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Purpose

This document is designed to assist staff with the function of inserting/adding an Action in a
specific spot, to a record that already has Actions assigned to it.

For example: If you receive a ‘For Approval’ Action and you want to add a ‘For Review or
Comment’ Action before you complete the ‘For Approval’ Action.

Inserting an Action
First, locate the record in TRIM9 which has the Action(s) for which you want to insert an
additional Action. You can do this by:

- Double-clicking the .tr5 TRIM9 attachment (for the record) in the Action email
notification and selecting Open

OR
- Navigating to your Records Due Tray in TRIM9
Hint: If you require instructions on how to perform either of the above two methods, please

refer to the first page of the TRIM9 - Quick Reference Guide - D15/230693 - Action Tracking -
Completing an Action in TRIMO.

Then, to insert an Action:
1. Right-click on the record > Workflow = Show Actions/Procedures

2. All Actions attached to the record will be displayed:

Attached Actions/Procedures - D21/24 O X
I]} Action Q'- Responsible location
’ 01. For Approval IE‘ Rheinberger, Bryce
bp 01, Return To [&] Colanzi, Lou
< >
Action B 01. For Approval
Record 3 D214
Status Aj Due 8/03/2021 at 12:02 PM (2 days, 7 hours, 48 minutes)
Due Date Manday, & March 2021 at 12:02 PM
Responsible location IE‘ Bryce Rheinberger
(LI | Properties A Motes
[ ok || canca || Hew |
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3. Right-click on the Action for which you want to insert a new Action before or after,
then select Add Record Action:

Attached Actions/Procedures - D21/24

d >

i'. Responsible location

Add Record Action

bk Action
[ 3 01. For Approval
I;I} 01. Return To
o
<
Action po
Record @ Dy
Status Aa o
Due Date Man ﬂ
Responsible location | [&] B
4 » M Properties A K
5 |

Complete
Reassign

Duration

Uncomplete
Delete
Delete All
Complete All

Reschedule
Mates
Security and Audit »

Responsible location Details

Send Mail

ioherger, Bryce

i, Lou

43 minutes)

Send To 4

Properties Alt+Enter

cel | |

Help

4. The ‘Insert action’ window will display. Click the magnifying glass button at the end

of the ‘Action’ field:

@ Insert action

Action
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https://www.newcastle.edu.au/trim/records-management/hprm-records-management-training-and-support-workflow-and-action-tracking2?RecordNumber=D15%2F230693
https://www.newcastle.edu.au/trim/records-management/hprm-records-management-training-and-support-workflow-and-action-tracking2?RecordNumber=D15%2F230693
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5. The ‘Select from Actions’ window will appear. Scroll if necessary, to locate the Action
which you want to insert, click on it once to highlight it blue, then click OK:

[ Select from Actions - name:* - 79 Actions O *
Actions
@ Action Name -~ L]

) 01, For Appraoval

) 01, For Review & Approval

’ 01. For Review or Comment

’ 01, For Review or Comment (10 Days)
} 01, Print for Physical Signature

| I R

Action Name ) 01, For Review or Comment

Assignes
Days 3
Hours o

Assignable | + Yes

Properties A Notes

—

(m) Cancel | | Search | | Help |

SS—

Hint: Clicking on the ‘Notes’ tab for some Actions will provide information about the
purpose of the selected Action.

Hint: When adding an Action to a record, you will notice that each available Action
will have one of two icons next to it:

) Action is a single step/action

I ’ Action is a linear process/procedure which has multiple ‘Action Steps’
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Next, you need to ensure the ‘Responsible location’ field is populated as required.
Some Actions have default Responsible Locations, therefore this field may be pre-
populated for you depending on which Action you have inserted. If so, you may
move forward to Step 9.

However, if you need to populate/update the ‘Responsible location’ field, first
ensure this field is blank, then click on the magnifying glass at the end of the field:

[ Insert action *
Action
|u1. For Review or Comment |v |q|

Responsible location

[ @)

(®) Assign only if action has no default responsible location

() Assign to this action and any subordinate record action

(" Assign to this action, but select other locations for any subordinate record actions with no
default

Scheduling of the new action. Mew action starts

(_) On a spedific date
370352021 12:44:56 PM [ ]

(") Before any existing record actions for this record
(®) after any existing record actions for this record
(") Before the nominated action below
() After the nominated action below

01. For Approval
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7. The ‘Select from Action/Activity Assignee’ window will appear. Don’t click

8. The list of matching Locations will appear. Click on the required Location to highlight
anywhere, but instead just start typing the surname of the person or the name of it blue, then click OK:
the Posmon,.Unlt/Team, .Group you wish to acljd as the. Respon5|blg Location. When Hint: Only select Locations represented by a green icon.
you start typing the ‘Prefix Search — Name’ window will pop up. Click OK to run the
search: B Select from Action/Activity Assignee - Locations - nameiwatson® - .. d X
) o ) ) Search by Matching criteria
8% select from Action/Activity Assignee - Locations - name:™ - 3384 Lo... O x
4 [Lastrame [~ [a] B 4
Search by Matching criteria
+ o | B P |
[ame L i
@ IEl Watson, Louise Acti
Mew ‘E'-‘ Mame ~ -~ Favorites Watson, Michelle i
B .
@ i [ Prefix Search - Name > | ) a
Favarites !
| — Me
a-t 4
o | |F= (G ] | ( ,
. Prefix is out of range. Try to reselect? !
Me | i Business Phone | x16523
- W My .
< y o memberships | Mame @ Watson, Michelle
@ Mobile Phone
y Mame &% Migration %
¥ .
memberships Business Phone All
Mobile Phone
% Email Address ;'?*
Al Saved
Searches
SSE\rehd User Labels
Earches Q Properties 4 Motes /
i M o I e | [ seodn || rep
User Labels
Q Properties A Motes /
fting ¥ . ok || cancel || Search | Hep

Quick Reference Guide — Action Tracking — Inserting an Action in TRIM9 (D15/230697) Page | 3



THE UNIVERSITY OF

NEWCASTLE

AUSTRALIA

9. Select the appropriate option for inserting the Action (example below) then click OK:

@ Insert action

Action

et

| 1. For Review or Comment

¥l

Respaonsible location

| Watson, Michelle

M

(®) Assign only if action has no default responsible location

(") Assign to this action and any subordinate record action

i) Assign to this action, but select other locations for any suberdinate record actions with no

default

Scheduling of the new action. Mew action starts

(_)On a spedific date
370372021 12:44:56 PM

i) Before any existing record actions for this record
() After any existing record actions for this record
(®) Before the nominated action below

() After the nominated action below

»

» | 01. For Approval

| Help |

|__ Hint: If you are selecting either ‘Before the nominated action below’ or ‘After the

nominated action below’; the ‘nominated action’ (as indicated by the arrow) will be

the one you right-clicked on in Step 3.
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10. The inserted Action will be displayed in the nominated position.

Note: The Status and the Due Dates of the other Actions on the record will change
depending on the duration of the inserted Action.

Click OK to close the ‘Attached Actions/Procedures’ window:

Attached Actions/Procedures - D21/24 O *

ﬂ} Action Q'. Responsible location Status

’ 01, For Review or Comment
’ 1. For Approval

Watson, Michelle

Ji%| Due 5/03/2021 at 12:02 PM (1
[&] Rheinberger, Bryce A3 Due 11/03/2021 at 12:02 PM (5

dp 01, Return To [&] Colanzi, Lou A3 Due 15/03/2021 at 12:02 PM (7
< >
Action ’ 01. For Review or Comment
Record 3 D21/24
Status ﬂ Due 5/03/2021 at 12:02 PM (1 day, & hours, 24 minutes)

Due Date Friday, 5 March 2021 at 12:02 PM

Responsible location |§| Michelle Watson

M 4 » M Ploperﬁs,{Notes

(o 1 cancer || nep
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