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Saving a Search 3. The ‘New Saved Search’ window will appear. In the ‘Name’ field, enter a
o meaningful name for the saved search.
If you regularly conduct the same search you can save the search criteria as a Saved Hint: The ‘Description’ and ‘Icon’ fields can be left as is, however if you'd like
Search for re-use in the future. Searches that you save can be added to your to enter a custom description and/or choose a custom icon you can.
Favourites (in the Shortcuts Pane) for quick and easy access.
), Mew Saved Search O >
To create a new Saved Search follow these steps:
1. Perform the search you want to save.
Mame
2. With your search results displayed as the active window, right-click on one of | Records created by Bryce Rheinberger last week
your search results and select Search > Save Search As:
5 Tag Al Cirl=A Description
E Untag all Chrl=L Records - creatorRheinberger, Bryce and registeredOn:Previous Week
Invert all tags
Copy Cirl+C
Mew 3
Search P‘ T4 Refine Search F7 Icon
Mavigation 3 Open Saved Search Q iy
Details ¥ {3 GoBack Alt+Left
Security and Audit »| Q. GoTosearch.. Cwner
Locations 4 ST » | Rheinberger, Bryce |“-'r =
Requests 4 o
Workflow R Result processing » Within Search Group
Electronic P () Refresh Search F5 | |'D,
Archivin 3
9 123 Count [] add to favorites Edit query
Administrative Tools 3
El Save Search As
Send To 3 ]
Remaove From » Cancel HEIFI
i Properties Alt+Enter
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4. Complete the ‘Owner’ field as appropriate. Below is information on your The easiest way to locate your Business Unit, School, Faculty etc. is to first
options for completing this field. click on the My memberships button:
If you leave the ‘Owner’ field as your name, the new Saved Search will be =% Select from Saved Search Owner - Locations - name:"Rheinbergert, B... O *
private so that only you can access it. If you decide to delete your name from o
the ‘Owner’ field then the new saved search will be public, meaning everyone Search by Matching criteria
will have access to it. + | Display Name |« e | 40231 B Q
O, Mew Saved Search O X Mew % Mame -
B nenvergeroyee |
MName @*

F it
| Records created by Bryce Rheinberger last week avorites

Description

Records - creator:Rheinberger, Bryce and registeredOn:Previous Week

z[ge |z po

memberships

lcon

@ |, ,
hd Al

Business Phone | x38184
Chwner ﬂ’* Mame @ Rheinberger, Bryce
| Rheinberger, Bryce |v o, 5:::’;‘1&5 Mobile Phone
Within Search Group E‘
| &

User Labels

[] #dd to favorites Edit query Q

Properties A Motes

Refine
Cancel Help Search Cancel Search Help

However, if you would like to provide access to a particular group (e.g. your
School or Business Unit) you can click the magnifying glass button at the
end of the ‘Owner’ field, which will open up the ‘Select from Saved Search
Owner’ window (refer image above right):
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This will display any location that you’re a direct member of in TRIM. If you

Continue to use Ctrl+J to navigate up the TRIM Locations structure until you
need to navigate up the TRIM Locations Hierarchy (e.g. if a Position is

have located the group you want to select. Once you have located it, click on it
displayed but you want to select a Business Unit, or if a Business Unit is once to highlight it blue, then click OK:
dlspl_ayed bu_t you wgnt to select a Division) then click on the appropriate Hint: If you navigate too far up the structure, just click on the My
location to highlight it blue, then press Ctrl+J on the keyboard: memberships button to start again:
&% Select from Saved Search Owner - Locations - hasMember:Rheinberg.. o X B Select from Saved Search Cwner - Locations - hasMember:Informati... O >
Search by Matching criteria Search by Matching criteria
+ | Display Name | & | 40231 ME Q& + | Display Name | Ja] [ 40231 ME &
New ‘2’- Mame ~ Mewr ?- Mame -~
@\ Information Officer - RGS > @‘* |E| Records Governance Services (RGS)
* Favorites TRIM Enterprise Implementation Project Team
Fawaorites

s z o
[

My

memberships
memberships

@ | ;
%
£ > Mame IE‘ Records Governance Services [RGS)
All = - - ;:’* Business Phane
Mame Information Officer - RS saved Mabile Phone
):* Business Phane searches Email Address | hd records@newcastle.edu.au
Saved Mabile Phone EI
Searches Email Address
@ User Labels
User Labels i k Properties 4 Notes
Refine
a Search Cancel Search Help
Properties 4 Notes /
Refina Hint: If there are TRIM Locations which you think you will need to use
Search Cancel Search Help

regularly; you can add them to your Favourites by right-clicking on them >
Send To - Favorites.
Then in future, when you’re looking for a Location in a Locations window such

as the one above, you may be able to click on the Favorites button to easily
find it. |
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Note: If you need to locate and select a location which isn’t within your 5. The ‘Within Search Group’ field is not mandatory. Search Groups help you to
Division, click on the All button: organise your saved searches into groups or a hierarchical structure; but they
Q'- Select from Saved Search Owner - Locations - all - 2068 Locations [m} * are nOt Saved SearCheS themselves'
Search by Matching criteria Should you wish to place your Saved Search in a Saved Search Group, it is
+ [ Display Name [ [ [ 40231 ME & important to note that a Saved Search can only be added to a Saved Search
New 88 ame ~ ~ Group when the Saved Search and Saved Search Group have the same
@i Academic Administration - TRIM Users Group Location as the Owner.
E . IE‘ Academic Division
avarites
&4 Academic Records of the Secretariat - Authorised Users O\ Mew Saved Search |:| X
a Academi( Registrar
Me IE‘ Academic Registrar's Office
[IEI| Academic Senate Mame
@ Academic Senate / Council
My Academi( Senate and Amendment Authority - Teaching and Learning Commi | Records created tl].l' BT].I'CE Rheinberger last week
memberships [IEI| Academic Senate UON / Academic Board UNE
% Accounts Payable Officer w Descriptinn
£ > da
Al Records - creator:Rheinberger, Bryce and registeredCn:Previous Week
Mame IE‘ ##££|nfrastructure & Facilities Services (IFS) Project Team
p* TEST
Business Phone
Saved
Searches Maobile Phone
@ Email Address
User Labels
Q lcon
Properties A4 MNotes /
Refine
Search Cancel Search Help by
Then before you click anywhere else, begin typing the search criteria for the Owner
location you’re looking for, and the below ‘Prefix Search’ window will pop up: | Records Governance Services (RGS) |v a
[ Prefix Search - Name x Within Search Group
[ | [0k | Hei | | |q

|:|Add to favorites Edit query

Hint: If you are looking for a Business Unit, School, Faculty etc. it is often
easier to type the surname of a staff member who you know belongs to that
Business Unit, School, Faculty etc. then use the Ctrl+J navigation method
referred to earlier in this Quick Reference Guide to navigate up the TRIM
Locations structure until you have located the group you want to select.

Cancel Help
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6. If you would like to send your new Saved Search to your Favourites where Saved Search - Located in Favorites
you can easily access it later, tick the ‘Add to favorites’ checkbox by clicking it . . )
once: If you ticked the Add to Favorites check-box when creating your Saved Search, you
can access the Saved Search via your Favorites tab in the Shortcuts Pane on the
Q) New Saved Search m| x left of your TRIM screen. To access a Saved Search via your Favourites, follow the
below steps:

Mame

Records created by Bryce Rheinberger last week
| v 9 Shortcuts 1

. In the Shortcuts Pane, ensure the
Favorites Favorites tab is the currently

N selected tab.
Co

Description

Records - creator:Rheinberger, Bryce and registeredOn:Previous Week

Records
Ican ;’* 2. Click the Saved Searches shortcut
Q v Saved Searches button.
Owner @
| Records Governance Services (RGS) |v [+ User Labels

Within Search Group
| [

7] Add to favorit : . .
o favorites Edit query - Note: If the ‘Favorites’ tab is not
E} Favaorites

Cancel = [ Recent selected tab, select it by clicking on

g, Trays ‘Favorites’ at the bottom of the
Shortcuts Pane.

already displaying as the currently

7. Click OK to save the Saved Search.

3. A ‘Saved Searches - favorite’ window will appear with your Favorite Saved
Locating Saved Searches Searches listed. Double-click on a Saved Search to run the search. Your

search results will then display in a new window:
Your previously created Saved Searches are available at any time for you to use. In

addition, Public Saved Searches that have been created by other TRIM users or the Name -~
Records Governance Services team, and saved searches made available to you when ®Y Records created by Bryce Rheinberger last week

created by other users, will also be available for you to use. Q. saved Search Test
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Saved Search - Not Located in Favorites 4. Once you have located the Saved Search you want to run, double-click on it
to run it
If you need to access a Saved Search that is not located in your Favourites, follow the
below steps. ' Mame .
1. Select the ‘SEARCH’ tab, then click on the Saved Searches magnifying 8N Records created by Biyce Rheinberger last week
lass: : HS -
9 Q Records in Secondary Storage
B rome (CsearcH ) viEW ), Records open to EVERYONE
Q g Q [E 123 Q = O % Q Research final reports
Find Find Saved Browse Count Refine Save  Refresh Tag Untag O\ RGS All Records Closed this Maonth
Records Locations = Searches = Classifications Search Search As Search All All q RGS Stats / All Staff Emails
Find Current Search

O, RS stats / Applications

2. A window will appear with all the saved searches that you have permission to
access. Some searches may have been created by other users and some
may have been created by you.

Hint: If this is a search that you expect to use often, add it to your Favourites
by right-clicking on it > Send To - Favorites.

3. Scroll through the list of saved searches to locate the Saved Search that you
want to run:

'J Mame ~

Cl, Records created by Bryce Rheinberger last week
Cl, Records in Secondary Storage

Q) Records open to EVERVONE

CL Research final reports

CL RGS All Records Closed this Month

CL RGS Stats / All Staff Emails

), RGs stats / Applications

Hint: If you know the name of the Saved Search; before you click
anywhere else you can type the first few letters (which will open the below
window) then press Enter on your keyboard and it will either take you directly
to the Saved Search that you are looking for or display a smaller list of saved
searches for you to scroll through:

[ Prefix Search - Name x

[ [k ] Hep
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Editing a Saved Search

Should the criteria of one of your saved searches require amending/updating, this can
be done by following the below steps:

1. Locate the Saved Search you need to update, then right-click on it >

Properties:
2. When the below ‘Saved Search’ window appears, select the Edit query
button:
Q, Saved Search - Records created by Bryce Rheinberger O >
Mame

| Records created by Bryce Rheinberger last week

Description

Records - creatorRheinberger, Bryce and registeredCn:Previous Week

lcon
Q -

Owner

| Records Governance Services (RGS)

Within Search Group
| &

|:|Add to favorites Edit query

<Enter an update comment for the audit log>

oK Cancel Help
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3. Update the search as required, then select OK:

Search for Records m] x

Search  Filter Record Types  Sort Results Options

Search By

‘ Creator ‘ w1

Enter the Location to search by

‘ Rheinberger, Bryce |v o,

[CIRecursive

Select search style for Location

An individual Location i

@ AND (O OR|  Mew Insert Delete () NOT Reset

creator:Rheinberger, Bryce

and registeredOn:Previous Week

| oK I Cancel Open Editor W Help

4. Select OK to save your changes and close the ‘Saved Search’ window:

Q, Saved Search - Records created by Bryce Rheinberger O *

Name

| Records created by Bryce Rheinberger last week

Description

Records - creatorRheinberger, Bryce and registeredOn:Previous Week

COwner

| Records Governance Services (RGS) | ~ |,
Within Search Group

| [

I:‘ Add to favorites Edit query

| <Enter an update comment for the audit log=
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