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1 About this User Guide

The HP TRIM 7.1 eRMS User Guide is for staff who have access to HP TRIM, the
Records Management System for Monash University.

The major functional areas of HP TRIM explored in this manual include the

following
A X :
> || P
Find Records... | | Find Locations. ..
HP TRIM Overview TRIM Functionality Searching for Locations
and Setup Records Management

- =
{ 1J-' b
b N
Security/Access New. .. e T - Print Report...
Access Control Registering Modifying Records Printing Reports
Management Documents
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| N’
HP TRIM Overview Ag

HP TRIM is the Records Management System used to capture, control, locate, records
and information for Monash University. It is the source of control and management of

hardcopy and electronic records for Monash.

2.1

HP TRIM User Types

Within HP TRIM the Access types differ.

Inquiry User (Basic)

Search;

Change File Assignee (Moving
a File);

View.

End User (Advanced)

Search;

Change File Assignee (Moving
a File);

View;

Create Document;
Modify Records;
Manage Access.

Records Management User and Administration User are only available to selected staff

members.

Customised User (Power User)

Search;

Change File Assignee (Moving
a File);

View;

Create Document, File and
Box;

Modify Records;

The majority of HP TRIM users are End Users.

Manage Access.

(Note: Some functionality may
change depending on the user
requirements).

HP TRIM eRMS User Guide July 2013
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2.2 Record Types

Record Types are a way to group like items. A Record Type is visually distinguished by
its icon (shape and colour). It also differs by its numbering pattern, its access
requirements or the metadata collected against the records it represents.

Record Types exist in a hierarchy, i.e. documents are attached to (contained within) files
or folders, which in turn can be contained within boxes.

Documents are
contained to files

Files are

contained
to boxes

-
4

Q

Record Types are categories that enable the capture of specific information (metadata)
about the record. In HP TRIM a Record Type is visually distinguished by its icon’s shape
and colour. It also has a:

e Unique numbering pattern;
e Specialised access requirements; and
e Unique metadata requirements.

The Record Types used by Monash are listed in Appendix 1.
2.2.1 Documents

Any document registered in HP TRIM must be attached (contained) to a file.

Staff with HP TRIM Inquiry access can view but not modify document properties.

No edits can be made to a document’s content after it is registered into HP TRIM.
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2.2.2 Files

All administration file types such as Central Files must follow a two level classification
titling structure based on the Function and Activity of the content of the file.

This allows Records and Archives Services to determine retention and disposal of the
documents attached (contained) to a file.

~

For example:

A staff member develops training material:

» The Function (top level) would be Human Resources; and

> The Activity (second level) would be Staff Development.

The business unit should not be reflected in the Classification structure. /

Individual Student or Staff files types do not require a classification titling structure.

See Section 4.8: To search (browse) the classifications and the files associated with
them.

2.2.3 Boxes

Boxes are generally used for managing records to be transferred to secondary storage.
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3 HP TRIM Functionality
and Setup

3.1 Accessing HP TRIM

To access HP TRIM staff must:

i. Attend a formal training session;

ii. Have an active user profile;

iii.  The TRIM Service Desk must request that HP TRIM is loaded to the user’s
authcate profile;

iv. HP TRIM needs to be loaded on the PC from the Run Advertised Programs
(which can be completed by the user of the PC).

To load HP TRIM when you receive a confirmation email from the TRIM Service Desk:

These instructions are for PC’s that have been updated to Windows 7. Where a PC is running
~~ Windows XP users ignore step 2.

Start

}Ie::j Get Programs
}'T__?I Microsoft Excel 2010
w% Microsoft Word 2010

.F_E‘ Microsoft PowerPoint 2010

ﬁ-:-_ Adobe Acrobat 7.0 Standard
Vﬂ Microsoft Visio 2010

Sticky Notes

! Connect to a Projector
v

bf Paint

B

%é) Remote Desktop Connection

=

Calculator
ﬁ’j Windows Fax and Scan

%f Magnifier

&‘ﬁ Shortcut to BulkMail.exe

» Al Programs

Susan Burton
Documents
Pictures
Music

Computer

Control Panel Control Panel

Devices and Printers
Default Programs

Help and Support

1. From your PC select Start and Control Panel;
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2. Click on Programs;
P ‘ - E‘ég
—
Control Panel » || |Search Control Panel Fel
Adjust your computer’s settings View by: Category ¥
Q System and Security a User Accounts
Review your computer's status
Ch t
Back up your computer @ onge sccountiype
Find and fix problems . Appearance and Personalization
Ch the th
_ Network and Internet % angetne theme
<" - Change desktop background
l View network status and tasks Adjust screen resolution
“&2, Choose homegroup and sharing options
Clock, Language, and Region
Hardware and Sound - -anguage, g
View d 4 print Change keyboards or other input methods
5w fevices and printers Change display language
| Add a device
Click on Programs Programs Ease of Access
Uninstall Let Windows suggest settings
% ninstelle program Optimize visual display
. Get programs

3. Click on Run Advertised Programs or Right Mouse Click and select Open;

Control Panel Home

System and Security
MNetwork and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Personalization

Clock, Language, and Region

Click on Run Advertised
Programs

+ Control Panel » Programs »

Programs and Features
Uninstall a pregram
Run programs made for previous versions of Windows

Default Programs
Change default settings for media or devices
Set your default programs

Desktop Gadgets
Add gadgets to the desktop | Get more gadgets online
Restore desktop gadgets installed with Windows

Program Download Monitor (32-bit)
Run Advertised Programs (32-bit)

Java

@ Turn Windows features on or off

View installed updates
How to install a program

Make a file type always open in a specific program

Uninstall a gadget

HP TRIM eRMS User Guide July
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4. Highlight HP TRIM 7.1.1 1002... and click on the Run button;

. -a Run Advertised Programs

— Geee———o

Monash University
Applications available for you to install

Area; [ Software Distribution ~|
Categorny: [M Categories Y]
A The following programs are available for software distribution:
Program Name o Last Run Time Last Status Type o
.j Google Chrome 21.0_0... 4/06/2013 1:02:37 PM Successful Software Distribution
[ Google Drive 1.8.4001 .. Software Distribution
.j Google Earth 6.0.3.215.. Software Distrbution
.:I Google Talk - Install 11/04/2013 7:16:47 PM Successful Software Distribution
.j Google Voice and Vide... Software Distrbution E|
] Graphpad Frism 5.03.0... Software Distribution
[ Graphpad Prism £.01.0.. Software Distribution
HP TRIM HP Trim 7.1.1002 - Inst... 4/06/2013 12:51:47 PM Successful Software Distribution
A 3iTunes 11.0.2 - Installx... Software Distribution
"lJava 6 Update 39 15.... Software Distribution
[ Mathematica 8.0.1 - Ins... Software Distribution
.j Matlab R2011b x84 - In.... Software Distrbution
[ Matlab R2012a - Install. Software Distribution
"I Matlab R2012B - Install... Software Distribution
[ Micrscft CCM Tonls 4 Sniftware Distrib tinn 2

Run Button

5. Follow the prompts to load HP TRIM to the PC.
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3.2 Setting HP TRIM defaults
1. In the menu at the top of the HP TRIM screen select Tools=>Options;
2. Click on the Get Global button at the bottom of the HP TRIM Options dialogue

box;
File Edit Miew Search | Tools | Window  Help
|__b| E Record »
Reports L
Mew Recordfobject 53 Physical Tracking 5
Saved Searches
Shortcuts =
Favourites Blerts
iy ? Iser Labels
Fecords BT
i i = i Deskkop Add-Ins. ..
HP TRIM Options M =E
| Startup || Reparker || Dropped Files || Dropped Folders || Integration |
Locale | Speling || Search || Search Result || Viewer || Stare Caching || E-rnail |
Language
| Englizh [Intemational) w |

[] Display manth before day in dates [eg 7/4./2009 iz in July nat April)

[ oK ] [ Cancel ] [ Get Global Get Global
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3. In the select Global Options To Download dialogue box ensure that all
settings are tagged;

4. Click on OK;

Select Global Options To Download

Tag the options that you wish to download From the global settings, Moke that this will
ovenwrite existing personal settings For the items selected,

en & document is dropped onko HPE TRIM
Filtering for dropped folders
Sending E-Mail settings
eny, toolbar and Frame settings
Defaults when integrating with deskbop applications
Fonks For HP TRIM report layouts
Search settings
Defaulk search sorting and Filkering
Spelling checker dictionaties
wWindows to display when starting HP TRIM
Defaul: properties and fields for tree boxes
‘iewers to use when displaving electronic documents
Default properties and fields For view panes

AAAANANANALARRK

5. In the Warning dialogue box click on Yes.

' HP TRIM | ® |

éE Are you sure you want to change your Settings to the Global version?
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3.2.1 Change default Dropped Files Settings

0 N If you register documents to more than one record type do not apply a default
. Dropped File Setting.

To pre-set the record type used when registering documents:

1. In the menus at the top of the HP TRIM screen select Tools>Options;

File Edit Mew Search | Tools | Window Help

D E Record »
Reports L4

Mew Recordfobject 54

Physical Tracking b
Shortcuts Saved Searches
Favourites Alerts
iy r User Labels
Records Cptions. ..

i ! = i Desktop Add-Ins. ..

2. Click on the Dropped Files tab;

HP TRIM Options =1 E3

| Locale || Speling || Search | Search Result
| sStatup | Reporter |  DroppedFiles Dropped Files

Default Record Type

| |
Default Container
| |

[] Canfirm check in action befare cantinuing

Dizplay a data entry farm when creating a new Record
If docurment is & Windows file:
[[] Delete document after it has been processed

If docurment iz an E-mail meszage:

| Leave the E-Mail message as itis ~

[ (o] 4 ] [ Cancel ] [ ek Global ] [ Help
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3. In the Default Record Types field, click on the kwikselect icon (yellow folder)

and select the record type to be used;

+ Select From Record Types - name:™* - ecord Types Foun
%;_Sl F Ri dT *-14 R dT Found

% Mame

5] CEMTRAL DOCUMENT
5 LEGAL DOCUMENT
B Hr DOCUMENT

% FACILITIES AMD SERYICES DOCUMENT

E‘] FACULTY OF EDUCATION DOCUMENT
@ RESIDENTIAL SERWICES DOCUMENT
E'] STUDENT CARD - ARCHIVES

E'i STUDENT RECORD - ARCHIVES

E'i ARCHIVAL DOCUMENT

@ FACULTY OF BUSIMESS AND ECONOMICS DOCUMENT

& Home Location

|>

Record Types List

Reecords Storage: Archives
Records Storage: Electronic
Records Storage: Electronic

Access Control
Records - Create)
Default Record Access

Motes

. T8 oot 2o Al o e e A
< | >
Marne @ STUDENT DOCUMENT

Active? Active

Can Use: People in {Records and Archives Services or Security Group: Student

Modify Record Access: People in (Security Group: Student Records - Create)
Destroy Record: People in (Security Group: Records Disposal)

Properties / Notes

Ok ][ Cancel ][ Search

J |

Help

4. Click on OK;
5. Click on OK.

3.3 Toolbars

There are 3 customised toolbars within HP TRIM that enable the users within Monash

easier access to, capture, manage and use records these are the:

Standard Toolbar:

Student Records Toolbar:

Division / Faculty Toolbar:

Has been configured for Monash University
staff to enable easier access to the most
commonly performed functions;

Has been configured to provide easier
access for staff working with student files
and documents; and

Has been configured to provide easy access
for staff working within the Divisions and
Faculty’s.

See Appendix 3 for a list of Toolbar icons and shortcuts available.
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3.3.1 Adding the Student Records or Division/ZFaculty Toolbar

The Standards toolbar is deployed by default.

Staff responsible for student administration, or for faculty records, will need to change
this setting after installing the Monash default settings:

1. In the menu select View=>Toolbars;
2. Untick the Standard toolbar;

% HP. TRIM - [Records - favorite - 7 Records Found]

&' Fil=  Edit w Search Tools  windmw  Help
&3 Refresh F5 K o
D Reload F& M '-_:D
MEw, .. Py u] pecl CiaFiny ech Ein
Shorkcuts | Tl 'l SEEErE
B Wiew Pane 4 Tray
= Find Records Pane Mavigate
Activiky Log Pane Tasks
Reco shortcuts Pane Electronic Tasks
;;‘ Status Bar Tools
Workf.i Iab Bar v Edit
ﬁ Farmat List Columns. .. Windows
Student Records Student Records

Division / Faculty Toolbar Division | Eaculty Toolb

Cuskomise ..

3. In the menu select View>Toolbars;

4. Select the toolbar required;
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3.3.2

Modifying the Toolbar Icon Sizes

To change the size of the Toolbar Icons:

Mew. ..

File Edit Eiewigearch Tools  wWindow Help

€ Refresh F5 : -
o Ny
Reload F& ki "ﬁ

1=t li=]

ped D oFiny, pech

-

Toolbars

Shorkcuts |
Fa

‘ol

1. In the menu select View=>Toolbars>Customise...;

Find Records Pane
I

R Shorteuts Pane
i Skatus Bar

Locations

Yiew Pane 3

Activity Log Pane

Tab Bar 3

Format List Calumns. .

| Standard

Tray

Mavigate

Tasks

Electronic Tasks
Tools

Edit

indow

Student Records

Divisian | Faculty Toalbar

Cuskamize ..

| Commands | Toolbars |Kaybaard || Options|

Toolbars:

[+]Division { Faculty Toolbar Al Reset

[JEdi

[ClElectranic Tasks
[w]Menu Bar =

[[IMavigate New...
[]5hartcuts

Gl Renane...
[[]5tudent Recards

[Tasks | Delete

Shaw bext labels
Large Icons
Show ScreenTips on toolbars
[#] Show shorteut keys in ScreenTips

Personalised Menus and Toolbars

[CIMenus show recently used commands First

Show full menus after a short delay

[ Reset my usage data

2. Click on the
3. Tick the Lar
4. Click on the

9

Toolbars tab;
ge lcons option;

Close button;

Close
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3.4

HP TRIM Functionality

This section will provide you with an overview of the look and feel of the HP TRIM screen
as well as the setup process. The items listed in this section will be referred to
throughout this manual.

The HP TRIM screens have a similar look and feel as screens in other desktop

applications.

When managing functions relating to multiple records HP TRIM you
should tag the records you are working with, HP TRIM will prompt
you to confirm the action you are trying to complete by requesting -

| Fe Y | N
' ©  To-All Tagged Records.
Click Yes to All.
Tag: Allows users to select multiple records to complete the
f same action. The system will prompt records have been tagged
v before completing an action.
Tag all
To Tag Records:
Right mouse click and Tag individual records by left
select Tag All. mouse clicking left of the
record icon in the list pane.
4] 3
x"x Lnkag Al Properties  Find Records.., REﬁ;eSEar
Search By
Q‘é’ Inzert A" Tags Record Number -
v [ Record Type =
“{ Cuk v (il CENTRAL FILE i
(i 1]
) Copy e T
K Clear Chri+Delete ’ :gcwp@ = 2
+ [l CENTRAL FILE ]
Hew & CENTRAL DOCUMENT =]
Search
Mavigation

¥ Contained Records

Dt ails
Locations
orkflow
send To

Remove From

[G5 Properties LIt +Enker

HP TRIM eRMS User Guide July 2013
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Inkag Al

3 &
Relsted Records & Parts
£y ¥
M) i
ContainegRecords [§| CortinedRecods [+
o)
& i

Container Recard

Contarer Revorts [+

Bt

UnTag: Removes tags after you have tagged multiple records to
complete the same action. The system will prompt you when you
have records tagged.

To Untag Records:

Right mouse click and or Untag individual records by

select Untag All. Left mouse Clicking left of
the record icon in the list
pane.

Kwikselect (yellow folder): The Yellow folder that is located at
the end of some fields in HP TRIM.

Clicking on the kwikselect will provide a list of options to select
from.
Drop Down: The drop down will be found to the left of the

kwikselect icon (yellow folder) on some fields.

Clicking on the drop down will provide a list of options to select
from.

The drop down remembers 15 to 25 of the last search methods,

locations, records etc used within the field.

Calendar Icon: The Calendar icon appears at the end of any date
field and enables the selection of dates in the correct format, as well
as provides the ability to select date ranges such as: Previous Month
Next Week, Today, Yesterday etc.

Navigate: Navigate allows users to easily view records linked to a
single record either through:

e Relationship (cross referencing);

e All Parts;

e Container or Contained Records;

e Alternatively

Within.
Right mouse click If the navigation option you need
and select Navigate 4 BN is not available for example
and the option Related Records then the
required. function has not been applied to
the record.
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Favourites (F4):

o

The Favourites Function allows you to add frequently used records,

Favourites classification, saved searches etc to the favourites toolbar shortcuts
option on the left side of your screen.
To Add to Favourites:
1. Highlight or tag the 1. Highlight or tag the
records; records;
or
2. Right mouse click and 2. F4 on your keyboard.
select Send
To>Favourites.
To Remove from the
Favourites:
1. Highlight or tag the
records; or 1. Highlight or tag the
records;
2. Right mouse click and
select Remove 2. Ctrl and Delete on your
From=>Remove From keyboard.
Favourites.
Double The effect of double-clicking on a record varies depending on the
Clicking type of record, as explained in the diagram below.

Double clicking -
An electronic document

Displays the electronic
document in its native
application (for example
Microsoft Office Word,
Excel etc)

Double clicking -

A file or box without any
attached documents or
enclosed records

Displays the Properties
(metadata) of the file or
box

Double clicking -
A non-electronic
document

Displays the Properties
(metadata) of a
hardcopy record

Double clicking -
A file or box with
attached documents

Displays the file or box
contents in a new
window
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3.5 HP TRIM Screens

The HP TRIM Screen has a similar look to other programs, including elements such as a
menu bar, and toolbar. However HP TRIM, also has a Shortcuts toolbar to the left of the
screen and when a search is generated a list pane (top half of the screen) and view pane
(bottom half of the screen.

Menu Options and Enable users to complete actions within HP TRIM.
Standard Toolbar:

Shortcuts Toolbar: To the Left of the screen provides quick references to
commonly used records and searches.

Find Records Pane: Allows users to run a simple search using a single search
method.

TR B o S B Menu Options i
™ “ & 3 c
™ T —egrrr—. P » O O @ 4 { Standard Toolbar
| Now Recrerdiohiect L Ede v Refresh  Coort FrdReoeds  Fedlocitions  Refine Search Previous search - Selrt Faveurites
s < Find Records Pane 28
i ~
o Wit —
bl 26T 2444 N
, i Bl e« TRIM Contet Web Cherk (IUE) . L7NI007 8t 5048 a1
;;! R e ] . o 2 TAIM Conbest Ctsaster Rec... | THAF007 o .53 AM
Wbk [ TR ] o e LTTOT 8 556 00
& b [ R Tevel] b PECRMATY ek VIJAT200 it £=48 P
v i i 0TI i - SOFTWIRRE - 1072009 4 514 A4
Lneations [~ W TRt
. i - e crLss i A
B ERaze List Pane (top half of screen)
Classfcations B TR -
i = i L2158 0 EXTERNAL RELATIONS - EXTERNAL T5 - George Chocey TRIM Traira ST £ 22 M
w [~ R TehE 1B FXTERNA MFLATIONS - EXTERNA ‘wrire - THIM SN2 a2 PN
- [ WS Teibiko] i EXTERNAL RELATIONS - EXTERNAL - TRIM Trar 2SN AT M
Somd uxdey i oz [~ ENET EXTLRRAL F LD I TR sl sz
% [ TeEik il EXTERNA MFLATIONS - EXTERMAL ‘arire: 2N B2
A [ TegEike] M EXTERS e RECATIONS  EXTERNAL T Cerire+ ' SN AT
Doament (urues W et il FATERNAL RELATIONS - EXTERNAL Frere - TRIM 2SN 0 2N
[ ekt i EXTERNAL RELATIONS - EXTERNAL FUNDING AHD GIFTS - Juchs Law Rieseurch Cente - TRIM Traini i 2SI £ T2 M
- - e Te bn aetra - TEIM RN R T I bt
e T =
e ] ~SOFTWARE - Slghassast 206 - 2012
e Thursday, 17 Dacenber 2005 6 2:14 P
< Shortcuts Toolbar
" SOFTWISE Systen e | v
~ SFTWARL - ach f biances
HFarts fa SOFTWERE Syten 006 - 2012
Latvst Pt | [ CFOR[63
Metes.
Bernss
e Metaditnd
o View Pane (bottom half of screen)
Resred 4
< B R
Cordribube Conkenks: Pecple i (Hosiash Uekversily)
o,
Tiaps  \properties [Netes J frevew | Prevas |
Bt Vs e EDRHS TEN sl oo s,

To add any information as a quick reference on the shortcuts toolbar press F4 on your keyboard.
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3.5.1 List Pane - (Top half of screen)

Search results matching your search method are listed in the top half of the screen.

Shortcuts
Toolbar

*in Titke + Fitered » 29 Records Found]

)
W .t
1 SdedFavortss  teb
o | Saarch By Equd Ta
Fonoustes Litle Wred v@m =
ﬁ " Fiseieds - TABE i - Plbared - 2 Reconds Found | 3 u : % % .
X Column Headings
% e g
\ R Mavageest Syt Pt TR Contert Web Ot (KEV ... /52007 o 8:40 M
Werkfons B Mgt St rofect e 2 TRIM Cortont Dot R, /2007 o 53 4
~Binds Minagesnsit Systeen Popec (sRMS) - TRM Curtest bitus Nede.., 17312007 o 8:56 A4
v _ i 1132008 o 243 M
s SOFTWARE - TR § Sll0zi0) o 314 44
" AR o y L SR & T
E.g LAY G B[N 8 52T M
Clasfatons [ R T (B XTI RELATHONS - EXTESTRL 5 - e o th SRS & T
A o
N i List Pane (top half of screen)
o B T
% i = ) EXTERNAL PELATIONS - EXTERNAL FUNDING AND GIFTS - Brad P Remanch Coritre - TRIM T iy 2RI o 12 M
- I il EXTERNAL RELATIONS - EXTERNAL FUMDNG AND GIFTS « Fond Collet Rasasrch Canira - TRIM Traning funding 2012 o 121
g B R 0 EXTERNAL RELATIONS - EXTESNNAL FURCENG A GIFTS - e Ghsan Restarch e - TROM Tranng g RO 2L N
B R (Bl EXTERAAL RELATIONS - EXTERNL FLMDENG AHD GIFTS - Mery Stveep Arseorch Conitee - TR Traing funding 2002 22 M
[ B TEEE R EXTERNLA RELATIONS - EXTER FUNETG, SHD) GIFTS - Mde Lowa Resiaech Cintre - THIM Tranng furding ZARIEN o 7 -
Column Headings: On the List Pane can be customised and will allow users to sort.
SearchTab: Every search will generate a title bar they appear as a tab at

the top of the search. Each title bar heading describes the
search that has been run, you can click on any title bar to
access searches run.

» If you place your mouse over the column break and double-click, HP TRIM will resize the
column to best fit the information.

» You can drag and drop the columns in the list pane, to change the column order.

3.5.2 Customising the List Pane

The List Pane can be modified in several ways:

Column Sort Order

Sy Records - Record Number s RO12{141 - Filkered - 1 Record Found Sy Records - Record Humber is 'CF12f27" - Filtered - 1 Rerord Foond | |

v % Recard Type [£ Record Mumber Column Headings
8 NCEMTRAL FILE = " INFORMATION MANAGEMENT - ACCESS MAMAGEMERMT -3

Left mouse click on a column heading, automatically sort the list pane in to the required
order.

Column Sizes
1. Place your mouse over the edge of a column heading;

2. Click and drag left or right as required.
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Adding or Removing Columns

To remove, add or change the order of
columns in the List Pane:

To Add a Column

1. Right mouse click on the Column
Headings in the List Pane and
select Format Columns;

2. Select the column headings
required from the Displayed
Fields list and either click on
the Add-> button or double
click on the heading required;

3. Click on the Up or Down
buttons to change the order of
the field headings;

4. Click on OK.
To Remove a Column

1. Right mouse click on the
Column Headings in the List
Pane and select Format
Columns;

& Hrme | arabin
Sort Ascending

Sort Descending

v % Record Type
+ [ CEMNTRAL FILE
+-{illl CEMTRAL FILE
+ {ill) CENTRAL FILE
+-{illl CEMTRAL FILE
+{ll] CENTRAL FILE
+{lll CEMTRAL FILE
2 CEMTRAL DoCUP

Display 4
Alignrent 4
Best Fit

Best Fit all Columns

Remove This Column

Farmat Calumns, ..

B

3% Column Preferences

Available Columns

ﬁﬁ\ccassion Histary

Displayed Columns

.

_ a
W) Accession Number I Recard Hunber
{ B q [ Title
‘ EhiDate Created
. Add Button
L .
Eﬂltematlve Container
uﬁss\gnee
mﬂsswunee Status
“Authur

[ auto Renditions
mﬁypass Record Type Access ..

AR rharbad Fuik i

Up and Down Buttons D,

1 [ Cancel ] [ Help ]

[

2. Select the column headings required from the Displayed Fields list and either
click on the Remove-> button or double click on the heading required;

3% Column Preferences

Available Columns Displayed Columns
mnccessiun History ] pe
W) Accession Mumber [ Record Number
[ Acression Mumber MUA D | [ Title
94 Addresses EhiDate Created
< Agreement Date
@AH Jurisdictions R
, < Remane emove Button
[ Aleernative Container
Assignes
mnss\gnee Status
i Author
[% Auto Renditions
mﬁypass Record Type Access ...
& Checkad cu-0n
Up and Down Buttons Do
I [s]4 I I Cancel I [ Help ]

3. Click on the Up or Down
buttons to change the order of the field
headings;

4, Click on OK.
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3.5.3 View Pane - (Bottom Half of Screen)

This half of the screen shows the properties of the record highlighted in the list pane.

» The information in the view pane will differ depending on the record type you are viewing.

» You will not see a preview for hardcopy and legacy documents and files.

View Pane
Headings

Reurd e | (i CFO6/265

e i EFCRMATION MANAGEPENT - SOFTWARE - Sistem - Amangamets for Addtiond Supoort dphaswest 2005 - 2007
Aesiren ¢ o Lo R e 808 s Turssay, 17 Dienber 70034 7:14PH

ome Locaten. | 1 Risconds Seage: 626

Dote Regitered | Monday, 16 October 200G ot 11D M

Dee G
RelatedReronds | Relatedto: CHIBLTL: IN FEN] - S0 TWARE - - Phase
FRelated ko (TO0[R055: - HOFTWARL - i Siystem - Purchase of Bosnces
Mlhats CFO{263: GEMENT - SOFTWARE g Siystom i from Alphawest 2006 2007
lmaPal | i OGS
Niokes:
Boress Vew vt .
i mmﬁ View Pane (bottom half of screen)
oo
4 d ke (It h Q’WBS]

Contiale Conbent: Poape i (Mo Uisdy)

opmtes ks ) e I\ View Pane Tabs

Burton, Sua. EDRH DEV. ras-tim0S-01 o monach.ed o

Shortcuts
Toolbar
View Pane Tabs: Under the view pane are the Properties, Notes, Preview and
Previous tabs, these provide further information about the
record.
Properties Tab and The View Pane Headings are visible in the Properties and
the View Pane provides detail about the record highlighted in the list pane.
Headings:
Notes Tab Allows you to view any of the Notes attached to the record.
Preview Tab: Allows you to Preview an electronic document without
opening it (PDF and Excel documents can sometimes appear
unformatted).
Previous Tab: This function is not available at Monash University.
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3.5.4 Customising the View Pane

The information that appears in the view pane Properties Tab is information relating to
the record highlighted in the list pane — as each record is highlighted in the list pane
different information will appear in the view pane.

The View Pane can be modified for individual Record Types.

1. In the View Pane;

Record Mumber | (@l CF12/1123

Title E AR T A AR LA EE LT T - )

Assignes g Copy CrHC Lince m

Hame Location

Date Registered | | i

Date Closed sl 21 PH

Related Records | e C Customise
Related to: CF12/1121: INFORP\:I
Related to: CF12{1122: INFORMATION

All Parts CF1Z211123: INFORMATION MANAGEME

Lakest Part (B CF12/1123

Maokes

Right mouse click and Select Customise;

Select the Record View Pane dialogue box required from the Displayed Fields list
and either click on the Add-> button or double click on the heading required;

Click on the Up or Down buttons to change the order of the field headings;
5. Click on OK.

Available Fields Displayed Fields

L10] Accession Mumber

% Addresses

[ all actions -

m all Cankacts 23 Miske Damickarad

¢ All Holds

R ad-> . Add Button

m All Jurisdictions

m all Parts g HOme Locaton
m Al Record Requests m MNotes

[ Al Redactions [¥ Access Contral

[ &l Thesaurus Terms

[ all versions

[0 Alternative Container
m Alcernative Containers
m Alkernatively Contains

|<

U B Up and Down Buttons

[ [0]4 ] [ Cancel ] [ Help ]

You can drag and drop the headings in the view pane to change the order.
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3.6 Shortcuts Toolbar

HP TRIM screen also has Shortcut Toolbar on the left side of the HP TRIM screen, to
assist users in accessing commonly used records.

The shortcut bar settings have also been configured to meet Monash user requirements
these include: Favourites, Recent and Trays.

Favourites Tab Recent Tab Trays Tab
Shorkouts b4 Recert Shortcuts 4
Fawvountes ] Favourites

= m Recent
ir My Containers Trapz
Records
3 I 5
; A Recent Documents Records Work Tray
WorkFlows T
1 g
O Records In Tray
Locations

Classifications

'

Saved Searches

» Records;
» Location;
» Save Searches.

Are trays available to all HP
TRIM users

» My Containers —

remembers the last 25
files used;

Recent Documents -
remembers the last 25
documents created.

5,
Records Due Tray

B

4
Activities Due

9

My To Do Ikermns

ser Labels

Functionality used mostly by
staff managing
Examinations Papers:

» Activities Due;

» Records In Tray.
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A4

Searching for Records

o

4.1

Finding Records

Find Recaords. ..

Searches in HP TRIM are not case sensitive, and searches can be saved.

X

Wildcard searching is also available where part of a phrase is not known:

For example: sun*hine or sunsh*

4.2

Running Basic Search — Find Records Pane

To run a quick search use the Find Records pane displayed under the toolbar at the top
of the screen:

Search By Equal To
Title Word + [ | brad pitt

v Find |

To conduct a quick search In the Find Records pane toolbar:

1.

3.

4.3

Click on the kwikselect icon
(yellow folder) to select a
search method;

or

1. Clicking on the Drop-Down
arrow on the Search By field to
select recently used search
methods

Enter a search value into the Equal To field(this field heading will change

depending on the selection in the search by method);

Click the Find button or press enter on your keyboard.

Running a Search from Find Records Toolbar

Running a simple search from the find records icon enables filtering, sorting and running
searches with multiple search
methods.

To run a search:

1.

Click on the Find Records Icon
in the toolbar;

In the Search By field select a
search method through the
drop down or kwikselect icon
(yellow folder);

In the Equal to (this field
heading will change depending
on the selection in the search
by method) field, type in the
search value;

Click the OK or press enter on
your keyboard.

Search | Sork | Fitr
Search By
Title Word
Equal To
brad pitt

Current Selection

. [O]x]
Search By
L ~E
Equal To F 55

o | [ cancel | [ open | [ el
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4.3.1 Searching using Multiple Criteria

Searching using Multiple Criteria enables you to change the search method or the search

criteria as required. This may include adding or deleting search methods, search values,
filtering or sorting.

~

For Example:
Multiple Search combinations can include:
9 Title Word search and by Date Registered,;
/ Or
Title Word and Record Type

1. Click on the Find Records icon on toolbar;

Search for Records

Search [sort | Filter | Record Types |

Search By .

[ crestor (4 First Search Method
i N

Location

‘ Burton, Sue (Miss) |

Current Selection

AND OR Mew

Click on New E

Creator is ‘Burton,

J[ Zancel ][ Open

] [ Help J !

2. In the Search By Field select the First Search Method;
3. In the Location field type in the search value;

4. Click on the New button (half way down the dialogue box) — this opens up an new
line in the section below;
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5. Select the appropriate search combination option either the AND/OR radio
buttons;

Search for Records |§”zl

[‘Searth [sort | Fiter | Record Types|
Search By
[Dete Regstered < Second Search Method
Date From \
16/5/2012 | ~
Date To
167572012 [ v

AN DIO R Current Selection

. @aMp (CoR _New N B . NOT __Reset
Radio Buttons /’ w )

[ ok ][ coel J[ open |[ heb | ]

6. Go back to the Search by field and select the Second Search method;

7. In the Date From and Date To fields enter in the search value;

@' If you make the search too complex a search result will not be returned.

8. Click on OK;

9. These steps can be continued for multiple lines.
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4.3.2

Search Combinations

Search combinations under the Current selection options in the Search Tab include:

Saa,[:h for Records |:iEJ@
Search |§E|rt_|i-}-=it:|i_REj?yp:|
Search By
‘ Date Registered 2 |
Date From
5/6/2012 | i
Date Ta
|s/6/2012 v

New, Insert, Delete, (... ), NOT and

Q BUttons/

AND /OR >®nND Oor [ mew  J[ mset ][ pelete | e [ mwor ][ Rese
/|

Current Selection

AND /
OR

New

Insert

Delete

¢.)

NOT

Reset

Creatar is 'Burton, Sue (Miss)'

and Date Reqgistered is

[ [a]:4 J[ Cance| ][ Open ][ Help ]

The AND/OR combination will only return those records that meet all search method.

e An AND search narrows a search, returning fewer records but pinpointing the
required records.

¢ An OR search broadens a search.

The New button adds a new line to your search at the bottom of your existing search
method.

The Insert button adds a new line to your search, positioning it above the selected
search method.

The Delete button will delete the highlighted search method from the Current
selection Box.

The Brackets button will enable you to group search method together. This has the
effect of mathematical brackets, whereby lines that are bracketed are always dealt with
together as one, and will precede any other operations. The Brackets (...) button will
remain greyed out until two or more search lines are selected.

The Not button allows you to exclude records from the search results. If you have
tagged search method the Not function will exclude all tagged search methods.

The Reset button will delete (once you confirm) all search method from the Current
selection Box, allowing you to construct a new Search.
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4.4 Sorting and Filtering a Search

4.4.1 Sorting a Search

o

Find Records, ..

The sort order of a search will automatically be most recent record
first, and you can click on any of the column headings (in the list pane) to re-sort the

order of the search.

1. Click on the Find Records icon in the toolbar;

2. In the Search By field select a search method through the drop down or

kwikselect icon (yellow folder);

In the Equal To field enter in the search value;

Click on the Sort Tab;

5. In the Sort Fields levels 1-3
select the required sort criteria:

. tick descending
(down/most recent) or

e tick ascending (up/less
recent).

A 7
N

:“"‘":9 Not all 3 sort fields need to be selected.

4.4.2 Filter a Search by Record
Type

Any record search generated in HP TRIM
will default to search by every Record
Type the user has access to.

To select the Record Type to search by:

Search | %t |FL

St Pl

1 | pate Regrzesad
2 o sert
3 mosont

[ Save s Dk Sart Fiskds

Sort Tab

o | [ come | [ oo |[ e

1. Click the Find Records icon in the toolbar;

2. In the Search By field select a search method through the drop down or

kwikselect icon (yellow folder);

3. In the Equal To field enter in the search value;
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4. Click on the Record Types tab;

P
Search | Sort | Filker | Record Types L Record Types Tab

v Record Type
o] cenTRAL DOCUMENT
" [ CENTRAL FILE
[El LEGAL DOCUMENT
[ LEGAL FOLDER
& HR DoCUMENT
[ STAFF FILE
8 HR. SUBIECT FILE
=9 HR BOK
[l sTUDENT DOCUMENT
STUDENT FILE
[ FACILITIES AND SERVICES DRAWING
[ FACILITIES AND SERVICES FILE
Bl FACILITIES AND SERVICES DOCUMENT
[Bl FACULTY OF BUSINESS AND ECONOMICS DOCUMENT
B FACULTY (F BUSINESS AND ECONGIMICS FILE
= FACULTY OF EDUCATION DOCUMENT
[ FACULTY (F EDUCATION FILE
[El RESIDEMTIAL SERWICES DOCLMENT
55 RESIDENTLAL SERVICES FILE £
7 COMPU-STOR. BOX
[=] STUDENT CARD - ARCHIVES
[ STUDENT RECORD - ARCHIVES
=] ARCHIVAL DOCUMENT
ARCHIVAL FOLDER
¥ arcHival sEriES
[E] STAFF RECGRD - ARCHIVES

>

|<

Save as Default A’ Save as Default Record Type Filters

[ K ] [ Cancel ] [ Open ] [ Help ]

5. Untag all Record Types by right mouse clicking in the list of record types and
Select Untag All;

» Right mouse click to tag only documents or all files.

» Awarning will appear if no record types are tagged.

6. Tag at least one record type by left mouse clicking to the left of the required
record type icon(s);

7. If these are the Record Types you need to search for each time - tick the Save
as Default Filters box;

8. Click on OK.

4.5 Refining a Search

S
The Refine Search function is only available after the initial search. “-:D
Refine Search

When a search result needs to be modified it is not necessary to
restart the search.

The refine function enables a search to be modified by:
e Clicking on the Refine Search toolbar icon; or
e Selecting the F7 shortcut on your keyboard; or
e Right Mouse Clicking>Search>Refine Search).

The search method and values can be then modified accordingly.
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4.5.1 Saving Searches

Any search generated in HP TRIM can be saved.

function is used to capture searches
that are run regularly or are complex.

To save search:

1. Generate a search;

2. Right mouse click on a record
within the list pane;

3. Select Search>Save Search As;

General Tab

4.
search;
5.
changes are required;
6.
required;
7.

unit/faculty if required;

A

Saved Searches

The Save Search

» Hyphens cannot be added in the
Search name field;
» The search name can be up to 50

character spaces.

In Name Field in the New Saved Search dialogue box, type in a name for the
In the Description field (this will default to the details of the search) — no further
In the Icon field this will default to the search Icon — no further changes are

In the Owner field this will default to the user logged in— change this to a business

S Mew Saved Search

|28

General | Access Controls

Mame

RIM Central Files O

Description
Records - "TRIM™ in Title - Fitered

lcon

‘*\a

Burton, Sue (Miss)
Within Search Group

Add to facourites {1 Add to Favourites

l Edit Gueny ]

oK Cancel Help ]

| | J |

8.
9. Tick the Add to Favourites tick box;
10. Click on OK.

In the Within Search Group field the default is blank — do not change;
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4.6 Locating a Saved Search

4.6.1 Saved Search — Located in Favourites

If you clicked on the Add To Favourites Tick Box when saving the search:

1. Open the Favourites tray on the shortcuts toolbar (left of the screen) and Open
the Saved Search shortcut;

2. Double click on the saved search to run the search.

4.6.2 Saved Search — Not Located in Favourites

File Edit Wiew §earch|100|s Window  Help

D "% Find Records... Chrl+F

l~.| Saved Record Searches. .. Cirl+G

Mew...  Print Browse Via Classifications Chrl+F3
Shortcuts

Favourite P Find Locations. .. Chrl+L

,— L Q Internal Locations Directory

| 2 i Saved Location Searches. ..

Records

_y | B Find Activities Chrl+y
;;’L‘ 5 Find WorkFlows Chl+
Workflows g Find Communications Chrl+G
—
w Current Search 3
Locations, Mavvigation 3
=N
B HP TRIM Trays 3
ClassiFicatiol Favourites 4
2| User Labels

f

If you need to find a saved search that is not in the Favourites:
1. In the menu select Search>Saved Record Searches;

2. Double click on the saved search to run the search.

@ ; ,\ If this is a search you are going to use often then highlight the search title and press
\\) F4 on your keyboard to add it to your favourite saved searches.
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4.7 Commonly Used Search Methods

To access a range of search methods click on the kwikselect icon (yellow folder) at the
end of the search by field (see Section 4.2 Running a Basic Search and 4.3 Running a
Simple Search).

Each search method is categorized, by its function such as:

The most commonly used search methods include:

Under the Text Search category

oTitle Word: Searches Titles of any record;
eNotes Word: Searches Notes of any record;
eAny Word: (recommended) Searches a Combination of Title Word and Notes Word of any record.

Under the Reference and Control Numbers category

*Record Number: Searches the Unique number/Identifier of any record.

Under the Trays and Labels category

eFavourites Tray: Searches any record within the user's Favourites Tray.

Under the Dates and Times category

eDate Created: Searches for the Date the record was created ie date the record was finalised
or signed.

eDate Registered: Searches for the Date the record was registered into HP TRIM.

Under the Contacts, People and Places category

Note: all searches under this category can be broadened to include people, organisations
(business units), and groups.

eAddressee: Searches for the person that the record was addressed to.

eAssignee: Searches for the records that are currently assigned to a person.

eAuthor: Searches for the records authored by a person.

eCreator: Searches for records that have been registered to HP TRIM by a HP TRIM User.
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4.8 Browsing via Classifications

The Browse via Classification (see Section 5 — Registering Files, Documents and eMails)
search method allows you to browse to a HP TRIM record using the Monash Classification
structure. Browse via Classification enables you to drill down through the classification
structure until you locate your file or record (like Windows Explorer).

To Browse via Classifications:

1. In the menu select Search>Browse via Classifications;

ZZ HP TRIM
File Edit Yiew | Search i Tools ‘Window Help
< S Find Records. .. Chr+F
2
D Saved Record Searches... Chrl+G
WS Too  [AAE r| Browse Yia Classifications Chrl+F3
Shortcuts |
Fawourted B2 Find Locations... Chrl+L

= L Internal Locations Directary

Saved Location Searches...

Records
_ |#e Find Activities Chrly
;E !§ Find Workflows ChrH-n
wiarkflows Ze Find Commurications Chrl40)
L
@ Current Search
Locations, Mavigation

HP TRIM Trays

Classificatiol Favourites

2| User Labels

2. In the Classifications — top — 14 Classifications Found dialogue box the Function
Level (top) dialogue box click on the plus + next to the Function;

3. Click on the plus + next to the Activity level this indicates that files exist under
that Function>Activity in the classification structure;

[ Classifications - top - 14 Classifications Found
§ ClassFicaton The | Record Detads

ey CRMPUS SUPPORT SERVICES

& gy COLLEC NS MANRGEMENT

+ P COMMERCIAL (RTRATICNS

¥ s EXTERNAL RELATIONS

& B FACILITIES AND INFAASTRUCTLRE.

13 FINANCTAL MANAGEMENT

+ Py GOVERMANCE AND STRUCTLRE

# B HEALTH SAFETY A0 EVIRONVENT

i P LEGAL SERVICES

&y REsEANCH

+ P STUDENT ACMBOSTRATICN
¥ b TRLCHING

ClssFication TRl | pBy HLMAN RESOURCES
Motz The f f managig al staff of th i fored tarm, casual and e deve
pkins adph :

Forthe pe F safl ek ouaff, use HEALTH, SAFETY

Fox the frewisenaf aippart savices sich a6 perscnal curvesing for st s CAMPLIS SUPPORT SERVICTS - Courring

A note is displayed at each function and activity level to provide information and to
assist in determining the correct classification to use creating a file.
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To display and print files listed under an Activity:
4. Highlight the Activity level;

5. Right mouse click and select Show Records (or use Ctrl-R).

B Classifications - top - 14 Classilications Found = (B

RESCURCES
# [0 HUMAN RESOURCES - ALDITING

1 EEH MUPAN RESOURCES - COMMITTEES AND BOARDS

41 [ UMAN RESOURCES - CONSULTANTS AND CONTRACTORS
1 FE MUMAN RESOURCES - EMPLOYMENT CONDITICNS

# [ rumAN RESOURCES - GRIEVANCES

1+ ] Human AND STAFF

1+ ) HUMAN RESOURCES - INDUSTRIAL RELATIONS

141 [E MUMAN RESOURCES - INJLRY MANAGEMENT

27 urAN RESOURCES - POSITION CLASSIFICATION

HMAN
HUMAN RESOURCES - REMUNERATION
PO MCTS NT

2§ MUMAN RESOURCES - STAFF TRANSFERS.
[1E8 MUl RESOURCES - TEAMINATICNS
[ INFORMATION MANAGEMENT

Classfication Ttin | ) CES-
Hakas Tha actiity: cf J¥ ko deviion tvekr sl nd oh st -
Trchides dovsioping i el
For suaff development prograss, futher specfy by the name of oy, - Staff o
\Propertns {ites /
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5

Registering Files,
Documents and eMalls

51

Do

Record Titling Conventions

. «Do Register Records with

meaningful titles - To help you to
find the records you register.

* Do Use consistent language.

¢ Do Use a hyphen with a space at
either side to break up a title
instead of punctuation.

* Do Avoid Jargon.

¢ Do Enter the date in the format
19 October 2007:

with the exception of
Human Resource records
where the date should by
YYYYMMDD and use four
digits for the year;

For Example: 20071019 for
19 October 2007.

¢ Do Enter a Financial Year as:
2010 - 2011.

* Do Use exact and complete
organisation name.

¢ Do Enter a individual’s full name.

* Do Use the Notes field if the Title
field is not long enough.

* Do place spaces between words.

* Do apply naming conventions
when applicable.

Do Not

*Do Not Use terms such as:
general and miscellaneous in
titles.

* Do Not Use symbols; such as: !
*&\/_or @in the title.

* Do Not Use Punctuation; such

as;, . 2 “T18-

¢ Do Not Use abbreviations; such
as: BioEco, Mtg - This creates
inconsistency and hampers
searching.

*Do Not Use acronyms -

For example: HSC is now
redundant and can have
other meanings such as:
Higher School Certificate;
or Health Services
Commissioner.

* Do Not Register an email or any
other documents to HP TRIM
without checking and editing the
title.

e Do not use the scanner
generated information as the
record title.
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5.2 Registering a Central File

1. Click on the New... Icon on the toolbar or select File and New from the menu;

» This process does not apply to staff using Staff or Student Record Types.
» The New Record form differs.

#- All mandatory fields are identified with a red asterix.

' Gaarch By LIt
Favoutes | Record Number f

2. Select required Record Type;
3. Click on OK.

General Tab

1. In the *Classification Field click on the yellow folder at the end of the field, this
will provide a list of classification terms;

Biow Aecord CENTRAL FRE

o Tak
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> Two levels must be selected a Broader Term (1** Level) and Narrower Term (2™
Level).

» All Classification terms have notes in the View Pane that provide guidelines for how
to use the term.

» Classification is not used on some file types.

Select the terms to be used and click on OK;

| Sabect Frem Classifications - parent:0 - 14 Clasifications Faund

Fiaes Epmied Leve ey |

+ 5 GUVTRNANCE 840 STRLETIRE oy

B [ HEALTH SAFETY AND ENVIROHMENT 5 150

5 HUMAN RESOURICES B 1007

5 INFORMATION MANAGEMENT B 4

% ] eSS MANAGEMENT Ecant

&) i Efost

+ B cowpareEs anp BoaRDs Elosny

= B ooy EJ cent

o] urL BT PRoRERTY Y vy

o EE1 e 4 REPORTING Bl ooy

& B0 POLICY A0 PROCEDIRES Bl

+ Y rrrcaTion By

[ | SRS DEVELOIVENT 2400 MARAGENENT (30 200

+ i LEGAL SERVICES B 4ij
) RESEARCH B 5o =

o ]

. he AroREyTig, MGtAG el by o s (g

o data, s - Cortrdl,
Father specy e e of e systen.

- B —
“Propeities /| Nobes

Lo J[ o |[ smn [ w0 |

In the *Title (Free Text Part) field enter a description of the file content;

In the *Assignee field enter the name of the person who will use the or if the file
is electronic only enter Records Storage: Electronic;

In the *Owner Location field ensure that the responsible business unit or faculty
is entered as this should default depending on the Assignee

In the *Home Location field ensure that the storage location is entered in the
case of an electronic record this should be Records Storage: Electronic;

In the Access field leave as the default;
Click on OK.
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5.3 Drag and Drop Function
Save the document to a place in your network drive, folder on your PC or your desktop):

1. Locate the document on the computer, and highlight;

. o If a document entry form has an author field do not drag and drop to the file.

2. Open HP TRIM;

3. Drag and drop the document into HP TRIM (release the document into the space
under the quick search toolbar);

. i
i« |eie x|

4. Depending on your settings you or
will see the default Record Type
selected from the Dropped Files
Setting; (See Section 3.2.1 -
Change default Dropped Files
Settings);

Select the document type to
register the document to within
Record Types dialogue box list;

(See Section 5.5 - Registering a Central Document)
5. Highlight the relevant record type
6. Click on OK;

7. Register the document as per the record type requirements.
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54 Send To HP TRIM Function
1. Locate the document, and highlight;
2. Right mouse click and Select Send to>HP TRIM;

4 KB Microsoft Word 97 -,

?dlthEI'l 24 KB Microsoft Word 97 -,
New 24 KB Microsoft Word 97 -,
Frint 24 KB Microsoft Word 97 -,

24 KB Microsoft Ward 97 -,

" Conwert to Adobe PDF 24KE  Microsoft Word 97 -,
" Conwert ta Adobe PDF and EMail 24KB  Microsoft Word 97 -,
. Combine in Adobe Acrobat. .. 24 KB Microsoft Word 97 -,

24 KB Microsoft Word 97 -,

NetWare Copy. ..
N Hetware Copy 24KB  Microsoft Word 97 -,

Make Available CFfline 11KE Adobe Acrobat 7.0

Open With... 11KE Adobe Acrobat 7.0

Scan with Sophos Anti-Yirus 11 KB Adobe Acrobat 7.0,
) WinZip » 11KE Adobe Acrobat 7.0,

P R T,

(] cCompressed (zipped) Folder |

Cuk @' Deskiop {create sh

Copy 3 HP TRIM Send to>HP TRIM

Create Shorkout __J Mail Recipient

Delete u:" My Documents

Rename

i DVD-RAM Drive (E:)

Properties r

Depending on your settings you will see the default Record Type selected;

from the Dropped Files Setting; or
(See Section 3.2.1 - Change

default Dropped Files Settings): Select the document type to register the

document to within Record Types
dialogue box list.
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55 Registering a Central Document

» The Date Created will automatically populate for all documents so change as
required;

» This process does not apply to staff using Staff or Student Record Types.
» The New Record form differs for each Record Type.

General Tab

|51 Haw Record CENTRAL DOCUMENT EEE

[[Gonera s | Pravemce
L
# | Emal Notificalion uf Fund Detals Swet - Corkract < Chidren and Yoursy Peugle H
gl

* | Huarten, Sue (s} ~ & +E]

=

In the *Title field enter a description of the document content;

In the Date Created field enter the date the document was written or select the
date by clicking on the calendar icon at the end of the field;

3. In the *Author field enter the last name of the person who wrote or signed the
document;

Type the surname of the author then click on the kwikselect icon (yellow folder)
and select the name from the contacts list.

» When the name of the author is unknown use an organisation or unit name.

» If the author is not in the Location List, add them as described in Section 8.4 -
Creating a New External Person or8.4 Creating a New External Organisation.

4. In the Addressee field Enter the addressee if applicable (this is optional field);
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Type the surname of the addressee then click on the kwikselect icon (yellow
folder) and select the name from the contacts list;

» The preferred scanning format is PDF.

<\ » When scanning forms with multiple pages ensure that all pages are scanned even
) when they are not fully completed.

» Different types of PDF documents can be generated by Adobe Acrobat.

» To enable HP TRIM to index the content of a document include optical character
recognition (OCR) of text when scanning documents when possible.

5. In the *File field enter the HP TRIM file number that this document should be
attached to. If the number is not known:

Click on the kwikselect icon (yellow folder)and search for the file.

6. In the Access field leave the access controls as the default unless there is a
requirement to restrict access to the document — if necessary follow the steps in
the Access Control section (see Section 7 - Access Controls).

Notes Tab
7. Click on the Add Notes button;
8. Enter any further information;
9. Click on OK;
10. Click on OK.
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5.6 Scanning documents

Use the following parameters to keep the image size as compact as possible and scan to
multipage PDF:

Scanning Recommended Colour
. DPI
options Level
Black and Scan as Black and White this 200 DPI
White is the preferred scanning
documents option for all objects
including colour documents.
Colour Black and white scanning is 200 DPI (default setting on Monash
documents preferred except where multifunction devices)

colour is integral to
understanding the document
e.g. the document refers to
items in red text.

Scanning in colour increases
the size of the document

significantly.
Handwritten Scan in black and white. 300 DPI
Documents
Images and Scan in grey scale 300 DPI
Photos
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57

Registering an eMail

Email can be saved to HP TRIM however there are differences depending on the web
browser (Google Chrome, Mozilla Firefox) or email program (Outlook) that is used to

access Google mail.

57.1

Open Outlook;

Highlight the document to be saved to HP TRIM;

Saving an eMail from Outlook

Click on the Add-Ins Tab or the Add-Ins Toolbar (depending on the version of

Outlook used);

=R Nk

| File | Home Send / Receive Folder View Add-Ins Add'lns Tab
2 5 1% 3p HPTRIM - p—

Custom Toolbars
4 Favorites

L -] Inbox
[ Sent Items Arrange By: Date

L= Deletedltems =

4. In the HP TRIM Toolbar click on the appropriate icon:

x
]
=

Saves email complete with attachments.

Saves only the attachments and not the email.

Saves only the email and not the attachments.
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5. Select the Document Type to save the email to;

E% Select From Record Types - all - 14 Record Types Found

% Mame Q Home Location

& LEGAL DOCUMENT

B Hr pocUMENT

B STUDENT DOCUMENT

FACILITIES AND SERVICES DOCLIMENT

B FACULTY OF BUSINESS AND ECONOMICS DOCLMENT
=| FACULTY OF EDUCATION DOCUMENT

[ RESIDEMTIAL SERVICES DOCUMENT

[Z STUDENT CARD - ARCHIVES Records Starage: Archives

@ STUDENT RECORD - ARCHIVES Records Storage: Electranic

2 ARCHIVAL DOCUMENT Records Storage: Electronic

B armmmis crnree [l e e e

i | il

Mame @ CEMTRAL DOCUMENT

Active? Active

Access Control Can Use: People in (Industry Engagement and Commercialisation or Security

Group: Central Documents - Create or Audit and Risk Management or
Organisational Development and Policy Branch or Marketing Services or Pro
Wice-Chancellor - Planning and Quality or Occupational Health and Safety or
Records and Archives Services or Executive Services or OFfice of the Deputy
Wice-Chancellor {Global Engagement) or Corporate Finance - Research and
Rewvenue Accounting Services or Research Office or University Solicitor)
Defaulk Record Access | Destrow Record: People in (Security Group: Records Disposal)

Motes

4 I 3 I\Properties ATates /

OF Cancel Search Help

6. Fill in the Record Type entry form as for any other document registration (see
Section 5.5 - Registering a Central Document).

When an email has been saved to HP TRIM the word TRIM will automatically be entered into
the subject line of the document in Outlook.

«
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5.7.2 Saving a Google eMail
Firefox browser

Including Any Attachments) from the Mozilla

This process enables the user to save emails or emails including attachments to HP

TRIM.

1. Open email through Mozilla Firefox;

2. Click on the Drop down to the right of the eMail time stamp;

3. Select Show Original; A screen of script will appear;

2 LIK.?N.\“H “

Mail - + a o

]
¢
I

Monash memo - Weekly emall 6 June 2012 Ly IR raa

Menash Meme me

— In Eroﬁle

ol £ 3 o

Show Original

4. In the Menu Select File=Save Page As;

5. In the Save in: field determine where to save the email to (Desktop is

HIME-Version: 1.0

Received: by 10.112.064.143 with HTTP; Thu, 10 Jan 2013 1B8:56:35 -0800 (PST)
Date: Fri, 11 Jan 2013 13:56:39 +1100

Delivered-To: sue.burtonfmonash.edu

Message-ID: {CAKBnfzHCDE/H*JTEdsYUBTOUng_yPIBGftr]{eLS‘mrtaEGBisA@mall.g'mail.cnm}
Subject:

From: Susan Burton <sue.burtonfmonash.edu>

To: Susan Burton <sue.burtonfmonash.edu>

Content-Type: multipart/mixed: boundary=089s01182dSectb03z204d2fa71c?

—-089e01182d9%ecfb03204d2fa71c?
Content-Type: multipart/alternative; boundary=089e01182d%ecéb02aldd2fa7lics

—--089e01182d9%eceh0Zal4difailcs
Content-Type: text/plain; charset=I50-8859-1

Sue Burton

Reload

Records and Archives Services
edolutions

Building 3A&, Clayton

Monash Universitcy 3800

T Fehle 3 00055013 Select Al
120 susan.burtonfmonash.edu

k This Page

View Page Source
—-0B89e01182d9%eceh0Zal4d2fa7lcs View Page Info
Content-Type: text/html; charset=IS0-8859-1

I t El t
Content-Tranafer-Encoding: guoted-printeble nspect Element (Q)

<br clear=3D"all"><br>-- <br><div><font color=3D"#6666cc” face=3D"arial,hel=
vetica,sans-serif™ size=3D"4">Sue Burton</font></dive

<div><font face=3D"arial, helvetica,sans-serif"></font>=A40</div>

<div><font face=3D"arial, helvetica,sans-serif">Records and Archives Service=
s<brreSolutions<br>Building 34, Clayton<br>Monash University 3800<br>T:=Ai0=
=AD + A1 3=A0 9390 55013</fontx»</divs

<div><font face=3D"arial, helvetica,sans-serif">E:=A0=40=A0 </font><a href=
=3D"mailto:susan.burtonfmonash,.edu” target=3D0"_hlank"><font face=3D"arial,h=
elvetica,sans-serif">susan.burtonfmonash. edu</ font></a><br></dive
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recommended);

6. In the File Name: field ensure the extension is changed to .eml;

7. In the Save as type: field click on the drop down and select All Files;

8. Click on the Save button;

Go to the location the email was saved to:

9. Save the email to HP TRIM (see Sections 5.3 - Drag and Drop or 5.4 Send To).

Save in; | @ Desktop

=3 IElMy Documents
9 My Camputer

4y Recent

Docurments

SR HP TRIM
@ |1 Configuration

Desktop

e ES-CIaytoncolou

callista—access—

My Computer

.a Py Metwork Places
&ﬁ\dobe Acrobat 7.0 Standard

ICIERMS Phase 3 docs
|5 Guick Reference Guides

i |51 Training Forms
IC1Upgrade Issues

r.pdf

) 224951 - AMA Yictaria - TRIM 6R2 Canfiguration Matrix - ¥5.0 - Jan 2010,xs 58 Mazilla
Eﬂ.ﬁ.dobe Captivate 5

form-central doc

Calls Log - do not use, xls

|

S Dy
@ Enrolme
ElFap Lal
% Google
'B Lean Ti
@ IMicrosc
@ Microsc
Microsc
E Monast
B,! Monast
@ monast

3 paint
T Printke
(EK] Publical

>

Change the extension to .eml

| rnail. google.eml

by Network.

Save as type:

| &l Files

Click on the Drop down arrow,
and select All Files

0 The title can be amended at this stage.
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5.7.3 Saving an eMail (including an Attachment) from Google

Chrome Browser

. Open email through Google Chrome;

. Open the document to be saved to HP TRIM;

A W N P

Wt Monash Universty (Stafl) Mal | | ho

Mail - - B 0 ] M- % s
m Monash memo - Waekly email 6 June 2012 Fomr v et
Inbex Minnk Mt marmoGrnsih
Stamed M
it Mossish Mems = 6 June 2012
Card Mad News and ndermation for Monash Unieraity st
g e
Deafls.
InbanF cllow
T Monash Memo
Inbonrfarmation
£ Juns 2012

InbonT Helpdesk

Inbouasting Hems

Inbox/Fiead fmonow

1008 (5 houts aga) -

. Click on the Drop down to the right of the email time stamp;

. Select Show Original; A screen of script will appear;

1dM £ 3 -

LY ]

* Fegly
"™ Ruply 1o al
= Foeward

Filtar messages Mie this

Show enginal

Show Original

Masiige toet g

Transkate mgss

Mark a3 unread

5. Right mouse click in the screen and select Save as...;

Manash mema - Weekly emai | [] hitps:/mail google.comimal” |\ |

C |8 https/fmall.google.com/mail/?Li=2k =258 3fh 29858 view=0math=137bf3ecd2507c01

Delivered-To: sue.burtonfmonash.edu
Received: by 10.220.182.141 with SMTP id cecl3esp51301veb:
Tue, 5 Jun 2012 17:43:13 -0700 (PDT)
Received: by 10.68.227.195 with SHTP id sc3wr52500414pbe.104.1338943393203;
Tue, 05 Jun 2012 17:43:13 -0700 (PDT)
Return-Path: <listpost@monash.edu:
Received: fromw psmtp.com ([74.125.149.174])
by mx.google.com with SMTP id jgSsil23237pbc.228.2012.06.05.17.41.37
(version=TLSv1/85Lw# cipher=0THER) ;
Tue, 05 Jun 2012 17:43:13 -0700 (PDT)
Received-SPF: pass (google.com: dowain of listpostBrmonash.edu designates 130.194.13.163 as
Authentication-Results: mx.google.com: spf=pass (google.com: dowain of listposti@monash.edu
Received: from kyle.its.monash.edu.au ([130.194.13.163]) (using TLSvl) by na3sys009amx193.p
Tue, 05 Jun 2012 17:43:11 PDT
Received: from cleese.its.monash.edu.au ([130.194.13.85]1)
by kyle.its.monash.edu.au
(Sun Java System Messaging Server 6.2-4.03 (built Sep 2z 2005))
id <OMS600D01SMVOO00RkYle. its. monash. edu. aux
(original wail from memoBmonssh.edu); Wed, 06 Jun 2012 10:27:07 +1000 (EST
Received: from cleese.its.monash.edu.au ([130.194.13.85])
by kyle.its.monash.edu.au
(Sun Java System Messaging Server 6.2-4.03 (built Sep 22 2005))
with ESHTP id <0MSE00KB4SSPCDSO0fkyle.its.wonash.edu.aur for
allmonashstaff-lBmonash.edu.au; Wed, 06 Jun 2012 10:10:01 +1000 (EST)
Received: from cleese.its.monash.edu.au (localhost.localdomain [127.0.0.1]%
by localhost (Postfix) with SMTP id BF30C7662DD; Ued,
06 Jun 2012 10:10:00 +1000 (EST)
Received: from dyn-459-127-105-225.its.monash.edu.au
(dyn-49-127-105-225. its.monash.edu.au [45.127.105.225])
by cleese.its.monash.edu.au (Postfix) with ESMTP id 9002B766263; Wed,
06 Jun 2012 10:10:00 +1000 (EST)
Date: Wed, 06 Jun 2012 10:08:5% +1000
From: Monash Memo <memofmonash.edus
Subject: Monash memo - Teekly email & June 2012
To: ALl Monash Staff <allmonashstaff-lEmonash.edu.aur
Message-id: <4FCESFD7.4050405Bmonash. edus
Organization: Monash University
NIME-version: 1.0

Prink. ..
Translate to English
View page source

YWiew page info

Inspect element
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6. In the Save in: field determine where to save to (Desktop is recommended);

Save in: | [ Desktop V{ Save in:
N

[ ElMy Documents [élShc-rtcut to Helpdesk F
It 9 Iy Computer @Shortcut to sss

My Recent g Iy Mektwork Places
Daocuments -5 Configuration

[CT)ERMS Fhase 3 docs
@ (= Personal
(L5 Quick Reference Guides
|iReplacements

(L= 5ample Documents
[ChShortcuks
i L3 Training Forms Chang.e the
[ChUpgrade Issues extension to

{5 5horteut ko Central

Desktop

.eml
@ =l 1l ] L2l
4y Conputer \v/
File name: mail.google. eml V| [ Sawve < Save Button
g Save az type: Text Document vl [ Cancel J
by M etwark

Leave Save
astype:asa

Text
Document

7. In the File Name: field ensure the extension is changed to .eml;
8. In the Save as type: field click save as a Text Document;
9. Click on the Save button;

A popup menu will appear at the bottom of the Google Chrome screen indicating that the
email has been saved.

This 15 & multi-pact message in NINE format.

Content-Type: cewc/platn: charaet=150-3855-1: =7 Inued
Content— a

A\

A Pop up Menu appears indicating that the
document has been saved.

|5] e Guide Sample - G ol -

Go to the location the email was saved to:

1. In the File Name: field ensure the extension is changed to .eml;
2. Save the email to HP TRIM (see Sections 5.3 - Drag and Drop or 5.4 Send To).
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5.7.4 Saving an eMail (including an Attachment) from an Internet
Explorer Browser

1. Click on the Drop down to the right of the email time stamp

TRIM Training - Internet Explorer Example b x = |

Susan Burton <sue bunton@monash.sdu> @ 09:39 (1 minute ago) « [A DTOP Down Arrow

tome [+
+ Reply
= Forward

. Filter messages like this
@ Sheet - 01b - g paper documents.docx
43K View Download Print

Delete this message

Report spam

Repart phishing

Show Original > Show gl

Message text garbled?

3% full ©2013 Google - Terms of Service - Privacy Policy - Programme Palicies
Uising 0.9 GB o1 your 25 GB Foweredby Google Translate message

hark as unread

2. Select Show Original; A screen of script will appear;
3. Right Mouse Click and select Save As;

4. Select the location you will save the email to for example, your desktop or a
network folder;

O T T T Ty e e ST e

irton <sue.burtonfmonash.edus>
on <gsue.burtonfmonash.edus>
multipart/mixed; boundary=047d7b343cl1006859a04dda78c17

106859a04dda78c17
multipart/alternative; houndary=047d7b343c1006859704dda78c15

106859704dda78c15
texdt/plain; charsec=I30-8859-1
Back
Forward
Reload
‘chives 3Jervices m Save as...
Prink... —
E IEyLOn Translate to English
3ity 3800 .
View page source
O S S S R
irtonfmonash. edu Inspect element
About Chrome Frame. ..
106859704dda7?8e15

text/html; charaet=IS0-8859-1
cer-Encoding: guoted-printable

5. In the File name: Field title your email and ensure that the extension is .txt;
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6. In the Save as type: field ensure Text Document is selected

Save ir: |@ Desktop V| Qo j’ £ -

3 My Documents |CaPalicies
I_fé 9 My Computer |Policy Templates
My Recent 'E My Metwork Places ICIFPD
Documents — |[C)Articles ICProgram Shorteuts
[1Bulk Uploads |15ervice Desk and Training Set up Proces
@ (= Config |CaTemplates
Save the email to the Desktop IS elearning movies [ Training Documents
Desktop or a network drive [CHERMS Phase 3 docs [CiUpgrade Issues
Yy, [)Exams |Crweb Client
[CHFIT E}fShortcut ko Administration of TRIM
CTMaps
ARER AL [IMotepad - Training Material
[IPerformance
@ £ il | ¥
iy Computer . .
File: narne: |IE Enamnple Email st V& Ensure the extension is.txt
Save as type: must be a Text Document _ Saveastype: | Test Dacument v| [ Cancel

Before registering the email to HP TRIM:

7. Change the .txt extension to .eml;

.

IE E
Ermail.eml Change the extension from .txt to .eml

8. As you change the extension a warning will appear click on Yes.

": If wou change a file name extension, the file may become unusable,

Are waou sure you want ko change it?

Yes Mo
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5.7.5 To save an Mozilla Firefox, Google email attachment only

Open Google email using the required browser;
Open the email with the attachment to be saved to HP TRIM;
Click on the Download option next to the attachment;

Drag and drop the download

o r w0 N PR

Register the attachment. File and save the attachment; (see Section 5.5 -
Registering a Central Document).

5.7.6 To save an Internet Explorer email attachment only

Open Google email using the Internet Explorer browser;
Open the email with the attachment to be saved to HP TRIM;
Click on the Download option next to the attachment;

Save the Attachment;

Send to or Drag and drop the downloaded document to TRIM

o ok 0w bR

File and save the attachment; (see Section 5.5 - Registering a Central
Document).
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5.8 Attaching a TRIM Record Reference or an Electronic
Document to Microsoft Outlook eMail client users

This section of the user guide is only applicable to Outlook users.

To email a TRIM Record Reference or an
electronic Document from HP TRIM:

1. Highlight the record in HP TRIM;

2. Right mouse click and select
Send To>Mail Recipient;

3. Choose either HP TRIM Record
Reference or Electronic
Document;

T} Send To Mail Recipient - CDOB/1 561

Attachments | Metadats |

¥ Tagal Chrl+A

¥, Untag All Chrl4+U
o Inwert all Tags

R el Chrl+%
53 Copy ChrH-C
A, Clear

[ew »

Ctri+Delete

Search 3

Mawigation »

Q Yiew
Details

Locations

L4
L4
WarkFlow 3
Electronic 3

L4

Administrative Tools

| Send Ta 4 Mail Recipient "

Make Reference Cerlr

Remove From »

Print Report

[FZ) Properties Alt+Enter

Print Document

Prink Merge

Export #ML

Add To Recent Documents

Add To Records Work Tray

=1

TRIM Record Reference
[ Intemet URL

[ Electronic Document

OF.

l[ Zancel ][ Help
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TRIM Record Reference U Electronic Document
.tr5 m Native Program ie .doc, .xls

e Use this when sending to *Do not use *Choose Electronic
staff who have access to HP Document:
TRIM and the same access
control settings against their To send a copy of the
profile as the document; document to staff without
*Choose TRIM Record access to HP TRIM;
Reference to send a shortcut
to the recipient. To external contacts

Remember: There are some
legislative requirements that
prohibits the release of
information to external
organisations and
individuals.

4. Use the Add and Remove buttons to determine what (if any) metadata is to be
included in the email. This information can be sent in an email attachment by
choosing the option Attach to Message as a Separate Document;

Click on OK;

Complete and send the email.
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6

Modifying Records

6.1

Changing the Assignee of a Record

The Assignee indicates where a physical record is located.

To change the Assignee:

1.
2.

7.
8.

Search and highlight the file;

Click on the Set Assignee icon. or
Right mouse click and select
Locations>Assignee;
If moving multiple files to the same location tag each file and click the OK button
at the prompt Apply To All Tagged Rows.

In the Set Assignee dialogue box ensure that the Set to Location radio button is
activated and remove the name in the field below;

In the Set to Location field type the last name of the new Assignee into the field
and click the kwikselect icon (yellow folder);

Select the matching (internal) name from the contacts list;

1 Set Assignee - CFO7/1955 &
(%) Set ka Lacation oK
H;auchi. Angela (Miss) v @|
Due For Return By
! I 2]
Help

O Set ko Home Location

O Set as Missing

Click on OK;
Click on OK.

The In Tray in the Shortcuts Toolbar on the left of the HP TRIM screen (under the
Trays tab) is a quick reference to files assigned to you.
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6.2 Changing a Title
The title of a document can be changed by any user with access from End User upwards.
To change a document title:
1. Search and highlight the record;

2. Right mouse click and select Properties;

3. In the Title Field, make the required changes to the

“
tltle : ¥ Tagal Chrl+a
", Untag Al Chrl+L
4. Click on OK. 4. Irwert All Tags

E% Copy. Chrl+C
Mew »
Search 3
Mavigation ]

n_ Yiew
Details 3
Locations 3
‘WorkFlow 3
Electronic 3
Send To 3
Remave From 3

@ Properties

&8 Properties CD12/3275

General | Mokes | Provenance | Electronic | Renditions | Contacts | Related Records | Additional |

Title

# | Josie Smith - Faculky of Science - - TRIM user access request - Central Files
Title
Date Created
*llBJSﬂ_’ZUlZ 8:58:25 AM
Author Addressee
*|Keegan, Thomas (Mr} L3 | | ~ |
File:
#CF12/132 viE
Access

[ views Document: Based on Container CF12/132: People in (Rerords and Archives Servies); Yiew Metadata: Bassd an Container CF12(132: People in (Rerards ¢ [

[ QK J[ Cancel ][ Help J A
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6.3 Adding a Note

All users with the correct access to a document or file can add a Note.
Existing notes can only be edited by the HP TRIM Administrator.

The note will be added before any existing notes and will be prefixed
with a user stamp.

The first time you add a note to multiple records ensure that you tick At the Start and
Insert the new notes with user stamp.

To add a note:

1. Search and highlight the record;

Record Notes - RMO2001/1294

Maotes !

[ User Stamp I [ Spelling ] [ Add Motes Add NOteS Button

I (o4 l [ Cancel ] [ Help ]

2. Select the Notes icon; or
Right mouse click and select
Details>Notes;

Click on the Add Notes button;

Enter the note;

Click on OK;

Click on OK.

2B
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6.4 Relating Records

Records can be related (cross referenced) to other records for
information how to navigate to related records (see Section 3.4 - HP
TRIM Functionality);

» If the related record number is known type it directly into the With Record field
and click on OK.

» If relating multiple records you will be asked to confirm the action Relate Records
To - All Tagged Records. Click on Yes to All.

fi& Relate Records To - RMO2001/1294

Relationship Type

!Related ko |

Build up a list of Records tao relate
+" Record Mumber Title:

Relationship Type

‘With Record Search a Search Button

f =

With Record

(s[4 ] [ Cancel

To relate a record:

Search and highlight the record;

2. In the toolbar select the Relate icon;

3. In the Relationship Type field ensure Related To is selected;

4. Click on the Search button and search for the record or records to relate to the
record highlighted;

5. Highlight the record or tag multiple records;

6. Click on OK;

7. The records are listed, in the Build up a list of Records to relate field;

8. Click on OK.
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6.4.1 Linking a Document to More than one File — Alternatively Within

Alternatively within enables documents to appear as contained in more than one file.

Ve

and click on OK.

For Example:

File.

»  If the alternatively within file number is known type it directly into the With Record field

A Contract can be contained to a Legal Folder and can be alternatively be within a Central

X N\

.

Search and highlight the record;

Click on the Relate icon;

In the Relationship Type field click on the drop down and select Alternatively

Within;

4. Click on the Search button and search for the record or records to alternatively
contain the document to;

Highlight the record or tag multiple records

Click on OK;

7. Click on OK.

fi Relate Records To - RMO2001/1294

Relationship Type

Related to

Related to
Copy of
Supersedes
Attached

Redaction

Reply To

Criginal of

Is superseded by
Has Attachment
Alternatively contains
‘Was Redacted To
Has Reply

Latest Part Of

Latest Yersion OF

TCTT PO
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6.5 Moving/Tracking Physical Records

6.5.1 Changing the Location of a
Document to Another File
(Container) % Tagal Corben  F3708- 2012
", Untag Al Ctrhu
All users with the correct access to a document G Invert Al Tas 2012
can move a document from one file to another. ) copy ceec 2
- . il 3
To change the file location of a document: - ‘
1. Search and highlight the record; e ;
i i & view
2. Right mouse click select - %
- . eralls
Locations>Container; b asiors | [ e
3. In the field under the Set Container To ‘:”“f”””_“ : & i“a‘“czmi‘tt
radio button, the current File will be the i . 2
default remove the f||e numbel’; Remove Fram » iR
[E%) Properties AlE+Enter

4. Type in the new number (if
known)

or folder)and search for the file;

Click on the kwikselect icon (yellow

@) Record Container - 5D12/40327

@ Set Conkainer Tao
Remove the File Number > 98765433 v &)

Enclose the Record Mow

Mote: Unchecking this box will not 'unenclose’ any Record,
To 'unenclose’ Records use 'Locations - Assignee’,

O Remove Permanently From Container
Mew Hame Location

|

[ Cancel

5. Highlight the new file;
6. Click on OK;
7. Click on OK.
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G

7 Access Controls skl

Access restrictions in HP TRIM are placed at the File level,
documents contained within file inherits the same restrictions that
are applied. Access can be modified appropriately for any record type including

documents.

<

If a user does not have View Metadata access to a record, then the record will
not be available to them in HP TRIM.

The HP TRIM administrator can access every record within the system
regardless of the access control applied.

Access is based on:

The business need and the sensitivity or confidentiality of the content
of the record and is set either at the record type or on individual
records as required;

It is also based on your HP TRIM profile for example: Inquiry Users
can view records, update some details but not others. Administrators
have full access rights.

7.1 Access Control

There are seven levels of Access Control that enable the control of who views, edits or
destroys records (see definitions in the diagram below).

View Document

eDetermines who can see an electronic document.

View Metadata

eDetermines who can search for and view the descriptive information about the record.

Update Document - (not in use)

eDetermines who can edit the electronic version of the document.

Update Record Metadata

eDetermines who can edit the descriptive information about a record.

Modify Record Access

eDetermines who can edit the access control settings on a record.

Destroy Record

eDetermines who can destroy the record (only available to the TRIM Administrator with authority

from the University Archivist).

Contribute Contents

eDetermines who can upload records to the file.
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Gr

7.1.1 Changing and Applying Access Controls

Security/Access

\

» If you usually restrict access to the same group of locations you should save
the locations to your Favourites (F4).

0 After adding to the favourites to the favourite locations click (Ctrl-I)

@ \ to view them.

> If you only tag View Metadata, this means you will block access to view,
modify and contribute to the record.

» View Document and Modify Record Access are recommended choices.

J

Search and highlight (or tag) the record;

Access Control - CD12/3275 ™=E3
Access Controls

' Access To Details

v View Document Based on Container CF12/132; People in (Records and Archives Services)
View Metadats Based on Container CF12/132: People in (Records and Archives Services)
Update Document Based on Container CF12/132: People in (Records and Archives Services)
Update Record Metadata  Based on Container CF12/132: People in (Records and Archives Services)

Yl IModify Record Access Based on Container CF12) eople in (Records and Arch es)
Destroy Record People in (Security Group: Records Disposal)
Contribute Contents Based on Container CF12{132; People in (Recards and Archives Services)

Bypass Aecord Type access control refersnces[]

[_Evewone | [ contaner | [ Pivae | [ Custom |

[ ok ][ coneel | [ Hew |

9. Click the Security/Access icon on toolbar;

or
Right mouse click and select Details>Security/Access;

10. Tag the access controls you wish to change (point and click to the left of the
access control);
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It is recommended that you restrict access to security groups or business units rather than to
individuals.

11. Click on the Custom button;

12. Click on the Restricted to the following Locations (and any of their members)

Access Control [

() Everyone
O Same As Container Record

(®Restricted to the Following Locations (and any of their members:

Sort Mame Add

Manash Lniversity

radio button;

13. Click on the Add button and select the group or business unit from the contacts
list;

14.Use the Remove button to remove individual names;

15. Click on OK;

16. Click on OK.
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8 L OC at i ons Find Locations. .

Locations (or contacts) are used as an identifier to indicate:

The location or assignee of a record

The ownership of a record

The home or storage location of a record

Who registered a record

Who authored a record

Who the record was addressed to

8.1 Locations/Contacts

Locations or contacts in HP TRIM are identified by a green or red icon.

4 )

» End Users can only create an external location.
Advise the TRIM Service Desk when you add a staff member to the HP TRIM locations
list so that the location can be updated as an internal location and given the
N 2 appropriate user profile.

» When a staff member transfers to a new unit or leaves Monash University ensure that
the TRIM Service Desk is notified to ensure their location is updated or deactivated.

> Staff with the correct profiles in HP TRIM will be able to view, access or have records
\ allocated to them.

8.1.1 Internal Locations

Green lcons indicate Monash staff, faculties, divisions and
units, If the staff member has not yet been added to the HP
TRIM Locations List create the person in HP TRIM as an

external location and contact the TRIM Service Desk to change to an internal contact.

Internal locations are structured into a hierarchy which mirrors the Monash University
structure as closely as possible.
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Person

This is an Internal Location type and is an indicator of a Monash staff
member.

The information captured in HP TRIM to This location is also known as:
register a new internal person (staff « Addressee:
member) includes:

] e Assignee (Current Location);
e Full name;

e Network login; e Author;

e Email Address; s Creator.
e Organisation (business unit) for all
Monash staff members.

Organisation
This is an Internal location type that is an indicator of Monash units — based
on the organisation structure of the university.

Person locations are made This location is also known as:
members of Organisation. L

e Owner Location;
¢ Home Location.
Group

This is an Internal location type that is an indicator of defined record access
groups or security groups.

All groups are prefixed by the words This location is also known as:
Security Group: followed by the name

and/or purpose of the group. * Security Group.

Authority to be added to a security group must be received from the most senior person
within the security group.

8.1.2 External Contacts (Red Icons) I% @

Red icons indicate external locations: for example:

e individuals (such as students, and members of the pubilic,
including business or agency contacts); or

e organisations (such as businesses or agencies).
All users with the ability to register documents, can register new external contacts into
HP TRIM.

Student locations are created when the students file information transferred from
Callista.

Person R
This is an External location type that is an indicator of an individual who has
written to Monash (Author) or Monash has written to (Addressee).
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8.2 Location Types

There are location types in HP TRIM that enable the capture metadata linking contact
location information to records the category types are:

Assignee Location

eAssignee Location applies to hardcopy records, and is an indicator of the last known location of that record.

e|t is the RECORD USER / ASSIGNEE responsibility to ensure that the Location is updated in HP TRIM when a
file is assigned to another location within Monash University.

¢|f you do not have access to HP TRIM to change the assignee of a hardcopy record, contact the TRIM
Service Desk, to change it for you.

Use an Internal Location Only.

Owner Location

eOwner location indicates the business unit responsible for the record. This control works in conjunction
with access control to limit or provide access to records that match the same owner location.

*At the creation of a file, Records and Archives Services change the owner locations when appropriate so
that it is only be accessible by appropriate business units.

Use an Internal Location Only.

Home Location

eHome Location indicates the storage location of the hardcopy file.

*The Home Location for an electronic file will be indicated as Records Storage: Electronic.

Use an Internal Location Only.

Author Location

eAuthors are recorded in HP TRIM as the person who is authored or signed the document.

Use either Internal or external locations.

Addressee Location

eAddressees are recorded in HP TRIM as the person who is received a document.

Use either Internal or external locations.

The information captured in HP TRIM to register a new person includes:
o full name;
o email address (if known).

Student details are uploaded as part of an import from Callista.
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8.3 Searching for Locations

1. In the menu select Search>Find Locations;

* Ble Edt Yew | gearch | Tools Window Help

“g: Eind Records. ..
D Saved Record Searches. ..
o Browse Via Classifications
shortcuts

Cri+F
Chi+G
Ctri+F3

FWI&J@U Find Locations...

4 Find Locations

s £ Internal Locations Directory
ﬁ Saved Location Searches. ..

Records
tie Find Activities

;}} 15 Find Workflows

Workflows b Find Communications

O Current Search

Locations| Navigation

HP TRIM Trays

Classificatig] ~ Favourites
User Labels

Chri+Y
Cirl+W
Crl+Q

2. In the Locations with Names matching field enter the organisation or person’s

Last name and type in a * (wildcard) before or after the text;

Search for Locations

Marne |Address || Miscellanenus | additional Fields | Fiter | Options |

(%) Locations with names matching

* | *melbourne® \

N,

Enter the Search Details

() Combine one of mare of the Following fislds

Mame

o |

Unigue Mame

|

Last Mame

*|

First Mames

Initials

“|

e L

3. Click on OK.
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8.4

Creating a New External Person

Search for the person in the contacts list to avoid duplication;

2. Right mouse click in the list pane within the contacts list and select New

Location>New Person;

3. Click on the Details button;

Register the person’s Title (if known), First Names and Last Name in Title Case;

5. Click on OK;

" Mew Person

x|

Active

| Hote”

Perzon

|
Electronic Addresses Tab | Electronic Addresses || Assoriations (
4 N

Associations tab

Type
Details ButtoniEg[

New Person

Mame Details

Details H Smith |
Unigue Mame ‘ |
10 Murnber ‘ |

[ Irtemal
Feview Date ‘ |
Foreign Barcode ‘ |
Phone Numbers Mo
Buginess Phone Image
| | Hwailable
Mobile Phone
| &
Fax
| &)
Home Phone
g
[ [o]9 ] [ Cancel ] [ Help ]

Title

Title:

.

First Mames

Iniitials

Last Mame Prefix

Last Name

Suffix

Personal Details

Job Title

Date Of Birth

Gender

Salutation

| 9 | v

[genry \ First Names
ER N | I’

| |

[ smith \ Last Name
| ]

| vl

|

|N0t Enown v|

| vl
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To add the email address (if known):
6. Click on the Electronic Addresses Tab;
7. Right mouse click and select Add Email Address;

8. In the E-mail Type field within the New E-mail dialogue box leave as the default
or enter the E-mail type (as Internet);

9. In the Address field type the email address;

10. Leave the Display Name field blank unless known;

If part of an Association:
11. Click on the Associations Tab;

12. Ensure Member Of is highlighted, click on the Add Button;

i New Person lzl

Access Controls | ickive I Motes |
| General | Address |  Electronic Addresses | Associations Profile

Locations Add

FlSupervised By
1 Supervisar OF
HDelegate OF
H1Has Delegates
& Administrator OF

Make Default
Move Lip

Hove Dovn

[s]4 ][ Cancel ][ Help ]

13. Search for the Business name, highlight and click on OK;
14.Click on OK.
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Creating a New External Organisation u

When the person has written to Monash on behalf of the business or agency they
represent, the person should be associated with the organisation.

#7 New Organisation 3]
Access Controls | Active | Notes |
ceneral | pddress | Electronic Addvesses | Associstions | Profile
Tupe Digarisation
=
HName \ |
Unigue Mame ‘ |
10 Number ‘ |
[dinternal
Fiewiew Date ‘ §|

Eoreign Barcode

Phane Numbers
No

Business Phane Image
| @‘ Available
Mobile Phone
| ]
Fax
| B
Home Phone
| B
[ Ok ][ Cancel ][ Help ]

Search the Location list to confirm that the location does not already exist;

2. Within the list pane of the locations dialogue box right mouse click and select New
Location>=New Organisation;

3. In the Name field type in the name of the organisation;
Click on OK.
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9o Print Report

The Print Report function allows you to print search results using

report templates set up HP TRIM. The System Administrator can

design and/or edit report layouts as per a business units requirements. Reports contain
metadata information extracted from the HP TRIM database.

Print Report. ..

The Print Report displays a list of report templates relevant to the type of information
being printed such as: templates exist for Records, Record Labels, Locations, and
Classifications etc.

HP TRIM reports can be printed for a single highlighted record, or a list of tagged
records, by clicking on the Print Report toolbar icon.

Recommended reports:

Records - Basic
Records - Detailed

Label - various

If printing labels you can skip (used) labels on a page by selecting the count option in the
Labels to Skip field.

To print a report:
1. Search for the records to be printed;
2. Highlight or tag the records to be printed;
3. Click on the Print Report icon;
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l:l Print
[ Use Manual Feed? r

| | Optional Title
Available Reports N

Marne ”~ ] T I
LABEL - CENTRAL FILE

LABEL - HR. SUBJECT FILE

LABEL - LEGAL FOLDER.

LABEL - STAFF FILE

LABEL - STAFF FILE SMaLL

LABEL - STUDEMT FILE (LOMG MAME?
LABEL - STUDEMT FILE COMBO
LABEL - STUDEMNT FILE PRE-2005
LABEL - STUDEMT FILE SPIME (LONG
LOCATICON AMD ASSIGHED RECORD!
LOCATION AMD HOME RECORDS

LA ATTARL AR IR SUURIER SSRGS

Report - Records r5_<
Printing to Print

Printing to

Al

Optional Title

Freview

Available Reports

Setup

Design

RN

Help

IMake Reference Chr+M

Remove From :,
=~ Print Report

ﬁ% Properties Alt+Enter = Prink Merge

Export sML
Add To My Containers
Add To Recards Work Tray

4. In the Printing To field confirm the Printer
details are correct;

5. In the Optional Title field add a title or leave
blank;

6. Select the relevant report from the Available
Reports list;

7. Click on the Print button.

9.1 Print Merge

The Print Merge function allows you to extract record metadata such as record number,
title, author etc. into Microsoft Word, Excel or Text (Tab Delimited) format.

Print Merge can be used whenever information in HP TRIM needs to be made available to
another application e.g. Microsoft Excel.

To extract metadata from HP TRIM to a Print Merge file:

Search and highlight the record to be printed or tag multiple entries;
Right mouse click and Select Send To>Print Merge;

Tag the fields within the Include Tagged Items field;

Click on the Output Format dropdown list;

a »> W N

Select Tab Delimited;
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6. In the Output Filename field to choose a path and enter the filename for the
merge file;

fs Send To Merge File - SD12/40327

Include Tagged Items

cord Additional Fields

Output Format

[ icrosoft word

< Output Format
Output Flename \ p

Output Filename = ja

[] &ppend to Existing File

[[IMerge an Enkry For Every Contact

| =

7. If relevant Select one or both of the merge file tick boxes:

a.Append to Existing File — this will add the current entries to a previously
created file;

b. Merge an Entry for Every Contact — where the Contact field is to be
included in the merge file an entry will be created for all contacts
associated with a record e.g. author and addressee.

8. Click on OK;
To open a merge file:

1. Highlight the file and Right mouse or

click select Open With and 1. Access the report directly from the

2. Select the appropriate application; relevant application;

2. Follow the prompts.
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10 Glossary of Terms

Term

Definition

Used as/for

Access Control

The ability to control who can view,

access and modify a record in HP
TRIM.

Securing sensitive
information

The person who has been allocated

(SRS a physical file or document. Current Location
An External location used for Addressee;
Contact recording who received or sent
correspondence to Monash Author
Current The person who has been allocated Current Location

a physical file or document.

File Extension

The information recorded when a
document is saved to indicate in
was format and system to open it
for example: .doc = Microsoft
Office Word

Document
Registration;

Searching

Home The storage location of the record Home Location

Kwikselect The yellow folder at the end of Most fields with a
some fields within HP TRIM. selection ability

owner The location responsible for the Owner Location

record

Record Type

Category set up with defined date
collection requirements

All functions within HP

TRIM

Most lists within HP

Tag Ticking a record TRIM
Most lists within HP
UnTag Unticking a record TRIM where

information can be
tagged

HP TRIM eRMS User Guide July 2013

Page 77 of 85




Appendix 1 - Record Types

c
0o =
Icon Record Type Numbering = o Description
& o
o L
(©)
Central Not Not Used for docun”'le'nts across
CDO08/1 - - all central administration
Document applicable | applicable -
services.
Used for files across all
i Central File CF08/1 v v central administration
services.
Used to register legal
L=epl LDO08/1 N.Ot N.Ot documents, including
Document applicable | applicable L
originals and amendments.
[i] Legal Folder | LFO8/1 Npt v Used to register folders to
applicable contain legal documents.
- Used to register HR
é HR HRDO08/1 N.Ot N.Ot documents by Human
Document applicable | applicable
Resources.
[i Staff File STAFFOS/1 Not v Used to register staff files
applicable by Human Resources.
Used to register mostly
HR Subject advertisement files and
.] File HRO8/1 v v other HR subject files by
Human Resources.
Used by Human Resources
Not to register boxes containing
o ! HR Box 0261-000001 applicable v terminated staff files to be
stored off site.
Used by staff responsible
Student SDO8/1 Not Not for Student Administration
Document applicable | applicable | to register student
documents.
Used to register Student
Ii Student File ?sotZ?jiifle) a Tigztable v Files by Records and
PP Archives Services.
A Used to register files by
FaC|I_|t|es a}nd FSF09/1 4 v Facilities and Services
Services File L
Division.
Facilities and Not Not Used to register documents
% Services FSD09/1 applicable | applicable by Facilities and Services
Document PP PP Division.
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c
0o =
Icon Record Type Numbering = o Description
& o
o L
O
Faculty of
= Business and Not Not Useq by the Faculty Of
- BED11/1 - - Business and Economics to
Economics applicable | applicable .
register faculty documents.
Document
Eﬁc;lij:gsgfan d Used to register files for the
E? X BEF11/1 v v Faculty of Business and
Economics -
. Economics.
File
Faculty of Not Not Used by the Faculty of
Education EDDO08/1 - - Education to register faculty
applicable | applicable
Document documents.
— Faculty of Used by the Faculty of
Lr—' T Education EDF08/1 v v Education to register faculty
File files.
Used capture photographs
and images.
Q Monash IMAGE13/1 Not v To enable staff the ability to
Image applicable share images taken as a
record of Monash University
activities and facilities.
Residential Not Not Used by Residential
= Services RD12/38 apolicable | applicable Services to register resident
— Document PP PP student documents.
. . Used by Residential
IE Resu_ﬂentla_l RF/22601309 N.Ot v Services to register resident
Services File applicable .
student files.
Digitised copies of summary
student record cards for
Clayton students enrolled
between 1961-1986 and
1990; Gippsland students
enrolled 1968-1978;
Pharmacy College students
9 -
I; Student Card | . 00c 4011 Not v 1960-1980; and Frankston
= — Archives applicable Teachers College/SCV

1959-1974.

Academic statements of
Open Learning students
whose complete record is
not in Callista are also
included in this Item Type.
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c
e =
Icon Record Type Numbering = o Description
& o
o L
O
Used by Archives to register
Iy Staff Record | E00236491 Not v electronic copies of staff
Fé — Archives (staff ID) applicable files which pre-date HR-
SAP.
Used by Archives to register
electronic records of
. previously unregistered in
’;‘ gro(z:r:r\;aelnt 2001/12-E17 a Tigztable a I:g;ble the University’s Records
— PP PP Management System and
assessed as having ongoing
value.
Used by Archives to register
. groups of Archival
[E] AT MON1206/007 Not v Documents, transferred at
Folder applicable - -
one time, from a single
source.
MONO254 Used by Archlve_s to reflect
groups of associated
Archival Box1/07 Not v records held within the
Series UCollect applicable Archives Repository (may
( ob ec include Archival
numbers) Documents).
Direct migration of UCollect
Item Types RMO-FILE,
[ﬁ] ) UCollect Not v RMOR-FILE, RMO-TFILE,
LEERE7 IFIIE numbers applicable RMOR-TFILE.
*RMOT-FILE will receive
prefix on number of RMOT.
D Legacy UCollect Not v Direct migration of UCollect
= RMOR-LEGAL | numbers applicable Item Type RMOR-LEGAL.
Direct migration of UCollect
UCollect Not
[Eh Legacy MUA |~~~ applicable v Item Types MUA-CHIS,

MUA-GIPPS, MUA-PRETM.
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Appendix

2 - Additional Fields

Search Method

Description

Accession History

Used by Monash University Archives to indicate access history.

Accession Number MUA

Used by Monash University Archives to record accession
number.

Agreement Date

Agreement date of legal documents.

Creating Agency

Used by Monash University Archives to record the agency that
created the records.

End Date

End date of legal documents.

Digitised document
checked for quality?

Used by Records and Archives Services to confirm quality
checks have been completed.

Location — Repository

Used by Monash University Archives to record physical location
of items.

Movement History Legacy

Captures the movement history for records migrated from
UCollect.

No End Date Field used to provide information on a legal document where no
end date has been provided.
Provenance Automatically captures the organisational details of the user

registering records into HP TRIM into a read-only field.

Reactivate Date

Used by Monash University Archives to show when a staff file
has been reactivated.

Signature Date

Signature date on legal documents.

Staff ID Used by Human Resources to record Staff ID.
Start Date Start Date of legal documents.
Student ID Used by Records and Archives Services to record Student ID.

Student Type

Used by Records and Archives Services to record Student
Degree Type.

Termination Date

Used by Human Resource to indicate termination date of
visiting staff.

Transferring Agency

Used by Monash University Archives to record the agency that
transferred the records to Archives.

UCollect Item ID

Records the Item Type on records migrated from a previous
Records Management System.

UCollect Status

Records the Status information on records migrated from a
previous Records Management System.

UCollect Status Date

Records the Status Date on records migrated from a previous
Records Management System.
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Appendix 3 - Toolbar Icons and
Shortcuts

Toolbar the Icons are available on:
Tc;olbar Function Shortcut .
con Standard Student Division /
Records Faculty
[7)| | New Record Ctrl N v v v
Creation
\;f; Print Report v v v
) Find Records Ctrl F v v v
. Refine Search F7 v v v
Go back
(returns to v v v
previous
search)
View (view the
& electronic v v v
image)
!.H Navigate to All v X X
Parts
Navigate to
F::j Related v v b 4
Records
Count (provides
123 a total of the v v X
records found
in the search)
L Add a Note 4 v v
& Assignhee v v v
=L
=l Relate v v v
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Toolbar the Icons are available on:

Tc;olbar Function Shortcut .
con Standard Student Division /
Records Faculty
i
- New Part v X v
Security/Access
P (allows you to
Ly define access v v v
for the record
highlighted)
\\h Active Audit v v v
= Events
Close All
B (closes all open
24| | windows within v v v
HP TRIM)
p| |Addto F4 X X v
S Favourites
N.Ot Remov_e from Ctri=delete b 4 b 4 b 4
applicable | Favourites
= Print X X v
[ﬂ@ Groups % X v
Properties Alt Enter b 4 b 4 v
? Tag All Ctrl A Customisable
nta Untag F6 Customisable
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Appendix 4 - Contacts

2 N
| TRIM Service Desk Contact Details:
For Issues with the HP TRIM system
4 Email: trimservice@monash.edu
. Phone: + 61 3990 55012
\L /
N
Student Files Contact Details:
For Issues with Student Information within TRIM
Email: studentfiles.clayton@monash.edu
Phone: + 61 3990 53014
/
N
Records Management Office (RMO)
— | For Administrative (active or semi- active) records enquiriesEmail:
‘| rmo@monash.edu
Phone: + 61 399052038
/
N
_| Archives
+| For enquiries regarding archived or archiving, and disposal of
records.
Email: archives@monash.edu
Phone: + 61 3990 53674
/
7 N
Records and Archive Services Web site:
http://adm.monash.edu/records-archives/
\L /
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NOTES
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