@ QUICK REFERENCE GUIDE

N FINALISING RECORDS IN TRIM
Finalising 4. Select Final then select OK:
Once a record has finished being edited/should no longer be edited in TRIM (e.g. a Make Final - D20/24434 *

contract that has been signed by all approvers, an outgoing letter signed by the
sender, endorsed meeting minutes etc.) and the final version captured in TRIM as the

last revision, it is important to finalise the document to prevent any unauthorised edits This function allows you to finalize a record. An unfinalized
or changes to the record. record is a draft in progress, A finalized record cannot be

routinely changed and can have no further revisions created.
This applies not only to documents, but also other records such as spreadsheets,

presentations, photos etc. where changes should no longer be made, and hence Declare as:
where that record should be made read only.

To finalise a record:
ID Draft/\Working document

{®) Final

Final and remove any previous revisions

1. Click on the record once.

2. Select the HOME tab, then select the Make Final button:

BN rome ) searcn  view
+ i | § 2 u

Mew Properties Explorer View Edit Rewisions Create PDF Add Relate Print Reguest Supercopy] Make

Rendition Motes Records Report Records Final
File Document Record Commands

<Enter an update comment for the audit log=>

. y . . |
3. The ‘Make Final’ window will appear: 1L Cancel Help

Make Final - D20/24434 >
5. The ‘Edit Status’ field in the View Pane will show Finalised:

This function allows you to finalize a record, An unfinalized

record is a draft in progress. A finalized record cannot be . .

routinely changed and can have no further revisions created. Date Modified @ Fnda}".- 24 -Iar“-lar_'l" 2020 at 341 PM
. O . .

Declare as: Edit 5tatus Iﬂ Finalized

Checked Cut To
Checked Cut On

(® Draft/Working document

O Final

Final and remove any previous revisions

<Enter an update comment for the audit log>

Cancel Help
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Reversing a Final Declaration

Most TRIM users can change the status of a record from finalised back into a
draft/working document. This is to allow end users to quickly and easily un-finalise a
record should it have been finalised prematurely/by accident.

When deciding whether to un-finalise a record, TRIM users should exercise caution,
and ensure that reversing the Final declaration is appropriate in the circumstance:

To reverse a Final declaration:
1. Click on the record once.

2. Select the HOME tab, then select the Make Final button:

BB vome ) searcH  view
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Mew Properties Explorer View Edit Revisions Create PDF Add Relate Print Request Supercopy| Make

Rendition Motes Records Report Records Final

File Document Record Commands

3. The ‘Make Final’ window will appear:

Make Final - D20/24434 X

This function allows you to finalize a record. An unfinalized
record is a draft in progress. A finalized record cannot be
routinely changed and can have no further revisions created.

Declare as:

O DraftWorking document
(®) Final

Final and remove any previous revisions

<Enter an update comment for the audit log=>

Cancel Help
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4. Select Draft/Working document, then select OK:

Make Final - D20/24434

This function allows you to finalize a record. An unfinalized
record is a draft in progress, A finalized record cannot be
routinely changed and can have no further revisions created.

Declare as:

@ Draft/Working document
{_J Final

Final and remaove any previows revisions

<Enter an update comment for the audit log=>

p———
L 0K ] Cancel Help

5. The ‘Edit Status’ field in the View Pane will show Checked In:

Date Modified E3<| Friday, 24 January 2020 at 3:41 PM
Edit Status ' Checked In

Checked Out To
Checked Out On
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