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Purpose Locating Records Requiring Your Action - Records Due Tray
This document is designed to assist staff with the function of completing an Action in TRIMO9. If you do not have the email with the attachment, you can locate all records with Actions
assigned to you and requiring your attention in your Records Due Tray.
Locating Records Requiring Your Action - Email Notification 1. Ensure the ‘Trays’ tab is selected in the Shortcuts Pane. At the bottom left of the

L . . . . . L TRIM9 screen is where you can select between the three Shortcuts tabs:
When an Action is assigned to you and requires your action, an automatic email notification

will be sent to your University of Newcastle email address. Eir Favorites

The message Subject will contain the Status of the Action (e.g. Current, Overdue etc.) and the EEL:J Recent

Action (e.g. For Approval, For Comment etc.)
The email will contain:

e  a.tr5 TRIM9 attachment to the Action that requires action

e a.tr5 TRIM9 attachment to the record that the Action is attached to 2. Click on the Records Due Tray:
e 2 summfanry of the Action . Shorteuts
e Instructions on how to mark the action complete
Trays
To open the record in TRIM9; double-click the .tr5 TRIM9 attachment (for the record) in the
email and select Open: .‘
| M |
E Example Documnent.trs o Activities Due
hJ 609 bytes
|
—_
Opening Mail Attachment - Records
Waork Tray
o You should only open attachments from a trustworthy source. *
Attachment: Example Document.trs from Inbox - e
Recards In

Bryce.Rheinberger@newcastle.edu.au - Qutlook

Waould you like to open the file ar save it to your computer? =
Records Due

(_open =

—-
=1
2

Always ask before opening this type of file
Dashboard
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Completing an Action

First, perform whatever task is required of you (For Approval, For Comment, For Review etc.)
for the record in TRIMS. Then:

1. Right-click the record in TRIM9 - Workflow > Complete Current Action

Workflow M X Initiate Workflow
Electronic » |Fp Complete Current action
Archiving ¥ | & Reassign Current action
Administrative Tools »| ¥ Adion/Procedure

Send To r Show Actions/Procedures

2. A ‘Content Manager’ window will appear asking you to confirm that you want to
complete the Current Action for that record. Click OK:

Content Manager >

0 Complete Current action for Record 'D15/230693°7

01. For Approval (Responsibility of: Rheinberger, Bryce, Due
/0372021 at 2:53 PM (3 days, 7 hours, 43 minutes))

1¢D Cancel

3. Your Action has now been marked as Completed. To view your completed Action,
right-click the record 2 Workflow = Show Actions/Procedures
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