

Records Explorer Manual

Option

Description

Create HP TRIM TR5
Reference in Source File
Folder

Saves the document to Records Explorer, and leaves a link to the
document in the source directory.

Carry forward Record Type,
Container, User Fields and
Various TRIM Fields

Useful for dragging multiple documents. The Record Type,
Container and some other generic fields for the documents in
that drag and drop will be copied over. Always leave this option
checked.

Attempt to store all files
after first one without user
interaction

Again, when dragging multiple documents, only one New Record
Document form will need to be completed, the others will be
uploaded automatically. This feature works in conjunction with
the option above.

Delete Original Files after
saving to HP TRIM

Original documents from your network drives will be
automatically deleted after saving them to Records Explorer.

Re-sequence Titles after
Save

When doing a bulk drag and drop of documents, a description
can be added to all titles — e.g. if you have 10 photos of the Main
Quad that are named IMG0001 though IMG0010, you could
append “Main Quad Photos 2011010” to all ten photos. You can
also completely replace the original title if desired.

A numbering pattern can also be allocated by the Title Sequencer
such as “1 of 10, 2 of 10.... 10 of 10” to represent this
relationship.

After the documents are saved an additional dialogue box will
appear:
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| Title Sequencer | £ |

Sort Order |Date Registered j % Ascending ( Decending
TitleDisplay & TypedTifles (" Full Titles

Current Titles

test
uu
¥y

Replacement Titles
0001 -test

0002 - uu

0003 -yy

Optional Replacement Title for all kems Retain Onginal Tile [~ At Start [~ 4t End

Leading Number Padding D000

TitleFormatseg. 0001-Title ¢ 1of10-Title ¢ Title-0001 ¢ Title-1of 10 ¢ Blank

Close | Apply |

X v |

Select from the Title Formats at the bottom how you would like
the numbers to display. Select Apply.

Click Yes to the following warning:

EFT Title Sequencer (==

Warning. This operation will update the titles of all selected records. Do you wish
to apply the change?

Click Save. A New Record Document form will appear as per Section 5.1.

The Title is inherited from the title in your network drive, it can be edited within this screen if desired; the
Container populated with the record number of the folder that you dragged the document into.

A second dialogue box will also be present in the top of the screen called Progress of Bulk Storage Operation.
This will show the progress of the documents being saved. It will disappear when all of the documents have been
catalogued.

|) Progress of bulk storage operation. = 2

l Storing item 1 of 4 |

C:\Users'aweden\Desktopimonday test doc.doc:

Quit Processing
.

Click OK.

5.3.2 DRAG AND DROP A SINGLE DOCUMENT

Records Management Services, August 2015 30



5.4

5.5

5.6
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[ Bulk Email Storage Options ‘il
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For a single document, highlight the required document and drag and drop to the relevant Records Explorer
folder.

The Drag and Drop Options dialogue box will pop-up. All of the drag and drop options except “Attempt to store
all...” will have the same affect for a single document as a multiple document drag and drop. Click Save.

A New Record Document form will appear. Alter the title, author etc if desired. Click OK.

“DIRECT SAVE AS”

It is possible in the HP TRIM 7 release of Records Explorer to save a MS Office or Adobe document directly to
Records Explorer in the normal Windows Explorer way.

However, please ensure that the folder that you wish to save the document into is available under Tagged
Records, Favourite Records or In Tray as you will not be able to conduct a search once in the “Save As” process.

With the document open, select Save As > Word Document (for example)> My Computer > Records Explorer >
USYD_TRIM_Production and then navigate through to the required folder. Click Open.

Upon saving the New Record entry form will display. Complete the title and save. The document will remain
checked out for editing until it is has been closed.

SAVING OUTLOOK ITEMS

Outlook items can be saved using drag and drop, as per a document from your network drive. They can also be
dragged over in bulk by highlighting all relevant emails and dragging into Records Explorer.

The Bulk Email Storage Options box will pop-up:

iCaniiciandtesetaciiecu e Always leave Carry forward the selected Record Type checked.

I Carry forward metadata where appropriate

Check Only show data entry screen for first item stored so that a New

™ Only show data entry screen for first item stored

Record Form will display for one item only; all subsequent items will be
M stored without need of your interaction.

Z

If dragging a large portion of emails over at once, the screen may freeze while this is in progress. There is no
“Progress of bulk email storage operation” dialogue box as there is when dragging documents from the network
folders. Progress can be monitored by the appending of the words “TRIMDB:US” in front of the email subject line
as the email is successfully catalogued. RMS recommends limiting the number of emails being dragged over in a
single drag and drop to a maximum of 50 at a time. You will be able to distinguish catalogued emails from
uncatalogued emails by “TRIMDB:US” appearing in front of the email subject line.

SAVING EMAIL ATTACHMENTS ONLY

5.6.1 DIRECT DRAG AND DROP
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In the HP TRIM 7 version of Records Explorer direct drag and drop of email attachments has been enabled.

Highlight the attachments and drag them to the appropriate folder in Records Explorer. Let go of the mouse
button. The Drag and Drop options will pop up the same as if you had dragged these documents from the
network drive (See Section 5.2). If you have dragged multiple documents over then, use the “Attempt to store all
after the first one without user interaction” button. Click Save. The bulk progress bar will display while the
attachments are being logged to TRIM.

5.6.2 SAVING AN OPEN ATTACHMENT (MS OFFICE AND ADOBE DOCUMENTS ONLY)

If the attachment is open and is a MS office or Adobe document, then select Save As > My Computer > Records
Explorer and navigate through to the correct folder. (As per Section 5.4)

5.6.3 TRIM OUTLOOK EMAIL PLUG-IN

With Drag and Drop enabled this tool is not particularly necessary — however, if you have a simple folder structure
you may wish to map your outlook folders to matching Records Explorer folders if the bulk of your documentation
is in email format.

In your Outlook you will see the ‘HP Records Manager’ tab on your tool bar:

HOME SEND / RECEIVE FOLDER VIEW HP Records Manager

FZ Import configuration &, Open Offline Records p l[l
I Settings B, Find »> =2 Create link
Catalogueall _ Catalogue
linked folders & Cpen dataset =k Manage
Tools Message Attachments Current folder: Inbox

Take note of the Record Number for the folder you wish to map to. (Note: you can title your outlook folder as you
wish. In this case, ‘test’ has been used for demonstration purposes.)

Highlight the folder in your Outlook Inbox.

Select the Create Link button

[V Sl = i test - angus.wenden@sydney.edu.au - Uutlook
h HOME SEMD / RECEIVE FOLDER VIEW HP Records Manager
FZ Import configuration | &) Open Offline Records l[l
5 Settings B, Find s Create link
Catalogueall _
linked folders S Open dataset ‘& Manage
Tools Message Attachments Current folder: test
<
4 Favarites Search test (Ctrl=E) R | Current Folder ~
Inbax 237 All Unread ByDate ~  Newest b
Sent Items ‘We didn't find anything to show here,

Deleted Iterns 502

4 angus.wenden@sydney.edu.au

4 Inbox 237

catalogue testing 1

[ = )

A TRIM Folder Properties dialogue box will pop up:
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HP Records Manager folder properties @

Outlook folder
test

Select (with the blue folder icon) or type in

HP Records Manager Dataset:

USYD_RM_UAT_UT Document

Record Type:

Document Type the TRIM Record Number in the
e =l Container field.

| Display data entry form when cataloguing messages

Delete messages when catalogued in HP Records Manager

0K | [ Cancel | [ Help

It is recommended that you leave Display data entry form when cataloguing messages ticked. (Occasionally if
Outlook does not close properly the HP Records Manager add-in will disappear and needs to be reinstated from
the Disabled Items. You will know that this has happened immediately if you drag an email into a mapped folder
and the New Record dialogue box does not pop up.)

Click OK.

You can now drag emails into that Outlook folder and they will be catalogued into TRIM. The word TRIM will be
added as a prefix to the Email subject line as a further indication that the document has been saved.

5.6.4 CALENDAR ITEMS

Presently Records Explorer cannot support calendar items that are dragged directly from Outlook. If you wish to
save these document types please save them to your network drive/desktop in iCalendar Format (.ics extension)

Then save it into Records Explorer using Drag and Drop as you would any other document stored in your network
drive. This will allow you to open the document and launch it into its original format to see all the contextual
information such as attendees.
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6 NAVIGATION

6.1 TAGGED RECORDS

Tagging records allows you to group together records that may not otherwise be related. Tagged Records lists are
personal and can only be viewed by you.

Run a search for folders or documents that you would like to tag, or perform this task after creating of a new
record.

6.1.1 “TAGGED RECORDS MANAGEMENT AND SELECTION” DIALOGUE BOX

Select the records that you want to tag from the search results. (To highlight multiple records follow the
instructions in Section 2.4.)

Right Click on the text block and select Tag Selected Records

E"‘_] test document [v1] Yes DOC2015/1068011...
1] test documnant 1121 DOC2015/1068011...
Advanced ... 3
Show Properties and Data J

Place TRIM Links into your Clipboard

View Document
Add to Favourites
Tag Selected Records

oy BB

The Tagged Records Management and Selection dialogue box will pop up:

w Tagged Records Management and Selectio &
My Record Tags
B
Procedures to be updated
RMS TRIM Install List (TRIM and Outlook Add In)
TRIM Installed

TRIM Native Outlook Add In users

F] b Close

New Tag Name

Create

This will be blank when you first start using Records Explorer. (See Section 6.1.2 for creating a new tag. See
Section 6.1.3 for how to select an existing tag.)

As your tag list become long, or if the tag names are lengthy, the scroll bars will allow you to see the full list/tag
name.

Records Management Services, August 2015 34



6.2

6.3

Records Explorer Manual

6.1.2 CREATING A NEW TAG

To create a new tag, type the name under New Tag Name in the bottom of the Tagged Records Management and
Selection dialogue box and click Create. The tag will then be added to the My Record Tags list.

To use the tag, highlight it and click Use this one.

The new tag will now appear under the Tagged Records menu item.

6.1.3 SELECTING AN EXISTING TAG

Once a tag has been created you can simply drag new documents or folders over the tag and drop.

You will receive a dialogue box to confirm that you wish to tag the records. Then a confirmation that the record
has in fact been tagged.

You can also right click on the record you wish to tag > Tag Selected Records and select the relevant tag from your
My Record Tags list. Click Use this one.

RETRIEVING THE RECORDS THAT HAVE BEEN TAGGED
Expand the Tagged Records option in the left pane list.
Double click on the tag name to open up a list of all of the tagged records in that tag.
= Tagged Records
;& All Trimn Users
& Procedures to be updated
4§ RMBS TRIM Install List (TRIM and Outlook Ad

& TRIMInstalled
f TRIM Native Outlook Add In users

Tagged Records, or individual tags can be dragged to the desktop as a shortcut if desired.
MODIFYING A TAG
Tags can be deleted, but cannot be renamed. Deleting a tag does not affect the records within, they still exist.

To delete a tag, right click on the relevant tag and select Manage my Tag Groups:

> = Tagged Records

- 4, Work Tray Expand
: .‘_.0. Workflow Activities ¢ Add to Favourites
USYD_TRIM_Production Manage my TRIM Queues

i oo

USYD_TRIM_UAT T2

docs Manage my Tag Groups
Highlight the required tag and select Delete.
If you wished to change the name of the tag and retain all the tagged records, first create the new tag name.

Open the existing tag, highlight all the records, left mouse click on the records and drag them to the new tag.

Then, delete the old tag.
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6.4 IN TRAY

The In Tray is located in the menu options and is populated with folders that have been assigned to you. Double
click on the In Tray to view its contents:

X, InTray
Il 2010 Animal Ethics Committee (AEC) Meetir
B ADMIMISTRATION & SUPPORT - Informatio
B TEACHING 8 RESEARCH - Collection manac
Bl TEACHIMG 8 RESEARCH - Collection manac
B TEACHIMG 8 RESEARCH - Teaching - Profes
W test box1
W test box2

The In Tray will hold folders and paper files that have you as the “assignee”. This form of navigation is not used by

most business units as most matters have multiple people contributing to the record keeping. You may not have
any records in your In Tray, this is normal.

Assignee is only set against a top level Electronic Folder. Sub Folders and Documents are considered to be
“Contained in” the top level folder.

6.5 CHANGE ASSIGNEE
6.5.1 CHANGE ASSIGNEE FOR A SINGLE FOLDER

If a project has been reassigned to another officer, the Assignee can be changed by navigating to the appropriate
Electronic Folder and Right Click > Show Properties and Data > Record Properties

W TEACHING & RESEARCH - Cellection management - Loar Show Properties and Data »| X InTRIM Desktop
i i i In Search Screen
@i Place TRIM Links into your Clipboard

In Profile Screen

o Addto Favourites 3 Record Properties
¥ Remove from Favourite Records

Select the blue look-up folder to the right of the Assignee field:

-

B8 Properties 2009/4608 | e
Related Records | Record Actions | Contacts
Attached Thesaurus Terms | Record Jurisdictions | Additional
General Extra Details | Update Security and Access Policy
Classification TEACHING & RESEARCH - Collection
management - Loans program administration -
Incoming Loans M

Title {Free Text Part)  Macleay Museum - MMI2007/2. Internal: Rational
order: carl von linne (1707 - 1778) - The University of

Sydney - Fisher Library (Rare Books) %
Assignes Wenden, Angus (Mr) N I-

The Select From Locations dialogue box will pop up with the current Assignee listed. Simply begin typing the
surname of the new Assignee. The Prefix Search — Name dialogue box will appear. Hit Enter / click OK.
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& Select from Locations - favorite - Record Assignee

== |

Locations

Q'- Mame

Prefix Search - Name | 23 |

‘

Records

Prefix is out of range. Try to reselect?

&l
&
&
&l
&l
=

m

A list of all people with surnames beginning with those letters will appear. Select the appropriate person from the

list. Click OK.

&% Select from Locations - name:Records* - Record Assignee - 13 Locations found

=R <

Locations

% Name

[#] Records Explorer Users
[£% Records Management Services
@ Records Management Services (Cumberland)

This will return you to the Properties screen. Click OK.

»

m

The Assignee is now changed. The folder will now appear in the In Tray of the new Assignee and will no longer be
in the In Tray of the previous Assignee. The folder is still searchable and accessible by all relevant parties.

6.5.2 CHANGE ASSIGNEE FOR MULTIPLE FOLDERS

To change the Assignee for a large number of folders, navigate to the appropriate folders via a search, a tag, your
own In Tray etc. Highlight all of the relevant folders by following the instructions in Section 2.4. Right Click > Show

Properties and Data > Show in Search Screen:

=

MName Checked Qut Finalised MNumber
Il 2010 Animal Ethics Committee (AEC) Meeting Minutes and Agen... E10-285
Wl TEACHING & RESEARCH - Collection management - Loans progr... 2009/4607
Wl TEACHING 8 RESEARCH - Collectiq Show Properties and Data b | X InTRIM Desktop

@l Place TRIM Links into your Clipboard

In Search Screen

4 Addto Favourites
-+ Remove from Favourite Records
Send Email via Outlook

The Select From Records dialogue box will pop-up listing the selected folders. Right Click > Tag All:
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Records

v @i £ Container

W 2009/4608

¥ Il E10-285

£ Record Mum...

Title

Tag All

W TEAL

Wz Untegal
Invert all tags
Copy
New 3
Search 3

Mavigation 3
Contained Records

Edit

Check Out

\anagement - Loans program administration - Inco

anagement - Loans program administration - Incor

eeting Minutes and Agendas

A tick will appear next to all of the Folders. Right Click > Locations > Assignee

@ All Tagged Rows

() Currently Highlighted Row Only

Title

Ml 2010 Animal Ethics Committee (AEC) Meeting Minutes and Agendas

|| TEACHING & RESEARCH -

Collection management - Loans pregram administration - Incol

Wl TEACHING & RESEARCH - Collection management - Loans program administration - Incor

allartinn mananement - | oans program admin
Container

Series

Assignee

m

istration - Incoming Loans - Macleay Museum -

707 - 1778) - The University of Sydney - Fisher Library (Rare Books)

v i E2 Container E2 Record Num...
S| Il E10-285
v ma ETTVVIT
v ol Tag All

Untag all

Invert all tags

Copy

New 3

Search 3

Navigation 2

Contained Records

Edit

Check Out
L Checkhn
Record Numb Supercopy
Disposition S
Date of Dispo: RS '
Title Security and Audit 4
Date Created Requests 3
Assignee Workflow 4
AR :Propel Communications 3

Home

|¥] Always Show This Dialog

I

Cancel ] [

Help ]

Ensure that All Tagged Rows

Click OK.

is selected.

In the Set Assignee — All Tagged Rows dialogue box
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=i Set Assignee - All tagged Records | 5=
Detals
® Set to Location
Due for Return By
() Set to Home
<Tagged
© Set to Earliest Requester
© Set as Missing
<Enter an update comment for the audit log>
[ ok ][ cancad |[ hHep ]

Select the blue look-up folder to the right of the Set to Location field

The Select From Locations dialogue box will appear. Begin typing the surname of the new Assignee (see Section
6.7.1 for detail). Click OK.

Select the correct user from the resulting list and Click OK.

5§ Set Assignee - All tagged Records =]

Details

@ Set to Location

Wenden, Angus (Mr) []=]
Due for Return By

In the Set Assignee dialogue box, click OK.

Select Yes To All

-

Set Assignee - All tagged Records | P |
E10-285 ves |
2010 Animal Ethics Committee (AEC) Meeting Minutes and Agendas
Yes To Al
Set the Assignee of Record 'E10-285" to "Wenden, Angus (Mr)'? - Mo
—

When the Set Assignee dialogue box disappears your list of folders will be displayed and the Assignee will reflect
the changes:
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-
2 Select from Records - 3474036,2495437 2495438 - 3 Records found = | & 2

Records

v @i £ Container £2 Record Num... Title -
¥l Il E10-285 Il 2010 Animal Ethics Committee (AEC) Meeting Minutes and Agendas

Vv i wll 2009/4607 Wl TEACHING 8 RESEARCH - Collection t - Loans progi Iministration - Incor
Vv i W 2009/4608 Wl TEACHING & RESEARCH - Collection management - Loans program administration - Incor |
< [T | v
Record Number | W 2009/4607 -~
Disposition By Active

Date of Disposal

Title Wl TEACHING & RESEARCH - Collection management - Loans program administration - Incoming Loans - Macleay Museum -

MMI2007/1. Exhibition: Rational order: carl von linne (1707 - 1778) - The University of Sydney - Fisher Library (Rare Books)

5 . orrehrya-rerehr2065

Assignee [&] Angus Wenden since Friday, 24 July 2015 at 10:01 AM ]
“TatestPart W 200979607

Date Registered | Monday, 23 March 2009

Close the dialogue box and return to Records Explorer, which will still be open in your task bar.

The folders will now be reassigned and will now appear in the In Tray of the new assignee.

7 EDITING DOCUMENTS

7.1 PROFILE SCREEN

Double clicking on a document opens up the Profile Screen. Select what you want to do with the document:

@ test document [v2] DOC2015/1068011... Document 24/07/2015 3:17:33 AM
= oo e a]
l% \ﬁew”i:' En:lit] Details]Propﬁ'ﬁas”i,il’e:kir ” é Finalise” Close ] ﬁﬁﬁﬁ ... Drop down to see all versions .. -

[ Save Changed Title | test documert

Field Value =
» In HP Records Manager Store, Microsoft Word Document, 11.0 I-(Et

Record Number DOC2015/1068011[v2]

Title {Free Text Part) test document

Extemal ID
Date Created 24 Jul 2015 09:17
Container 2015/3344 (ADMINISTRATION & SUPPORT - Information manage
Enclosed? True -
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Option Description
View Opens a Read-Only copy.
Edit Opens a copy that can be altered. Upon saving and closing the document it will be

checked back into Records Explorer as a new revision (see Section 6.4).

Details Select to view the metadata of the document (i.e. the Title, Retention Schedule,
Assignee etc)

Properties Select to see an editable version of the metadata

Checkin This option will only be available if the document you have selected is currently
checked out to you.

Finalise Locks the document so that it becomes Read-Only and can no longer be opened for
editing by users. If at a later date a revision needs to be made you can create a new
version (see Section 6.3) and make changes to that document, which will be related
to the first document as [v1] and [v2] etc.

Update Allows you to make changes to the document title. Enter the changes to the title and
Typed Title | then click the Update Typed Title button.

RIGHT CLICK

Rather than double clicking and using the Profile Screen you can also Right Click on a document and select:
> Advanced > Check Out and Edit

> View Document

> Show in Context (you can then Right Click > Electronic > Final)

> Edit Properties (Click the revisions tab to see previous revisions of the document)

CHECKING OUT A DOCUMENT FOR EDITING

To edit a document you must “check it out” of Records Explorer. When you check it out it will be saved into your
My Documents under a folder called “Offline Records” with the same red and blue X that characterises Records
Explorer. Upon saving the edited document it will be checked back into Records Explorer as a new revision under
the same name, record number etc.

To check out a document double click on the document name. The Profile Screen will appear:

Records Management Services, August 2015 41



Records Explorer Manual

@] test document [v2] DOC2015/1068011... Document 24/07/20159:17:33 AM
& Record: DOC2015/1068011[v2] - test document [ =l
T 4 A |
[% V\esl‘”iy Eﬂlt”F Detalls][Peremes] A Checkin ﬁ aﬁ ... Drop down to see all versions ... -
[  SoveChangedTite | test document
Field Walue

In HP Records Manager Store, Microsoft Word Document, 11.0 KB

[om | »

Record Number DOC2015/1068011[v2]

Title {Free Text Part) test document

Edemal ID

Date Created 24 Jul 2015 09:17

Cortainer 2015/3344 {(ADMINISTRATION & SUPPORT - Information manage
Enclosed? True -

< i | F

Select the Edit option. The document will launch in its native application. See Section 2.7 if this does not happen
automatically.

Edit the document and click Save as normal. Then close the document. The document is now checked in. There

can be some delay between closing a document and Records Explorer recognising that the document is checked
back in. Before you close your Records Explorer session open the My Checked Out Documents menu item. This
should be empty. If not, double click on the document and select the Checkin option from the Profile Screen.

You can hit CTRL+S or Save in Word (etc) as many times as you like whilst you are working on the document, a
new revision will only be created in Records Explorer once you have closed the document at the end/checked it
back in.

When opening Records Explorer for the first time each day you will receive a message if there are any documents
Checked Out to you. You will not receive any message if there are no documents Checked Out.

7.4 MOVING DOCUMENTS

If you have placed a document in the wrong folder you can move it to another folder by drag and drop.

First locate the new folder. Ensure that you can see one folder in the right hand pane and one in the left — use
favourites or tags to group ensure they display adequately. Open the folder that currently contains the document

Drag and drop the document onto the correct folder:

Select Move these Record to the Container

[ Move these Records to the Container ]
(Moves the selected records from one container to another)

[ Alternatively Relate these Records to the Container ]

(Place a reference to these records into the selected container)
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You will receive a confirmation that the move was successful. Click OK.

If you ever receive this screen in error — by dragging and dropping accidently — simply click Quit to close the
dialogue box without taking any action.

ALTERNATIVELY RELATING A DOCUMENT TO A DIFFERENT FOLDER

It is possible for a single document to be displayed in two or more folders if needed. In TRIM this is referred to as
an “Alternative Relationship” or “Alternatively Contained Within”. This is similar to creating a shortcut.

To effect this, simply drag and drop the document from its original place to whichever folder it needs to be
displayed in as well. When the Drag Drop Options dialogue box pop-up select Alternatively Relate These Records
to the Container.

l Move these Records to the Container ‘

(Moves the selected records from one container to another)

Flace a reference to these records into the selected container)

[ [ Alternatively Relate these Records to the Container l
(

You will receive a confirmation that the relationship was successfully established. The document will now be
displayed in both folders. Any modifications made to the document will be reflected in both spots — this is one
document, the alternative relationship is much like a shortcut.

CREATING A NEW VERSION OF A DOCUMENT

If you need to make a new version of a document to distinguish it from its present state, locate the document
that you wish to create a new version of. Right Click on the Document name, select Advanced > Create New

Version
MName Checked Out Finalised
4] test d :
Sl — »| & CheckOutand Ecit
Create New Version
Show Properties and Data 3
Copy Record
@l Place TRIM Links into your Clipboard Mavigate to Container
B View Document Send Email via Outlook
# Add to Favourites Imaging and Exporting ...
& Tag Selected Records Show EXIF and Geo Spatial data ...
& Project Control Centre » | [E Manage my TRIM Queues
Clear my Thumbnail Cache
Create New Document ... 3
|% MNew TRIM Record »

#  Attach Mew Actions

7 Help ...
@ About ...

Change Global Options ...

53 Properties ...

The following dialogue box will appear. The greyed out fields will be inherited automatically, you can customise
what other aspects of the original record you want the new version to inherit. Records Management Services
recommends that you do not change any of the defaults:
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Details

Select properties to copy

[¥] Security profile Assignee
[¥] Access Control Owner
[¥] Disposition Home
[¥] attached Thesaurus Terms Container

[zla)

[¥] Attached Classification
[¥] Refationships

Notes

[Wiattached Actions

[¥] additional Fields
Contacts

Electronic document
Retention Schedule
Date fields

Select all

Murnber of copies
1

[[]use the following document to start off the new varsion:

Cancd | [ Heb |

Records Explorer Manual

If you have already begun drafting the New Version of the document and it is saved in your network drives tick
the Use the following document to start off the new version check box at the bottom, the field below it will then
become active and the document icon at the far right can be clicked to start a Browse.

Create New Version - DOC2015/1068011

Details

Select properties to copy

Security profile Assignee
[#] Access Control Owner
[¥] Dispasition Home
[#] Attached Thesaurus Terms Container

[zla]

Attached Classification
Relationships

Notes

[¥] Attached Actions
Additional Fields
Contacts

Electronic document
Retention Schedule
Date fields

Select all

Humber of copies
1

Use the following document to start off the new version:

[ oK ] [ Cancel I l Help

Organize * MNew folder

W Favorites ‘

Ml Desktop
7 Libraries
@ Documents
J’ Music
[E5] Pictures
B videos
A Angus Wenden
1% Computer
&, os(c)
. _install
I. Apps
| dell

|\ Drivers

File name: test

=)

<« 0 (I EE
G

#~ 0 @

; ROL checking in error
i‘ ROL Searching Methods 22072015
ROL UAT Errors AW
ROL UAT Staff User script
ROL UAT Test Script
T Stabex test

I_luu

8w

| Student Files test creation

Teprelient - Shortcut

M) test profiles

. test scan cover sheet
e |

TRIM QUTLOOK ADD-IN RM&

| TRIMtrainUsers

Using HP Records Manager DataPort

- |4 |

- [Anfiles ¢

Cancel

Com T |

Locate the document in your drives and click Open. Then click OK in the original dialogue box.

If you do not have a working draft, skip the above step and simply click OK. The New Version will be a direct copy

of the original until you open it and make changes.

The two versions will have [v1] and [v2] appended to the title. They will also have the same record number but
with [v1] and [v2] appended to the Record Number.
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Mame * Checked Out Mumber
|&] test docurnent [v1] DOC2015/1068011...
@_] test document [vi] DOC2015/1068011...

It is best practice to then Finalise the original document so that it can no longer be edited. Double Click on the
document with [v1] appended to the title. Select Finalise from the Profile Screen.

If the new version of the document needs to be placed into a different folder, move the document as in Section

7.3

VIEWING PREVIOUS REVISIONS OF A DOCUMENT

Each time a document is checked out, changes are made and the document is checked back in, Records Explorer
saves a new revision and keeps the old copy in the background. To access the previous Revisions, right click on the

document > Show Properties and Data > Show Revisions.

) test d
|M Advanced ... 3 }
Show Properties and Data v | X InTRIM Desktop
= . In Search Screen
@l Place TRIM Links into your Clipboard
In Profile Screen
B View Document i3 Record Properties
& Add to Favourites
@  TagSelected Records & Edit Dates
Show Revisions
& Project Control Centre » =
Show Renditions
Create Mew Document ... 3 Show History
| New TRIM Record » Edit Notes
A Attach Mew Actions Change Assignee
7 Help.. Extract File
&l | About ... 5 Set Security
Change Global Options ... HEanrenel FdiE
13 Properties ...

If there are revisions the “Select from Revisions” dialogue box will show. NB — If after 5 seconds no screen has
popped up it is safe to assume that the document has never been modified (since being in TRIM) and that

therefore no revisions exist.

You can then select from the list of revisions.

(B s e =)
I Revisions
Extension Revision Number B Source Date Modified -
Offline Records on 'ARMS-A14-12-0...
M= doc Copy 1 Ch\Users\aweden'\Desktop\test.docx  20/04/2015 at 1
Extract
~ Print Document -
= preserve Revision L C
Source ds on 'ARMS-A14-12-02.mcs.usyd.edu.au’ =
— Delete Revision
Date v Properties 15 at 9:19 AM
Size 1,260
Document Type | Micrasoft Ward Document
Preserve X No dl
+« + Properties / Preview

1. Right Click > View (to see the document)
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2. Right Click > Extract (to save a copy to your local drives).
3. Right Click > Print Document.

If the document opens in the TRIM Document Viewer rather than its native format (e.g. Microsoft Word,
Microsoft Excel etc) click File > Launch and it will launch into the native format. (See Section 2.7 for further details
about the TRIM Document Viewer)

7.8 VIEWING THE AUDIT LOG

Each time a person makes a modification on a folder or document this activity is recorded in the Active Audit
Events against their unikey login.

Locate the document/folder. Right Click > Show Properties and Data > Show History

Show Properties and Data » | X InTRIM Desktop

. i . i In Search Screen
& Place TRIM Links into your Clipboard
In Profile Screen

Send Email via Qutlock 3 Record Properties
#2 Request Record ...

Edit Dat
Mavigate to Container @ ates

Show Revisions
&  Tag Selected Records
Show Renditions

Manage my TRIM Queues
Show History

Clear my Thumbnail Cache

Edit Notes
&l Project Control Centre » ANl Enes
Create New Document ... 3 Extract File
|z%  Mew TRIM Record(s) »| 5 Set Security

Additional Fields
Refresh Folder

Select/tag the folder or document you wish to view the active audit events for. Right Click > Security and Audit >
Active Audit Events
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5 Select from Records - 14089195 - 1 Record foul gm
Recards
v @i B9 Container E3 Record Num... Title -
- _- 2015/3344 [ | ADMINIST Rt g n management - Data administration - test

Tag All

Untag all

Invert all tags

Copy

New 3

Search 3

Navigation 3

Details »

Security and Audit 3 Security/Access

Locations 3 View Rights

Reguests 4 Active Audit Events -
A\l 1 Workflow '
Record Mumber | Wl 2015/3344 Cemmunications 3 =
Disposition By Active Electronic 3
Date of Disposal Archiving » =
Title Wl ADMINISTRATION & SUPPORT - Information m Administrative Tools y - test
Date Created Wednesday, & July 2015 at12:32 PM Send To 5 B
Aszignes & Angus Wenden since Thursday, 9 July 2015 at 3:2 R B f N
| atest Part . 7015/3344 smevetrom e
4 ¢ “Properties / Notes » Preview ;. Previous Properties

[ oK ] [ Cancel ] [ Search l [ Help ]

The Active Audit Events will then display with the activity performed listed under Event, the unikey of the person
who performed the activity under Login, plus the Event Date of the activity and some further context listed under
the Event Details:

S—
R =cicct rom Nt e /3344 - 14 Historical Events fou o o

Records
+ Record Event £ For Record Updated By (Login Us... Event Date &) Event Details &
Assignee Changed 2015/3344 SHARED\ 9/07/2015 at 3:54 PM
Last Action Date Chan... 2015/3344 SHARED\ 9/07/2015 at 3:54 PM
Last Action Date Chan... 2015/3344 9/07/2015 at 3:48 PM
Assignee Changed 2015/3344 9/07/2015 at 3:48 PM
Last Action Date Chan... 2015/3344 9/07/2015 at 3:44 PM
Assignee Changed 2015/3344 9/07/2015 at 3:44 PM
Acsignee Changed 2015/3344 9/07/2015 at 3:44 PM
Last Action Date Chan... 2015/3344 9/07/2015 at 3:44 PM
Last Action Date Chan... 2015/3344 9/07/2015 at 3:42 PM
Assignee Changed 2015/3344 9/07/2015 at 3:42 PM
Assignee Changed 2015/3344 9/07/2015 at 3:42 PM
Last Action Date Chan... 2015/3344 9/07/2015 at 3:42 PM
Assignee Changed 2015/3344 9/07/2015 at 3:40 PM
| Last Action Date Chan... 2015/3344 9#’07{’2015 at 3:40 PM
] n
Event Assignee Changed -
For Object Uri 2015/3344 (14089195)
Updated By 5] Angus Wenden
Event Date Thursday, 9 July 2015 at 3:54 PM
Event Details @1 Assignes Changed - Wenden, Angus (Mr) (Thursday, 3 July 2015 at 3:54:32 PM) - done by 'SHARED\aweden' on 9/07/2015 at
3:54 PM
Security Violation | None
0K ] [ Cancel I [ Search ] [ Help

7.9 ATTACHING A RECORDS EXPLORER DOCUMENT TO AN OUTLOOK ITEM
This function is only supported for Outlook at the present time, not for other email clients such as Entourage
Locate the document in Records Explorer.

Right click on the document name > Advanced > Send Email via Outlook
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=
o]
fa l] =
Advanced ... »| & Check Out and Edit
Create Mew Version
Show Properties and Data »
E2  Copy Record
@&l Place TRIM Links into your Clipboard Navigate to Container
B View Document Send Email via Outlock
& Add to Favourites Imaging and Experting ...
@ Tag Selected Records Show EXIF and Geo Spatial data ...
Project Control Centre y | B Manage my TRIM Queues
Clear my Thumbnail Cache
Create New Document ... 3
|z  MNew TRIM Record »
4  Attach New Actions
7?7 Help ..
@ About..
Change Global Options ...
[i= Properties ...

The following dialogue box will appear:

w Outlook Message Type Selection ﬁ

Outlook Message Type

Attach Records as HP RM References (.tr5)
(@ Creat Email
v resieanew Emal [] Attach Records as Electronic Documents

() Create a new Appointment [] Attach Record Renditions as Electronic Documents

() Create a new Task

oK | [ Cancel |

Select the Mail Item Type you desire — Email, Appointment or Task — on the left.

On the right are three options for the attachment format:

Option Description

Attach As TRIM References | Provides the recipient with a link to the document in TRIM
Desktop. The recipient will only be able to open the document if
they are a registered user with Records Management Services
and they have sufficient access rights to view your documents.

Sending a link to a colleague allows them to check the document
out and edit it, check it back in and all the work automatically
captured into TRIM.

Attach As Real Electronic Provides the recipient with a normal attachment in its native
Document application (e.g Excel or Word). This provides no security
measure on who can open the document. If the person makes
any revisions to the document they will not be captured into
TRIM unless this is conducted manually.

Use Both Methods This can provide the recipient with a link to the document in
TRIM if editing is required, it can also provide them with a native
copy of the document if they need to send it on to a third party
or do not wish to make any changes to the document but would
still like to know where the document is located in TRIM.

This is also useful if you are not sure if multiple recipients are
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Records Explorer users.

The attachments will appear with the Document Number and the first 50 characters of the title in the file name.
The full details will be listed in the body of the email as per the Windows Explorer feature “Send to > Mail
Recipient”. You may notice the email signature does not appear automatically; this too, is in keeping with the
Windows Explorer Send to Mail Recipient behaviour.

To attach documents to an email reply, generate a new email as per above and then copy the documents from
the new email over to the email reply.

Alternatively, if you have the TRIM plug-in activated in your Outlook you can click on the HP TRIM tab in the email
and select Attach Records:

= H B Untitled - Message (HTML)
FILE MESSAGE  INSERT ~ OPTIONS  FORMATTEXT  REVIEW  HP Records Manager

2 | e

Catalogue | Attach
Onsend | Records

You then need to search for the documents you wish to attach.

Search for Records | =] 23

|
Search |Fi|ter | Record Typesl Sort | Results | Options|

Records In EE]

Search By

If you need to navigate through the folders in your In Tray or Favourite, click into the blue look up folder and
navigate in “details” view to the Records In-Tray. Highlight it and click Ok.

Click Ok to the search for records screen.

In the Select From Records — Records In-Tray dialogue box, the folders from your In Tray will be displayed.

o "
Records
I v @l E2 Container £2 Record Mum... Title -
| - W 2015/3344 W ADMINISTRATION & SUPPORT - Information management - Data adm
@ = W BOX-13753 W 2015/3324 Wl TEACHING & RESEARCH - Teaching - Professional placement administi
-] . 2015/3324 %] DOC2015/106... §¥) test
| =] W BOX-13754 W test box 2
| =] W BOX-13753 W test box1
W - W BOX-13753 W 2015/3324 Wl TEACHING & RESEARCH - Teaching - Professional placement administi
veE e EIEE T
- W 2015/3315 W ADMINISTRATION & SUPPORT - Community relations - Publications - -
| =] W BOX-13753 W test box1
@ = W BOX-13753 W 2015/3324 Wl TEACHING & RESEARCH - Teaching - Professional placement administi
-] W 2015/3324 %] DOC2015/106... §¥) test
- o W 2015/3315 W ADMINISTRATION & SUPPORT - Community relations - Publications - -
-] W 2015/3315 _ DOC2015/106... || uu

Expand the folders to see the documents inside.

Select a document by clicking in the white space to the left and placing a purple tick.
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Click OK.

The Attach HP TRIM Records dialogue box will pop up.

Attach HP Records Manager Records @

Message format | Record metadata

Attachment list

v Record number Record name Dataset ... -
v DOC2015/1067429 test USYD_RM_...
~ DOC2015/1067418 wu USYD_RM_...

[C] Add Record details to message body
[ Attach HP Records Manager Record reference

Mtach electronic document

[ oK | [ Cancel | [ Help |

You can deselect any documents you have changed your mind about including if desired.

Ensure that Attach Electronic Document is selected in the bottom 3 options.

You can select the other options if desired:

Add Record Details to Message Body will place a summary of document metadata into the email body.

Attach HP TRIM Record Reference will insert a TRIM link for each document into the attachments section of the
email, so if you are attaching 3 documents, you will have 3 documents and 3 links, equalling 6 attachments in
total.

Use the searching section of this manual to locate documents using other search methods. You will probably need
to use Boolean searches and filter the search down so that TRIM is only searching for the “Document” record

type.

When using this feature it is best to complete the whole process without navigating away, if you do navigate away
or try to go back a step often the search screen will go behind other windows that you have open and can be
difficult to get back to the forefront again.

8 EXPORTING DATA AND THE PROJECT CONTROL CENTRE

Please talk to the Records Online helpdesk or you Records Management Services Project Officer for advice before using
these features.

8.1 IMAGING AND EXPORTING
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You may need to remove documents from TRIM in bulk in order to send them on to external clients etc. If all are
located in a single subfolder, simply highlight the necessary documents > Right Click > Imaging and Exporting.
(this will be in the Advanced menu if you only select a single document to export).

[;F_'j test

Advanced ... » Check Out and Edit
. Create Mew Version
Show Properties and Data 3
E2  Copy Record
@l Place TRIM Links inte your Clipboard Navigate to Container
B View Document Send Email via Outlook
A tn Faunnsibar Imaging and Exporting ...
Click to show options .
# TG4 Clck to pickup Swap colors S e T I
&) £ Shift+Click to pickup frame color y | E  Manage my TRIM Queues
Clear my Thumbnail Cache

Create New Document ... 3
|  MNew TRIM Record »
4 Attach New Actions
? Help..
@ About..

Change Global Optiens ...

i3 Properties ...

Select what versions of the documents you wish to export — this is defaulted to the Latest edits. TRIM is currently
not supporting Thumbnails so please ignore these options.

Select Apply

@ Imaging and Export | 28 |

Thumbnail Rotation
@ Export only the latest documents (Most Recent Edits)

_) Export only the first documents (Originals) Right 50 deg

~) Export first documents and |atest documents Left 50 deg
_) Export all document revisions 180 deg
_) Export Thumbnails Only Mirrar X-axis

~) Create Contact Sheet from Thumbnails = =
Mirror -axis

Output Image Size 190 Presets
A4 Portrait

Apply

You will need to pick a place to save the documents —i.e. the Desktop or My Documents
Click ok.
8.2 PROJECT CONTROL CENTRE

You can only export one folder structure at a time. However, if you have an Electronic Folder and alternatively
contain multiple folders inside that Folder, the alternative contents then act like sub folders to the top folder
allowing you to export multiple folders in one action.
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Please ensure that the Top Folder has a short title, a maximum of 40 characters, if you wish to send the extracted
file off as a large file transfer through the University’s web page. An additional 8 characters will be added to the
title upon extraction which will bring the title up to its limit of 50 characters.

8.2.1 CHANGE ALL TITLES TO WINDOWS SAFE CHARACTERS

This feature only affects one layer of the folder structure. You need to go into each sub folder to make the
characters of documents within safe. The best method therefore is to make them safe upon saving — please
minimise all punctuation and characters in titles.

Please save items without unsafe characters including FW: or RE: in email headers. Any documents with unsafe
characters will not be extracted.

8.2.2 WRITE EXISTING FOLDER STRUCTURE TO FILE SYSTEM

This will create a normal windows folder that mimics the structure you just extracted. Only folders / sub folders
with contents will be extracted. Empty folders will not be included.

Right click on the electronic folder required > Project Control Centre > Write Selected Folder Structure to File
System

> Il 2010 Animal Ethics Cor———*=="*
Expand

W TEACHING & RESEARC
Wl TEACHING & RESEARC Show Properties and Data 3
Q. Favourite Searches i  Place TRIM Links into your Clipboard
> 4y InTray
N O 4 Add to Favourites
@ My Cont - Remove from Favourite Records
> ly Containers

Send Email via Qutlook
&, Personal Searches

EEJ Recent Documents
- W Search Results
> Q Shared Searches
Z Tagged Records &l Project Control Centre 3 Write Selected Folder Structure to File System
2 Write Selected Folder Structure to File System and ZIP it
R &) Check Out Selected Folder Structure to File System

a Tag Selected Records
Manage my TRIM Queues
Clear my Thumbnail Cache

* &, Work Tray Create New Document ...

© &%, Workflow Activities |74 New TRIM Record

This process (and those outlined in 8.2.3 and 8.2.4) may take several minutes depending on the size of the items
you are extracting. Please leave it alone while it is processing. You can still work on other non-Windows Explorer
applications including Outlook, Internet Explorer, Filemaker Pro and TRIM Context in its native format.

When it is complete the location of the folder will display in a Windows Explorer page. Minimise this to see the
report of documents extracted. See Section 8.3 for more details

8.2.3 WRITE EXISTING FOLDER STRUCTURE TO FILE SYSTEM AND ZIP IT

Follow the steps in Section 8.2.2 but select the option with “and ZIP it”. This will produce both a normal windows
folder and a zipped folder being extracted.

8.2.4 CHECKOUT SELECTED FOLDER STRUCTURE TO FILE SYSTEM

T his feature extracts the files into a normal Windows folder, however all of the documents inside will be checked
out to you as though you are editing them. This is not recommended unless used in a controlled environment.

8.3  PROJECT READ ONLY EXTRACTION DETAILS
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Once the extraction is complete and the Desktop pops-up in a Windows folder, a report of the documents
extracted will be displayed. If you click back into Records Explorer you will see a report of the documents that
were exported.

& Project Read Only Extraction Details with ZIP creation g]

ZIP File Created as: C:\Documents and Settings‘hcolleyhD esktophl 3-3478844-a more likely event. zip A

Diirectory Structure Created as: C:\Documents and SettingsihoolleytD esklophl 3-3478844-a mare likely eve

Fioot Folder Created az: C:A\Documents and Settingshheolley\Deskiopl 3-3478844-a more likely event
Document Read : DOC2010/340028 University of Sydney - Letterhead - Personalised-34 78645, docx
Document Read : DOC2010/340031 Hewlett Packard - TRIM - Data Sheet-3478648. pdf

Document Read : DOC2010/340030 Sydney University - Letterhead - Perzonal - Monochrome-3478647. do
Document Read : DOC2010/340029 University of Sydney - Email Signature - Guidelines-3478646. docx
Document Read : DOC2010/339924 Project Brief template of headings-3478316.docx

Document Read : DOC2010/340034 RE Project Review Mesting Minutes and Action Plan now available. -
Document Read : DOC2010/340035 SMS Practicum upload-34 78661 bt

Document Read : DOC2010/340036 SMS Practicum upload-34 78662, bt

Diocument Read : DOC2010/340037 Student Filing Guide fram Andrew August-34 78863 docx

< >

Any that read “Could Not Extract” will not be present in the extracted folder. Generally this will only happen to
documents that have titles with “unsafe characters”. If there are any documents that did not extract which have
entirely windows safe characters please contact RMS to investigate the reasons.

It is possible to export the remaining document(s) by locating them in the TRIM folder and following the steps in
8.1 for Imaging and Exporting. Once saved, drag the document into the folder structure you had extracted
previously. This will work for zipped folders as well.

8.4 SENDING ZIPPED FOLDERS TO CLIENTS

If you send the zipped folder to a client, please ask them to “Extract All files” before viewing the documents inside
as this will ensure that the documents will open. Occasionally a document exported from TRIM in this Export and
Zip action will not open directly from the zipped folder and extraction will solve this issue.
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9 GLOSSARY
TERM EXPLANATION
TRIM The program for which Records Explorer is an interface. Also referred to as HP

TRIM in the Drag and Drop Options.

Record Any evidence of a business transaction tacking place — an email, memo, tender,
letter, meeting minutes etc.

Folder Much the same as a Windows Explorer folder, though with additional metadata.
Used in this guide as an abbreviation of the following*:

*Electronic Refers to the top level folder in the structure, Electronic Folder is the name used
Folder in TRIM. This is where the summary of the project is recorded. Documents should
not be added at this level.

*Sub Folder Second layer of the folder structure; Sub Folders are contained within an
Electronic Folder. Documents can be added at this level if there are no User Sub
Folders within.

*User Sub Third layer of the folder structure; Documents should always be added at this
Folder level unless no User Sub Folders exist. “User Sub Folder” is the name used in
TRIM, it has a pink icon.

Document The form that a record takes — Microsoft Office applications, CAD, Outlook items
etc.
Container Folder in which a Sub Folder or document is stored.

[Blue] Look- up =] Contains different features depending on where the look-up is located, click
folder on the look up to make selections.

10 TROUBLESHOOTING

10.1 LEFT HAND MENU

The left hand list pane displays a selection of your search results. Do not be alarmed if this does not refresh at the
same speed as the right hand view. You can Right Click > Refresh Folder to force a refresh. Some features in the
left hand pane will only refresh after you have closed the application.

10.2 F5 REFRESH
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If you are refreshing in order to see “Checked Out” update and it is causing the “Search For Records” to pop up,
instead wait til later in the session and check under “My Checked Out Documents” instead. If they are still
“Checked Out” ensure that all documents are closed and use the Profile Screen (double click) or Right Click >
Advanced > Check In.

10.3 SEARCH FOR RECORDS DIALOGUE BOX POPPING UP

This happens occasionally on an F5 refresh particularly in the Shared/Saved Searches functions. Records
Management Services aim to improve this functionality on the next release. Try clicking out of the folder and then
back into it again rather than using the F5 button to refresh the screen. This should update the view.

10.4 CANNOT EDIT A DOCUMENT
Is it finalised? If yes, it cannot be edited. You should create a New Version and make changes to that.

Is it checked out to someone else? If so, ask that person to check it back it back in so that you can make changes.

10.5 DOCUMENT WILL NOT OPEN WHEN I CLICK EDIT

You can only open a document for edit if you have the application installed on your PC. e.g. if you wish to open a
CAD document you must have the compatible software installed on your computer or else you can only see a
Read-Only version in the TRIM Document Viewer. You may receive the following message:

TRIM Context

Failed to open 'C:\Documents and SettingsihcolleyiMy Documents\OFfline Records (I2)inewer\Drawingl.v¥sSD'.

Mo application is associated with the specified file For this operation. (0x80070483).

It may also try to launch Internet Explorer, to direct you to the software.
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