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Purpose 3. Press F7 on the keyboard and the ‘Search for Records’ window will appear. Click on
the ‘Options’ tab, then ensure that the first three checkboxes are ticked:

This document is designed to assist staff with checking (and amending if necessary) the
default settings for their Records Due Tray in TRIMO. Ensuring these defaults are set correctly Search for Records o x
will allow you to see Actions that have not only been assigned directly to you, but also to
Groups and Positions that you are a member of. JEENE | (ALEr | [SEUERE | SEi | HGEE
When searching by assignee:
Elnclude a person's position:
Records Due Tray
When searching for items assigned to you:
To check (and amend if necessary) your Records Due Tray settings: Include all locations that you belong fo
1. Ensure the ‘Trays’ tab is selected in the Shortcuts Pane. At the bottom left of the Include all Jocations that have delegated to you
TRIMO screen is where you can select between the three Shortcuts tabs: Search optimizer:
E‘i Ferariee Usage of content engine for search optimization:
EEEJ | Cnly Document Content e
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Use extended Content Index optimization
Allowgirect Content Index queries
Convert OR operators to form a 50L UNION
2. Click on the Records Due Tray:
Shortouts Result post processing method
I | Mo Post processing e
rays
When searching for records using the default method:
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LI Include matching record numbers
Activities Due Include matches in record titles
[Jinclude matches in recard notes
! [JInclude matches in recard content
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Cl; 4. Place atick in the ‘Save as default options’ checkbox, then click OK to close the
‘Search for Records’ window:
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