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Purpose 2. The ‘Attached Actions/Procedures’ window will appear. Right-click on the Action

you want to reassign and select Reassign:
This document is designed to assist staff with the function of reassigning an Action in TRIM9.

You would use this function if you have an Action assigned to you and you are going on leave, B8 Attached Actions/Procedures - 20/316 0oox
or if your area uses Groups and you want to identify that you are working on a particular job.
l]} Action Q'. Responsible location Status
ReaSSigning an Action F l’ RGS Destruction Form Processing IE Records Governance Services [RGS) @ Due 18/03/2021 at 3:57 PM (11
) Information Services Manager to review destructi.., |E| McElhinney, Jeanette @ Due 10/03/2021 at 3:57 PM (5 d
First, |ocate the record in TR|M9 WhICh has the Action WhICh YOU want to reassign. YOU can dO l]} Information Officer to process authorised destruc... IE Colanzi, Lou @ Due 12/03/2021 at 3:57 PM (7 d
this by' mb 01, Print for Physical Signatu Add Record Action rnance Services (RGS) A8 Due 13/03/2021 at 3:57 PM (11
- Double-clicking the .tr5 TRIM9 attachment (for the record) in the Action email | B complete
notification and selecting Open [ Reassign |
OR Duration
. . . < Uncomplete %
- Navigating to your Records Due Tray in TRIM9 e G informat]| X Delete p—
Hint: If you require instructions on how to perform either of the above two methods, please ::c:'d ;?"5116% DEER "
atus ue Uies
refer to the first page of the TRIM9 — Quick Reference Guide — D15/230693 — Action Tracking Due Date riday, 12he
— Completinq an Action in TRIM9. Responsible location | [&] Lou Cola Reschedule
ﬂ Motes
Then, to reassign an Action: Security and Audit ,
1. Right-click on the record > Workflow = Show Actions/Procedures Responsible lacation Details
Send Mail
Workflow | % Initiate Workflow WY W \Propetes AWates /] L »
Electronic ¥ | &% Reassign Current action Gl Properties aenter || ok || cancel || Hep
Administrative Tools »| *p Action/Procedure
Send To g Show Actions/Procedures 3. The ‘Select from Action/Activity Assignee’ window will appear. Don’t click
R F R anywhere, but instead just start typing the surname of the person or the name of
Emave From show Workflows the Position, Unit/Team, Group you wish to reassign the Action to. When you start
. * show Adivities typing the ‘Prefix Search — Name’ window will pop up. Click OK to run the search:
E'ﬂ Froperties Alt+Enter - o
&% Select from Action/Activity Assignee - Locations - name™ - 3384 Lo...
Show To Do tems ) i
Search by Matching criteria
4 [testName [vJa| B 4
Mew 9.'. Mame -~ ~
@' . ?D: 1 [ prefix Search - Name X ; !
Favorites ] . !
o |Eimmm *
. E 3 Prefix is out of range. Try to reselect? °T '
Me @ 1 v
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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

THE UNIVERSITY OF

NEWCASTLE

AUSTRALIA

4. The list of matching Locations will appear. Click on the required Location to highlight
it blue, then click OK:

Hint: Only select Locations represented by a green icon.
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5. Check that the Action has been reassigned as required, then click OK to close the

‘Attached Actions/Procedures’ window:

B Attached Actions/Procedures - 20/516

l]} Action Q’- Responsible location Status

rl l. RGS Destruction Form Processing IE‘ Records Governance Services (RGS) & Due 18/03/2021 at 3:57 PM (11

[&] McEIhinney, Jeanette A3 Due 10/03/2021 at 3:57 PM (5 d
A Rheinberger, Bryce iF] Due 12, 1 at 3:57 PM (7
|ii] Records Governance Services (RGS) ﬂ Due 18/03/2021 at 3:57 PM (11

' Information Services Manager to review destructi..

l]} Information Officer to process authorised destruc...
l]} 01, Print for Physical Signature

< >
Adion l]} Infarmation Officer to process authorised destruction form

Record ol 20/516

Status

@ Due 12/03/2021 at 3:57 PM (7 days, 5 hours, 11 minutes)
Due Date Friday, 12 March 2021 at 3:57 PM
Responsible location IE Eryce Rheinberger

M 4 » M Properties £ Notes /

T o Dl e [ nw |

Hint: The new Responsible Location will receive an email notification advising them
they have had an Action reassigned to them which requires completion.
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