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Desktop Add-Ins

TRIM can integrate with Microsoft Applications to allow you to save direct to TRIM
from the Microsoft Application itself. However, there may be occasions when the
Desktop Add-In for Microsoft Outlook, Word, Excel, PowerPoint or Project becomes
disabled. Should you notice any issues with TRIM integrating with any of these
applications you can check the Desktop Add-Ins settings in TRIM and re-enable these
Add-Ins yourself should that be necessary:

1. Select the FILE button at the top left of the TRIM screen, then select Desktop
Add-Ins:
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2.

Ensure the boxes are checked for every application which you have installed
on your computer, then click OK:

Content Manager Deskiop Add-Ins O >
Integrate Content Manager with the following Microsoft Office applications:

& Microsoft Word

B Microsoft Excel

) Microsoft PowerPoint
t Project

B Microsoft Outlook

Lise 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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Email Integ ration ‘& Content Manager options a X
If you are experiencing any issues with Email/Outlook integration with TRIM, follow the Q
below instructions to ensure your Email integration settings are correct: e
1. Select the FILE button at the top left of the TRIM screen, then select Options: U:er iln::rface English (International) 7
| Edit Fields
= g
m HOME SEARCH |Spelling Date format
| Record Types
S Iszarch dd/mmy/yyyy
= 'DPEH Dﬂ'ﬂﬁ-&t | Search Results
- E\.-'iewer Date separator
%Dcu:ument Store Caching i
0 Work Offline | [Emai
iOutlcn:k Integration
I iztartu:} Sample date format
| Reporter
@ Options | | settings dd/mmyyyy
5 !Dropmne
1 gDc{uments
wesy) Get Global Options | Dropped Folders

‘\ﬂ Desktop Add-Ins
— . -
[% Setup Information ! oK Cancel Get Global Help

Sign Out X Exit

2. When the ‘Content Manager options’ window appears, select Email: 3. Ensure the first and third boxes are ticked as shown below, then select OK:

Quick Reference Guide — Troubleshooting TRIM Integration Issues (D15/29649) Page | 2



€

THE UNIVERSITY OF

NEWCASTLE

AUSTRALIA

‘% Content Manager options

a

Locale

User Interface

Edit Fields

Spelling

Record Types
Search

Search Results
Viewer

Document Store Caching
Cutlook Integration
Startup

Reporter

GIS Settings
Dropzone
Documents
Dropped Folders

Quick Reference Guide — Troubleshooting TRIM Integration Issues (D15/29649)

@) Use Simple MAPI to connect to your email client

Send records using Content Manager email form

B Add newly checked in email messages to the Recent Documents tray

0OK Cancel

Get Global
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- Checking for and Re-enabling Inactive or Disabled Add-Ins

When TRIM is integrated with a Microsoft Application, the ‘Content Manager’ tab
(refer below) should be displayed in the Ribbon for that application:

File Home Insert Design Layout References Mailings Review View Help Content Manager

If the ‘Content Manager’ tab is not displayed in the Ribbon for Microsoft Word, Excel,
PowerPoint, Project or Outlook, it may have become Inactive or Disabled. This can be
corrected by following the below instructions in the affected application:

1. Select the File tab:

File Home Insert Design Layout References Mailings Review View Help Content Manager

2. Click Options: 3. Click Add-ins:

Woerd Options

General

Display

Proofing
Help

Get Add-ins Save

Info

Language
Save a Copy —
Accessibility
Print

Advanced

Export

Transform

Customize Ribban

Close

Cuick Access Toolbar

Account

Content
Manager
Options

Add-ins

Trust Center
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4. b) Ifthe Add-In titled CM Add-in for Microsoft happens to be in the section
titted Disabled Application Add-ins; use the drop-down on the ‘Manage’
field to populate this field with the Disabled Items option, then select the
Go... button:

4. a) The below window will appear. Look for the Add-In titled CM Add-in for
Microsoft
If it is in the sections titled Active Application Add-ins or Inactive
Application Add-ins; skip forward to Step 6.

- ‘Word Opti ?
Word Options ? *% ord Uptions L x
G | a— . . .
General - sner E‘@ View and manage Microsoft Office Add-ins.
gqé} View and manage Microsoft Office Add-ins. Display
Display Proofing Add-ins
Proofing Add-ins Save Name Location Type
Language Active Application Add-ins
Save Mame Location Type Date (XML) Ci\.Microsoft Shared\Smart TagAMOFL.DLL ~ Action
Language Active Application Add-ins Ease of Access :‘Ttamt Meszagcmg Ccntac::i (English) . ft ?h;}:&tl':Slm;art Tag-.l!‘ﬂrCﬂSTNCTS\IST.B& Action
. R 5 t Converter (Measurement Converter) soft Shared\Smart Tag\M V. Action
] ] Adv. ‘ Vieasuremen
. HateliRIE) . . . (= SharEd\srr:Iart Tag\M‘OFL HEE f‘d!on fevaneee Telephone Number (XML) Microsoft Shared\Smart Tagh\MOFL.DLL  Action
Ease of Access Instant Messaging Contacts (English) ChahSmart TaghMCONTACT.DLL  Action Customize Rilbban
Advanced Measurement Converter (Measurement Converter) § Ch...red\Smart Tag\METCONV.DLL  Action Inactive Application Add-ins
) Telephone Number (ML) i\, Shared\Smart Tag\MOFL.DLL  Action CQuick Access Toolbar ActionsPane Schema for Add-Ins c\..crosoft Shared\WSTOVActionsPanedxsd XML Schema

Customize Ribbon

Quick Access Toolbar

Trust Center

Inactive Application Add-ins

ActionsPane Schemna for Add-Ins
|CM Add-in for Microsoft Word |

Microsoft Actions Pane 3

Time (XML)

Document Related Add-ins

No Document Related Add-ins

c.aredWSTOVActionsPaned.xsd
Ci\.. tegration.Word.vsto|vstolocal

C... Shared\5Smart Tag\MOFL.DLL

AML Schema

COM Add-in

XML Expansion Pack
Action

CM Add-in for Microseft Word
Microsoft Actions Pane 3
Time (XML)

Add-ins

Trust Center

Document Related Add-ins

No Document Related Add-ins

Disabled Application Add-ins

No Disabled Application Add-ins
Add-in: Date (XML)
Publisher: Microsoft Corporation

Word.vsto|vstelocal COM Add-in
XML Expansion Pack

Ci.Microsoft Shared\Smart Tag\MOFL.DLL  Action

Ci\...Officelntegration,

Disabled Application Add-ins

No Disabled Application Add-ins Compatibility: Mo compatibility infermation available

Location: C\Pregram Files (x26)\Common Files\Microsoft Shared\Smart Tag\ MOFL.DLL

Drate (XML)
Microsoft Corporation

Add-in:
Publisher:
Compatibility: No compatibility information available

Description: Additional actions specified in list description files.

Manage: | Disabled ltems '

Location: C:\Program Files (x86)\Common Files\Microsoft Shared\Smart Tagh\MOFL.DLL
Description: Additional actions specified in list description files,
: . . Disabled ltems ? x
Manage: | COM Add-ins - 5. Ifthe CM Add-in for Microsoft

The items listed below are disabled because they prevented
‘Waord from functioning correctly, or your system administrator
has disabled them through Group Policy.

Flease note that you may have to restart Word for these
changes to take place.

Select the ones you wish to re-enable.

Add-In is currently disabled on
your machine, it will be listed in this
‘Disabled Items’ window.

oK | | Cancel

Click on it once to select it, then
click the Enable button.

Then click the Close button to
close the ‘Disabled Items’
window: : Enable

|There are no disabled items.
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6. Ensure the ‘Manage’ field is populated with COM Add-ins. If not, use the 7. The ‘COM Add-ins’ window will appear. Ensure there is a tick in the ‘CM Add-
drop-down to select COM Add-ins, then click Go. in for Microsoft...” checkbox. If not, click the checkbox once to place a tick in
Word Options ? x it
General =] ) ) ) COM Add-ins ? x
E@ View and manage Microsoft Office Add-ins.
Display Add-ins available:
Proofing Add-ins W[ C1 Add-in for Microsoft Word
) Cancel
Save MName Location Type
Language Active Application Add-ins add
Date (XML) Ci\o., Shared\Smart Tagh\MOFL.DLL ~ Action =T
Ease of Access Instant Messaging Contacts (English) Smart Tag\IMCONTACT.DLL ~ Action
Advanced Measurement Converter (Measurement Converter) .red\Smart Tag\METCONV.DLL ~ Action Remave
. Telephone Number (XML) Ch\... Shared\Smart Tag\MOFL.DLL  Action
Customize Ribbon
o Inactive Application Add-ins Lacation: C:\Program Files (36)\Micro Focus\Content Manager\HP.HPRM. Officelntegration.Word.vstolvst...
Quick Access Toolbar ActionsPane Schema for Add-Ins ch..ared\VSTOVActionsPane3.xsd XML Schema .
CM Add-in for Microsoft Word Ch\..tegration.Word.vsto[vstolocal  COM Add-in Load Behavior: Load at Startup
- Microsoft Actions Pane 3 XML Expansion Pack
Trust Center Time (XML) Ch\... Shared\Smart Tag\MOFL.DLL  Action
Document Related Add-ins
No Document Related Add-ins
COM Add-ins ? *

Disabled Application Add-ins

No Disabled Application Add-ins Add-ins available:

CM -in for Microso or
¥4 CM Add-in for Mi t Word

Add-in: Date (XML}

. . . Cancel
Publisher: Microsoft Corporation
Compatibility: Mo compatibility information available
Location: C:\Program Files (x286)\Common Files\Microsoft Shared\Smart TaghMOFL.DLL ZE1
Description:  Additional actions specified in list description files. Remove

Manage: | COM Add-ins - Location: C\Program Files [x86)\Micro Focus\Content Manager\HP.HPRM.Officelntegration.Word.vsto|vstoloc
Load Behavior: Load at Startup
oK | | Cancel

8. Close then re-open the Microsoft Application, and hopefully you will find your
integration issue is resolved.

Note: If after following the instructions in this guide you are still experiencing any integration issues between any Microsoft Application and TRIM, please contact
Records Governance Services for assistance in troubleshooting further.

Phone: 492 15306
Email: records@newcastle.edu.au
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