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Global Settings 2. The ‘Select Global Options To Download’ window will appear. Right-click

Before you start using TRIM it is recommended to get Global Settings. The Global anywhere in this window and select Tag All. Then select OK.

Settings have been set for you by the Administrator and will assist in the view and
expected behaviour of TRIM.

Select Global Options To Dolwnload X

Tag the options that you wish to download from the global settings. Note that this will overwrite
existing personal settings for the items selected.

To get Global Settings:
1. Select the FILE button at the top left of the TRIM screen, then select Options.

1 v Global Option Set Description
m HOME SEARCH Cascade Properties Default properties and fields for cascade
Command Shortcuts Ribbon command shortcuts such as save:
E Dashboard Rashboard Settings
L Dpen Dataset Default Sort and Filters Default search sorting and filtering
hae Default Sort and Filters for trays Default search sorting and filtering for tre

Documents

Defaults when a document is dropped or
Tag Al Ctri+A flore

Dropped Folders

o Work Offline

Dropzone % Untag all Ctrl+U
Email Invert all tags
DptiOﬁS Explo.rer Explo.rer Settings
Favorite Search Methods Favorite Search Methods
GIS setting GIS setting for the GIS feature
. Locale Language and other regional settings

Get Global DpthﬂS Mobile Client Mobile Client Settings

Outlook Add-In Content Manager In Outlook configuratic
d Recent Search Methods Recent Search Methods

\ DESktOp Add-Ins Reporter Fonts For Content Manager report layout

Ribbon Ribbon and frame settings

[y |
Setup Information
OK Cancel Help

Sign Out X Exit
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3. When the below window appears, select OK:

Content Manager x

I Are you sure you want to change your Settings to the global
e version?

| OK Cancel

Wait about five seconds and you should notice the TRIM screen in the
background briefly flicker.

4. Once you have seen this, navigate back to the FILE button at the top left of the
TRIM screen, then select Options. Click on the Email option on the left of the
window and ensure that the first and third boxes are checked as shown below:

@ Content Manager options

Q
Locale @ Use Simple MAPI to connect to your email client
User Interface
Edit Fields (] Send records using Content Manager email form
Spelling
Record Types
Search & Add newly checked in email messages to the Recent Documents tray

Search Results

Viewer

Document Store Caching
T
Qutlook Integration
Startup

5. Select OK to save your changes and close the ‘Content Manager options’
window:

| Ok Cancel Get Global Help
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Desktop Add-In Settings

TRIM can integrate with Microsoft Applications to allow you to save direct to TRIM
from the Microsoft Application itself. To check your Microsoft Office Integration is
turned on:

1. Select the File button at the top left of the TRIM screen, then select
Desktop Add-Ins:

m| HOME = SEARCH
=l

-
mae  Open Dataset
-

O Work Offline

Ii Options
Get Global Options
\o Desktop Add-Ins

™
Setup Information

Sign Out X Exit
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Ensure boxes are checked for every application which you have installed on
your computer, then click OK:
Content Manager Desktop Add-Ins O X

Integrate Content Manager with the following Microsoft Office applications:

& Microsoft Word

& Microsoft Excel

& Microsoft PowerPoint

Microsoft Project

& Microsoft Outlook

|Use Native Windows Dialogs ~

Test

OK Cancel Help

Note: If an application is not installed on your computer, it will be greyed out.
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