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Deleting Records 3. The Add To Recycle Bin window will display. Click the drop-down arrow

) . . ) and select the reason why you would like the record deleted:
Occasionally a record requires deletion from TRIM, most often because it was

accidentally put in TRIM twice. The Recycle Bin feature in TRIM allows an end user to [3 Add To Recycle Bin - D20/34773 *
quickly and easily send a record they have created in error to the TRIM Recycle Bin.

The TRIM Administrators from the Records Governance Services team regularly Select a reason for recyding

review the contents of the Recycle Bin and will delete records from the Recycle Bin E
when they believe it is appropriate to do so. If the Administrator feels a record should R BRrEEBEEIEEDED—mE—mmmDDmm———————.

not be deleted, they will communicate this to the end user who sent the record to the Duplicate item

Recycle Bin and discuss with them further. The Administrator will then delete the Working paper
record from TRIM or restore the record based on the outcome of the communication Draft item
with the end user. Reference Material

External Material

The process outlined above allows for records to be easily deleted from the system Personal Data

when appropriate to do so, however the mandatory review and approval of deletions
by the Records Governance Services team ensures records are protected from
accidental or malicious deletion.

To send a record to the Recycle Bin: Cancel Help

1. Locate the record which you want to send to the Recycle Bin and click on it
once.

4. Select OK. The record will be sent to the Recycle Bin and will no longer be

2. Select the HOME tab, then click the Send To Recycle Bin button: viewable by end users:

ﬁ HOME SEARCH VIEW MAMAGE ADMINISTRATION

- - — N L [3 Add To Recycle Bin - D20/34773 X
o . Eh F Eh ]
BBl MEEd Bl Wi Wi
Properties Explorer View Revisions Add  Relate Print Reguest Supercopy Make Send To Make SendViz SendTo :
Motes Records Report Records Final Favorites Reference Email = Recycle Bin Select a reason for FEE'{.I'E'II'IQ
File Document Record Commands Send F F
Duplicate item v

O Cancel Help
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Hint: Should you need to delete multiple records; it is possible to send two or 4. Select OK. The records will be sent to the Recycle Bin and will no longer be
more records to the Recycle Bin at once. viewable by end users:
Note: If sending multiple records to the Recycle Bin at once, ensure that the Eg Add To Recycle Bin - All tagged Records e
reason that you would like the record deleted is the same for all records:
1. Tag the records you want to send to the Recycle Bin by clicking to the left of Select a reazon for recyding
them: | Duplicate item v|
~ @1 B3 Record Number Title
ol . oml 20516 Bl INFORMATION MANAGEMENT - IMPLEMENTATION - TRIMS Upgrade
OACR=" 00551 [ ret Document TRMS Upgrade |
v B @ D20/34427 @ Example Document - Update to Title - TRIMS Quick Reference Guide Creation
+ [ad E_ﬂ D20/32417 Eﬂ Example Email - TRIMS Quick Reference Guide Creation

2. Select the HOME tab, then click the Send To Recycle Bin button:

E HOME SEARCH VIEW MAMAGE ADMINISTRATION

Bl MRl Wi ui o |

: ] - - _ Cancel Help
Properties Explorer View Revisions Add  Relate  Print Request Supercopy Make SendTo  Make SendViz SendTo
Motes Records Report Records Final Favorites Reference  Email = Recycle Bin
File Document Record Commands Send

3. The Add To Recycle Bin — All tagged Records window will display. Click
the drop-down arrow and select the reason why you would like the records
deleted:

@ Add To Recycle Bin - All tagged Records d

Select a reason for recyding

Dupllcatmtem
‘Warking paper
Draft item

Reference Material
External Material
Personal Data

Cancel Help
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Deleting Records Created by Others

If you encounter an instance where you are not able to send a record to the Recycle
Bin, it will likely be because the record was created by another TRIM user. In these
instances, one option is to advise the creator of the record that the record requires
deletion; and ask them to send it to the Recycle Bin. However, if this is not possible
(the creator of the record is on leave or no longer works at the University etc.) then
you will need to move the record to the appropriate ‘FOR DELETION’ folder for your
area.
To locate your areas FOR DELETION folder:
1. In TRIM, in the Navigation Pane, click the chevron next to Classifications.
2. Click the Chevron next to INFORMATION MANAGEMENT.

3. Scroll down the list until you find DISPOSAL and click on it once to display the
FOR DELTION folders you have access to in the List Pane.
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You may wish to send the appropriate FOR DELETION folder(s) for your area to your
Favourites (Right-click > Send To - Favorites) so that next time you need to
delete a record via this method you have quick and easy access to the appropriate
FOR DELETION folder.

As with the Recycle Bin, the TRIM Administrators from the Records Governance
Services team regularly review the contents of all the FOR DELETION folders and will
delete records from these folders when they believe it is appropriate to do so. If the
Administrator feels a record should not be deleted, they will communicate this to the
end user who moved the record to the FOR DELETION folder and discuss with them
further. The Administrator will then delete the record from TRIM or restore the record
based on the outcome of the communication with the end user.

To move a record which you would like deleted to a FOR DELETION folder:
1. Add a note to the record which you would like deleted, explaining the reason
for deletion. E.g. Please delete this record as it is a duplicate of D20/12345.

Hint: If you're not sure how to add a note to a record, please refer to the guide
Adding Notes to a Record in TRIM

2. Move the record which you would like deleted to the appropriate ‘FOR
DELETION’ folder.

Hint: If you’re not sure how to move a record to a different container, please
refer to the guide Moving Records between Containers in TRIM

If you're unable to delete a record for any reason, please email
records@newcastle.edu.au requesting the deletion of the record, being sure to include
in your email, the below information about the record which requires deletion:
- Record Number
- Record Title
Reason why the record requires deletion e.g. Duplicate (if it is a duplicate,
please also provide the Record Number of the record it is a duplicate of).
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