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Changing the Title of a Record 3. The Record Entry Form for that record will appear. In the ‘Title (Free Text Part)’ field,

update the title as required, then select OK:
You can change the title of a record (Cabinet, Folder, Sub-Folder, Document, Email etc.) if you

have made an error or you need to add additional information. ELECTRONIC DOCUMENT - D20/34427 . x
To Change the title of a record in TRIM9: Renditions Revisions Related records
. . General i i
1. Locate the record for which you want to change the title. Hotes Contacts Record Adtions Electronic
Title [Free Text Part)
2. Right-click on the record and select Properties: # | Example Document - TRIMS Quick Reference Guide Creationl— Update to Title| I
Title v %
I@ Example Document - TRIMS Quick Reference Guide Creation
E Tag Al Chrl<A Container Date Written [Created)
20/516 20/03/2019 2:21:50 PM
B Untag all Ctri=U # | ! |V|°‘| ks | 703/ |E|
8 Invert all tags |E:c|:err|al D |
Copy Ctrl+C
MNew 4 |:| Physical Original Executed Agreemen
Search L Alternative container
Mavigation [ | |'D.| Enclosed?
[Ell View
£  Edit Ctrl+0
& Check Out
& Checkin
[ supercopy
Details 4
Security and Audit 4
Locations 4
Requests 3
Workflow 4
Electronic 4 <Enter an update comment for the audit log= |
Archiving » e
Administrative Tools » ‘“’ | Cancel | | Help |
5end To 4
Remove From ’ 4. The record will now display its updated title:
= Properties I EGter |IIE Example Document - TRIMS Quick Reference Guide Creation - Update to Title
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Changing the Title of a Record — Alternate Method
An alternate method for changing the title of a record is:

1. Locate the record for which you want to change the title.

2. Click on the record once to highlight it blue:

I@ Example Document - TRIMS Quick Reference Guide Creation

3. Locate the ‘Title’ field in the View Pane at the bottom of the TRIM9 screen, then click
on the Pencil icon associated with that field:

Record Type B ELECTROMNIC DOCUMENT
Record Number rd @ D20/34427
: Title I @ Example Document - TRIMS Quick Reference Guide Creation
Container # | gl 20/516 INFORMATIOMN MANAGEMENT - IMPLEMENTATION - Workflow UAT

4. The ‘Change Title’ window will appear. Place a tick in the ‘Change free text’ field by
clicking the checkbox once, then make the required change to the title in the ‘New
free text title’ field. Then click OK to save your change:

Change Title - D20/34427 *

hange free text

Mew free text title Documentl- Update to Title| ITRIMB Quick Reference Guide Creation

Prepend to free text | |

Append to free text | |

Change classification title

|
Change client title
|
Change thesaurus 150 title
L
<Enter an update comment for the audit log> |
o Pl cmer | [ vew |
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5. The record will now display its updated title:
I@ Example Document {Update to Title JTRIMS Quick Reference Guide Creation

Changing the Title of Multiple Records

If you need to make consistent changes to the title of multiple records, it is possible to change
the title of two or more records at the one time:

1. Locate the records for which you want to change the title.

2. Tag the records you want to change the title of by clicking to the left of them:

7 @i E2 Record Mumber Title
B 4 m8 20516 B8 INFORMATION MANAGEMENT - IMPLEMENTATION - TRIMS Upgrade

E [For| D20/34651 [For] Test Document - TRIMS Upgrade

E 0 D20/34427 033 Example Document - Update to Title - TRIMI Quick Reference Guide Creation
e E_“ D20/32417 E_ﬂ Example Email - TRIMS Quick Reference Guide Creation

3. Now right-click on any of the tagged records and select Details = Title:
@ Supercopy

[Comaics [ e

Security and Audit »| M3 Notes

Locations ¥ | [1] Dates

Requests L4 Classification
Workflow r Record Class
Electronic »| @ Relationships
Archiving L4 Other Record Fields
Administrative Tools L4 Additional Fields
Send To r

Remaove From L4

FPerform Scheduled Task

91 Properties Alt+Enter
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4. The ‘Change Title’ window will appear. Ensure ‘All Tagged Rows’ is selected, then 6. You now have three options for changing the title of the selected records:
click OK: o New free text title : You can type a new title to replace the existing title of all
selected records,
[ Change Title X ¢ Prepend to free text : You can type a phrase to be placed at the beginning of
the existing title for all selected records,
Apply To: e Append to free text : You can type a phrase to be placed at the end of the

(®) Al Tagged Fows existing title for all selected records.
Select the appropriate option and make your required changes (example in

() Cumrently Highlighted Row Only
screenshot below), then select OK:

Nwm Show This Dialog &l Change Title - All tagged Records >
|
‘m' | T | | Help [«] Change free text
MNew free text title
5. The ‘Change Title - All tagged Records’ window will appear. Place a tick in the
‘Change free text’ field by clicking the checkbox once:
N Prepend to free text | ‘
wil Change Title - All tagged Records X
Append to free text | _Update to Title |
Changefreete)d:
New free text title []change classification title
||
Prepend o free text | | [ change dlient title
Append to free text | | .
|:| Change classification title
H DChangethesaurus 150 title
[] change dient title ||
||
|:| Change thesaurus [50 title
u <Enter an update comment for the audit log=> |
@ ok D] cancer || Hep |
\/
<Enter an update comment for the audit log> |
oK | | canca || Help |
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7. The ‘Change Title - All tagged Records’ window will appear. Select Yes to All:

*

@ Change Title - All tagged Records

—&  D20/34651 =
E Test Document - TRIMS Upgrade

J:

-

Yesto All )

About to change the title in record "0 20/346517". Title has been changed. Title
(based on Free Text) has been changed.?

IH

ncel

Help

8. The records will now display their updated titles:

[EH Test Document - TRIM9 Upgrade - Update to Title

@ Example Document - Update to Title - TRIMS Quick Reference Guide Creation - Update to Title

Eﬂ Example Email - TRIMS Quick Reference Guide Creation {Update to Title I
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