
TRIM9 Generic Record Types

Electronic Records 
(Helpful Information Concerning Searching For & Creating Records)


This is used as an option for grouping together electronic folders with similar subject 


matter. Only electronic folders and lower level electronic cabinets can be contained
directly within it (I.e. no sub-folders, no emails, no Word documents etc.)
There can be up to four levels of Electronic Cabinets. This Level is Optional.
      Electronic Cabinet
[image: ]

This is a top level ‘container’ that is used when creating a new electronic file.
This is the level at which the Records Governance compliance is achieved.
Directly contained within it can be sub-folders, electronic documents, emails, etc.   Electronic Folder 

[image: ]When an electronic folder contains a large number and variety of electronic documents,
sub-folders can be added to the (green) electronic folder to sort and organise the 
documents. Directly contained within it can be lower level sub-folders, electronic 
documents and emails.Electronic (Sub) Folder

There can be up to four levels of Electronic (Sub) Folders. This Level is Optional.


[image: ]These are documents which have been saved to TRIM electronically.
They may either be scanned in as a Pdf or saved as Word, Excel, PowerPoint documents
etc. 
Electronic Document

[image: http://t0.gstatic.com/images?q=tbn:ANd9GcQWzA0aZw2hFMEEFXshw8BX1gILMjpNAwKYQSJsP6t8mQFV4jkvKIRLQ9Y0]				Emails can be saved into TRIM from your email application (Outlook).
Also, the email’s attachments can be saved as an electronic document if required.
                Email
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