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TRIM Outlook Ribbon Buttons

TRIM Outlook Integration adds the TRIM 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 TRIM using the default style or
Check using a record type
In As
Select a style or record type to use to check the selected Outlook
CE item(s) into TRIM
wthsye -
::E Open an Outlook item that has already been checked into TRIM
Record
@ On a Linked Outlook folder, click to open the linked container or
T classification
& . |
et Check in the Outlook item(s) attachments
attachments
0 Click to turn on or off the Progress bar. This allows you to monitor the
Progress progress of the check in processes
= Click to turn on or off the Check In Styles panel. This allows you to
E! view, create and modify Check In Styles, Linked Folders and default
Check Check In Style settings to be used when checking mail items into TRIM
In Styles
eE
onen 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:
Draq and Drop

This method allows you to drag an email from Outlook and drop it directly into TRIM to
be checked in

1. Open TRIM and locate the container the email will be checked in to

2. Open Outlook, select the required email, drag across to TRIM and release
on top of the previously located container

3. Select the required record type (Email) and click OK

=i Select from Record Types - all - 21 Record Types [m} x

Record Types

=i Name T~
B ELECTRONIC DOCUMENT

=] emai

[ EXEMPTION ORDER

[E] FILE NOTE

B aunio v
<

MName | fud EMAIL
Home
Owner

Properties £ MNotes /

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 TRIM Ribbon in Outlook
1. Open Outlook, select the email that is required to be checked into TRIM
2. Click the TRIM (CM9) tab on the Outlook ribbon and select Check In As

File Home Send / Receive Folder View Help TRIM9 (CM9) Acrobat

BB RSP B QE O

Check fCheckln Open Open Check in Progress Check Open Help
In As AWith Style ~ Record Container ~ attachments In Styles  Log

Outlook ltem Toaols

3. Follow steps 3 and 4 above to complete
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Create a Check In Style

Check In Styles are a method to pre-define criteria for registering a record into TRIM.
After creating a Check In Style a user can bypass entering the pre-defined criteria by
selecting the Check In Style at the time of registration.

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 all records need to be registered to the same container.

1. Open Microsoft Outlook and click the ‘TRIM (CM9)’ tab. Select ‘Check In
Styles’ from the Tools section
File Home Send / Receive Folder View Help Acrobat

BB &5 8 5= O

Check Checkln  Open  Open  Checkin | Progréss Check Gpen  Help
InAs With Style~ Record Container ~ attachments InStyles fLog

Outlook Item Bols

2. The Content Manager Check In Styles dialog box will open, click the ‘plus’
sign to create a new Check In Style.

Content Manager A
heckin Style -~
+ 721X

\Fa_my Record Type  Cortainer

3. The Check In Style creation form will open

[ . Name: Title the Check In Style
Name Record Type: Select Email for Outlook
[Email Check n Syle |
| EE=mies Container: Enter TRIM Record Number if all emails will be
EMAIL hd \!-| . o
. saved to the same container; otherwise leave blank
onisiner
20459 < [m] . . . ) .
e o Alternate Container: Additional Container if required
[Rr— a0 Addressee: Select appropriate TRIM location if all emails
< [m] have the same addressee; otherwise leave blank
| zgi:“u':t““‘"‘”o"“"“ = Set Default Author Option: Select specific TRIM location if
| ——— all emails have the same author; otherwise leave at ‘No
| [s=] Default’

Show check in dialog: New Record Registration form will
appear as each record is processed

| Link Outlook: Folder(s) to Check In Style

Add Remove
|

Delete after check in: Deletion of email from Outlook after
saving to TRIM

Only catalog the attachments of email messages: Will only
oK Cancel save the attachment; not the whole email

Linked Outlook Folder(s) to Check In Style: Click Add to
select an Outlook Folder to link the Check In Style to.
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Link an Outlook Folder to TRIM via a Check In Style

This functionality allows the user to apply a Check In Style to an Outlook folder. Once
linked, the user can drag and drop an email into the Outlook Folder and automatically
register the email into TRIM using the previously defined criteria.

Tip** This feature is useful when registering multiple records into TRIM that contain
matching criteria in ALL fields e.g. all records contain the same record type, same
author AND are registered to the same container.

In this scenario the user is able to drag and drop emails into the linked Outlook Folder
and completely bypass the data entry form for efficiency.

Check In With Style
This method utilises the Check in With Style button on the TRIM 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 TRIM

2. Click the TRIM (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

H BB B OEEO

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

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
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Check in via Linked Outlook Folders Attach a Record when composing a new Email

As a part of Outlook integration, you have the ability to attach a record from TRIM
when composing a new email.

Draq and Drop

1. Follow the steps above in Link an Outlook Folder not TRIM via a Check In 1. From Outlook, compose your email.
Style to configure an Outlook Folder 2. Locate the Record in TRIM that you want to attach to your email.
2. Once configured, drag and drop an email to the linked Outlook folder
3. Outlook will utilise the Check In Style previously defined and the New Email
Check In Form will appear 4 Records - f... E2 Records - ... /' E2 Records... X

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

when to utilise this function

3. Drag and drop the record over to your newly composed email:

+ B2 Record Mumber wi Title

B@ D24/33801 | “WwEl04 - D20 144678 TRIM Outlook Integration and Email Tasks

&t ) = Dragand.. X 4. The record should now appear as an
attachment in your email.

File  Message Insert Options Formatgfext Review Help Content Manac

Note: You are only able to drag and drop
. [ = ,] 7
[ - | prosody ] 2 ~ single records for this method, not multiple.

Subject Drag and Drep Example

04 - D20 144678 TRIM Outlook Integration and Ernail Tasks.DOCK -
219 KB

Hi,
Please see the attached record for our drag and drop example.

Cheers,
Kat
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Content Manager Tab 3. The ‘Select from Records — favorite’ window will appear.

1. From your newly composed email, click on the Content Manager tab: [ Select from Records - favorite - 11 records o X |The ‘Favorite’ window is the
,_, | Searchby _ Mstching criteria _ default window that will open.
o' [H 3 ¥  Insert from Content Mana... jol T Record Number ~ Q) D24/83801 ~|E Q
2 e If the record you want to
BCOor umber ‘m itle . . .
. : : ttach is located within r
File MEEEEQE Insert Optloni Format Text Reaview Help @ @DZMBSBOS [ ] @OB-DMWSNOB[REVisiunWE] Security and Access Contr attac . s loca ed . you
Recent 0 D24/53804 B 2] 07 - D20 325043 (Revision 5 Creating and Working with Favorltes, then you will only
Containers | 0 poasa3sos B [ 06 - D20 194981 (Revision 2] Customise TRIM Backgrour
E Check In on send Ell Style ~ % Attach Record ‘ I:E 5] D24/23302 B 2] 05 - D20 183621 How to Stop the Check In Sent Items \ need to select the record so
o G)t k| D24/53 | JeE] 04 - D20 144675 TRIM Outlook Integration and Email T that is it h|gh||gh‘[ed blue, and
Dommant = D24/23800 [ [0 03 - D20 144679 TRIM and Microsoft Office Integration .
O(UTen i 5] 24/e3790 [ 2] 02 - D14 188160 (Revision 15) TRIM Configuration - Glo then click OK at the bottom of
I__L'* 5] 24/e3798 B 2] 01 - D18 353391 (Revision 13] An Introduction to TRIM, t the window.
Favorites C24/49 B0 W Test cabinet
i If the record is located
[} Record Type B ELECTRONIC DOCUMENT
Records | Eait status | || |elsewhere, you can Search
‘Work Tray i
Subject Insert from Content Manager Tab Example + ::::‘rmmn P gsjﬁ:if{zwamme emvices [RGS) by the Record Number.
Re:;: In Assignee 4 s‘. \;cunzair‘];r'biﬂidw; (In cun;aiGnsE( ‘;dj_1349 When found! CIICk to hlghllg ht
m | P T I it blue, then click OK at the
Record Mumber D24/83801 .
Reo(rogduie\n Properties A Motes A Pre';ewAPremous ,K\Rendition bOttom Of the Wlndow'
Please see the attached record and below information for our insert from Q- e P =
Content Manager tab example. d

If you want to attach multiple records, while still in the ‘Select from Records —

E:teers' favorite’ window, tag the records that you want to attach to your email, then
v click OK at the bottom of the window:
2. Click Attach Record: €9 Select from numben24/1349/1 -1 record o x

Search by Matching riteria

+ Record Number

vla) 2an3a0 “R

% | Hew -
o v [ Record Number @ Title
EE 3 « wll 24/1349/1 ol o Full Client
Recent 0 D24/23823 B [ 20 - D20 145520 (Revision 2) Adding Notes to a Record in TRIM
F == 2 i . 0 7 Containers .
File Message Insert Options Format Text Rewview Help Content Manager G2 pomss2 B 002 26020 251524 Searching - Advanced Searching in TRIM(rev 13)
e —— I:‘L ) [ D24/23821 B [ 25 - D20 2357166 Searching - Creating and Locating Saved Searches i
I | @ ) ) 24783820 B [0 24 - D14 188233 Searching - Introduction to Searching for Records i
Recent .
|$ ) 0 p24/23819 B [ 23 - D20 145526 Deleting Records in TRIM(rev 12}
E Check In on send E'I Style ~ [ Attach Record Documents Y
v | N 09 p24/s3g1s B [0 22 - D20 145528 Finalising Records in TRIM[rev 3)
I__L]-, 09 p24/3817 B [ 21 - D14 195232 Relating Records in TRIM(rev 10}
Favorites 39 pza/s3e1s B 39 19 - D20 145522 [Revision 2) Changing the Title of a Record in TRIM
(A Record Type B ELECTRONIC DOCUMENT
v?é:f;?;y Edit Status ’ Checked In
Latest Version 13 D24/83820
* Owner # | [i4] Records Governance Services [RGS)
Records In | Assignee # | @ In container '24/1349/1 (In container '24/1349 [Records Governance
Services [RGS])' ) sine Thursday, 10 October 2024 at 2:01 PM
lﬂ Record Number 3 D24/83820
Title # | [ 24 - D14 188233 Searching - Introduction to Searching for Records in
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Records In
or Due

Qv

Properties £ Notes £ Preview £ Previous £ Rendition

oK Cancel Search v Help
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4. The ‘Attach Content Manager records’ window will appear: 6. Inthe Record Metadata Tab, you can tick to select what data is included in
[ Attach Content Manager records ? % the body of the email when it is sent.

Note: Record Metadata will only be included if you have the ‘Add record details to
message body’ box ticked.

Message Fomat  Record Metadata

Attachment List

Record Number  Record Title 7. In the ‘Electric Document’ section,

N Rt ¢ If you want to attach the electronic file (e.g. Word document, PDF, Excel)
then the drop-down for ‘Attach electronic document of type’ should have
Original selected.

o If you want to attach a tr.5 file only, then the drop-down for ‘Attach
electronic document of type’ should have None selected.

8. When you have finished customising the Message Format and the Record
Metadata Tabs, click OK.

9. The TRIM window will close, and you will be able to see the record and any

() Add record details to message body other customisations you made to your previously composed email:
(] Attach Content Manager Recerd link

of I'f) O ~  Insert from Content Manager T... ,O = O » .
() Attach Individual Reference Files Tr.5 File
Electronic Document File Message Insert Options Format Text Review Help Content Manager
Attach electronic document of type E Check In on send E‘I Style ~ Flg Attach Record
Criginal -

Record

([ Attach criginal document if selected rendition does not exist

>
[ 0K j Cancel Send

Record Metadata

5. |n the Message Format Tab Subject Insert fromn Content Manager Tab Example
e Add record details to message body: Tick this box if you wish to include % T o S e I TSt
any Record Metadata from the Record Metadata Tab in the body of the —

. 02 - Action Tracking - Adding an Action in TRIM(rev 18).D0CX
email. 286 K8

e Attach Content Manager Record link: If you're attaching multiple records,
this will attach a link to all of the attached records in a single tr.5 file.
e Attach Individual Reference Files: This will attach an individual tr.5 file for Please see the attached record and below information for insertfrsm Content
Manager tab example.
every record you have selected.

Hi,

What is a tr.5 file? A tr.5 file is a file that when opened, takes you to that record, or E:teers-
records, in TRIM that it relates to.

}B«Ll Parts: D24/83845: 02 - Action Tracking - Adding an Action in TRIM(rev 18)
Checked In By: Withnell, Kat

Quick Reference Guide — Microsoft Outlook Integration and Email Tasks (D20/144678) Checked In On: 14/10/2024 8:56 AM Page | 5



	TRIM Outlook Ribbon Buttons
	Check an email into TRIM

