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TRIM Microsoft Office Integration
The TRIM / Microsoft Office Integration allows the user to:

e Open and save documents directly with TRIM
o View TRIM record properties of the current document
¢ Make TRIM documents final

The Content Manager ribbon within a Microsoft Office Application contains the
following:

File Home Insert Design Layout References Mailings Review View Help Content Manager
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New Open Check Make Checkln Record Picture  Text  Object Help

In*  Final onClose | Properties from File
File Browse Insert Tools
BUTTON FUNCTION

Click to select a document template from TRIM and create a new

New record based on the selected template
Open Click to open a document from TRIM
Check In Click to save a document to TRIM
Make Final Click to make a document revision the final revision

Check In on Close | Automatically check the document into TRIM when it is closed

Record Properties | pjsplays the TRIM Record Properties of the current document

Picture Insert a picture from TRIM in a Word, PowerPoint or Excel file
Text from File Insert text from an electronic document in TRIM
Object Insert an object from an electronic document in TRIM
Help Click to open the help file
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Open a TRIM document from a Microsoft Application
1. Open the required Microsoft Application e.g. Microsoft Word
Click File, then Open

Select Content Manager from the Open menu
Click Open

Pon

Browse Content Manager

Recent Find and select a document to open for editing

Bs, Content Manager 3. 4.

Shared with Me Documents Checked Out

5. Using the TRIM Search window, search for the desired document and click
OK. The document will open in the Microsoft Application.

[ Select from Records - myDocuments - 12 Records O X
Search by Matching criteria
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Save a new Microsoft Office document to TRIM

There are two available methods to save a Microsoft Office document to TRIM
Save Directly to TRIM

1. Create the document in the required Microsoft Application e.g. Microsoft Word
2. Click File and Save As

3. Select Content Manager from the ‘Save As’ menu and click Check In As

Save As

Save into Content Manager
Content Manager E
Create a record using this document saved as the selected type
Check In

As
fD Recent

Or, alternatively, select Content Manager on the Microsoft ribbon and click Check In
File Home Insert Design Layout

References Mailings Review View

B BHhEhm O

i Record Picture  Text  Object
inal on Close | Properties

Help Content Manager

Help

from File
File Browse Insert Tools
4. Select Electronic Document as a Record-Type — Click OK
& Select from Record Types - all - 21 Record Types O X
Record Types
‘i-'i Name i"
B ELECTRONIC DOCUMENT
hd
EXEMPTION ORDER
[ FILE HOTE
FR aunio v
< >d
Name |k EMAIL
Home
Qwner
Properties 4 Motes /
Cancel Search Help
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5. Populate the New Document data entry form and click OK

B New ELECTRONIC DOCUMENT

O X

General Contacts

Title (Free Text Part] Enter Title for
# | Records Governance Services - Strategic Plan - 2020
document
~ |%a
Container Date Written [Created)

w [20476 [“]e = 30042020 [120736PM [ Enter Container
Author Exernal ID number if known, if
| Janine Kennedy |v o | |
Motes

unknown select the
I search icon to open
TRIM and locate
container

Author will automatically populate, if
Author is incorrect click the search icon to

open TRIM and locate correct author

Date Written will

automatically
|:| Physical Criginal Executed Agreemer

populate

Alternative container

~ & Enclosed?

Click OK

Cancel

Help

Note: After clicking OK you may encounter an additional pop-up box from the Author
field

e Click YES to choose an existing location (you)

Content Manager X

A contact with an email address

/O=EXCHANGELABS/OU=EXCHAMNGE ADMINISTRATIVE GROUP
(FYDIBOHF235PDLT)/CN=RECIPIENTS/CN=C387FBASTFITIEAGS
47D79773BE1F427-JFK439" could not be found. Press YES if you

wish to choose an existing location, NO if you want to enter
more details for this new location.

Cancel
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e Select the INTERNAL LOCATION that applies to you and click OK

E Select from Record contact - Locations - name:"Janine Kennedy™" - 1 Location O X

Search by Matching criteria

+ Display Name e ‘ | = Q
New B Name -~
@* E‘ Kennedy, Janine

Favorites

Me

Y

My
memberships

% Business Phone | x16017
Name |E| Kennedy, Janine

All Mobile Phone

g

Saved
Searches

o

User Labels

a Properties 4 Notes /
Refine T Cancel Search Help

Active Dates

Active - Location has been active since 2/09/2016.

Drag and Drop
1. Click File and Save As to save the document to your local machine e.g.
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View TRIM Record Properties

This functionality allows the user to view the Record Properties of a document that has
been opened from TRIM.

1. Open your document directly from TRIM (as outlined above)
2. Click the Content Manager tab at the top of the Microsoft Application ribbon
3. Click Record Properties

File Home Insert Design

e e e
Bl
New Open Check Make ChecklIn

In=  Final on Close

ayout

References Mailings Review View Help Content Manager

Record
Propertie

Picture  Text Object Help
from File

File Insert Tools

4. The TRIM Record Properties window will appear within the Microsoft

Application
ELECTRONIC DOCUMENT - D20/34431 ] s
Renditions Revisions Related records
General Contacts Record Actions Electronic

Title [Free Text Part)
# bocumant Content Searching Test

Desktop.

2. Open TRIM and locate the Container the document will be saved to

3. Navigate to the document on your desktop, left click and drag the document
into TRIM and release on the previously located container

4. Follow steps 4 and 5 as outlined above.
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~ %
Container Date Written [Created)
@ |zums |v &l = ‘27}0#2020 10:13:22 AM |a
Author External ID
| Kennedy, Janine |v (=% ‘ |
Notes
%a

|:| Physical Original Executed Agreemer

Alternative container

| |G Enclosed?
Cancel Help
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Make TRIM Documents Final
This functionality allows the user to make a document revision the final revision before
checking it back into TRIM.
Once a document is set as Final, no more revisions can be made to the record, this
includes not being able to check out a document for modification.
1. Open your document directly from TRIM (as outlined above) and make the
required changes
2. When ready to save the document back into TRIM, click the TRIM (Content
Manager) tab at the top of the Microsoft Application ribbon

3. Click Make Final

AutoSave (@ off) a- Qo= Quick Reference Guide - TRIM9 Microsoft Office Integration.DOCX - D20/99847 (Revisi...
File Home Insert Design ayout References Mailings Review View Help Content Manager
. e e [ = [,
EmE N BrenE O
Mew Open Check Make ChecklIn Record Picture Text Obje Help
In=  Final onClose | Properties from File
File Browse Insert Tools

4. Continue to save the document back into TRIM by clicking the Save button
at the top of the Microsoft Application
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