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TRIM9 Outlook Ribbon Buttons

TRIM9 Outlook Integration adds the TRIM9 ribbon to Microsoft Outlook, which enables you to
check in email, open email records and manage ‘Check In Styles’.

RIBBON
BUTTON FUNCTION
E Check selected Outlook item(s) into TRIM9 using the default style or
c,:fs" using a record type
C'EH Select a style or record type to use to check the selected Outlook
With Style ~ item(s) into TRIM9
(;pen Open an Outlook item that has already been checked into TRIM9
Record
B On a Linked Outlook folder, click to open the linked container or
S classification
=]
Checkin Check in the Outlook item(s) attachments
attachments
0 Click to turn on or off the Progress bar. This allows you to monitor the
Rrogress progress of the check in processes
E‘i Click to turn on or off the Check In Styles panel. This allows you to
= view, create and modify Check In Styles, Linked Folders and default
;2;,(,:5 Check In Style settings to be used when checking mail items into
TRIM9
:E
Open Click to open the generated log file
Log
o Click to open the help file
Help
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Check an email into TRIM

There are two methods to check an Outlook email into TRIM:

Drag and Drop
This method allows you to drag an email from Outlook and drop it directly into TRIM9 to be
checked in
1. Open TRIM9 and locate the container the email will be checked in to
2. Open Outlook, select the required email, drag across to TRIM9 and release on top of
the previously located container
3. Select the required record type (Email) and click OK

il Select from Record Types - all - 21 Record Types O X

Record Types

‘&= Name

B ELECTRONIC DOCUMENT
[+] Entai

[ EXEMPTION ORDER

5] FILE NOTE

R aunin

<

Mame | hd EMAIL
Home
Owner

Properties A Motes /

I OK || Cancel || Search || Help

4. Proceed to populate the Email Check In (registration) form, click OK

Check In As
This method utilises the Check In As button on the TRIM9 Ribbon in Outlook

1. Open Outlook, select the email that is required to be checked into TRIM9

2. Click the TRIM9 (CM9) tab on the Outlook ribbon and select Check In As
File Home Send / Receive Folder View Help TRIM9 (CM9) Acrobat

BE RSP B OE=EO

Check jCheckIn Open Open Check in Progress Check Open Help
In Az AWith Style ~ Record Container ~ attachments InStyles  Log

Outlook ltem Tools

3. Follow steps 3 and 4 above to complete
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Create a Check In Style Link an Outlook Folder to TRIM via a Check In Style
Check In Styles are a method to pre-define criteria for registering a record into TRIM. After This functionality allows the user to apply a Check In Style to an Outlook folder. Once linked,
creating a Check In Style a user can bypass entering the pre-defined criteria by selecting the the user can drag and drop an email into the Outlook Folder and automatically register the
Check In Style at the time of registration. email into TRIM using the previously defined criteria.
Tip** This feature is useful when registering multiple records into TRIM that contain matching Tip** This feature is useful when registering multiple records into TRIM that contain matching
criteria fields e.g. all records are the same record type, all records have the same author, OR criteria in ALL fields e.g. all records contain the same record type, same author AND are
all records need to be registered to the same container. registered to the same container.
1. Open Microsoft Outlook and click the ‘TRIM9 (CM9)’ tab. Select ‘Check In Styles’ In this scenario the user is able to drag and drop emails into the linked Outlook Folder and
from the Tools section completely bypass the data entry form for efficiency.
File Home Send / Receive Folder View Help Acrobat
BE DD & P % @ , _
9 G@oiin @m G G || Pepg G G G 1. Open Microsoft Outlook and click the “TRIM9 (CM9)’ tab. Select ‘Check In Styles’
n ith Style ~ Record Container + attachments In Styles Aog
outooktem s from the Tools section
2. The Content Manager Check In Style dialog box will open, click the ‘plus’ sign to MW Sjieme R wm o parcbat
BES T B @ £f 2]
create a new Check In Style. m WL
S o e (o e it | O s e
Content Manager v Outiaok ltem
heckip Style ~
+ Z2)X

2. The Content Manager Check In Style dialog box will open. Highlight the required
Check In Style and click the ‘Edit Check In Style’ button

j@y Record Type  Container

3. The Check In Style creation form will open

Name: Title the Check In Style Content Manager = %
3 ms:w Ch Style
Neme Record Type: Select Email for Outlook -(T;)(
[Ema Chede i siie ] N Rocord Type | Cord
RecodType M Container: Enter TRIM Record Number if all emails will B8 st Check n ste L conl
2 [~ [m] be saved to the same container; otherwise leave blank
e
20450 <] Alt te Container: Additional Container if ired P i
e ernate tontamner: Additional tontainer it require 3. Click Add at the bottom of the Check In Style creation form
[ [v[m] Addressee: Select appropriate TRIM location if all
hddressee - Link Outlook Folder(s) to Check In Style

| Fl emails have the same addressee; otherwise leave blank E—
l*”’e‘““““’“"””"“"’" | ] Set Default Author Option: Select specific TRIM ‘ |
No Default ~
location if all emails have the same author; otherwise
= leave at ‘No Default’ Cencel

‘Show check in dizlog <\

] Delete after check in Show check in dialog: New Record Registration form . . . . .
DmymogmmmnmN will appear as each record is processed 4. Highlight the Outlook Folder to be linked to the check in style, click OK
Link Qutleck Felder(s) to Check In Style

Specific Author

R Delete after check in: Deletion of email from Outlook Select Folder X
after saving to TRIM9 Folders:
v ﬂm @newcastle.edu.au A oK

> [i] Deteted items )

Only catalog the attachments of email messages: Will > % Sent Items | canca |
) > B

only save the attachment; not the whole email % ot [ [ hew., |

> Personal

. . "] RMO Team Genera
Linked Outlook Folder(s) to Check In Style: Click Add to °
] Usernames/Passwords

select an Outlook Folder to link the Check In Stvle to.
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5. The Outlook Folder will now be added to the Check In Style Form, click OK Check an email into TRIM using a Check In Style

Link Qutlock Folder(s) to Check In Style

There are two methods to check an Outlook email into TRIM using a Check In Style

Check In With Style
This method utilises the Check In With Style button on the TRIM9 ribbon in Outlook.

Tip** Refer to Create a Check In Style for more information on when to utilise this function

1. Open Outlook, select the email that is required to be checked into TRIM9
Click the TRIM9 (CM9) tab on the Outlook ribbon and select Check In With Style

3. Select the required check in style from the drop down
File Home Send / Receive Folder View Help TRIM9 (CM9) Acrobat

B a5 B OE=®=O

Check Checkln Open Open Checkin Progress Check Open Help
In As With Style ~ Record Container ~ attachments InStyles  Log

g

Select Record Type Tools

Email Check In Style

4. The New Email Check In form will appear
5. Confirm details and click OK to check in

Check in via Linked Outlook Folders

Tip** Refer to Link an Outlook Folder to TRIM via a Check In Style for more information on
when to utilise this function

1. Follow the steps above in Link an Outlook Folder to TRIM via a Check In Style to
configure an Outlook Folder

2. Once configured, drag an email to the linked outlook and release

3. Outlook will utilise the Check In Style previously defined and the New Email Check In
Form will appear.
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