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3. Show Records/Applications (HDR Admissions Process)
This Guide covers the following topics relating to the use of the HDR

TRIMOY Workflows: To navigate to the application and associated documents from the Current Activity:
1.Access Current Activities 7. Relinquish an Acquired Activity icht-cli ivi . ..
— = 1. Right-click on theActivity | nB. do not double-click on the Activity to open
y
2.Navigation 8. Rollback Workflow Activities ) o
3.Show Records/Applications 9. Access Saved Searches the records; this may complete the Activity
4. Edit a Document 10. Running Saved Searches and ; .
taita Jocument ning 2. Click Show Records: Epe— ien
5.Acquire Activities Exporting Saved Search Results . a
o ang L Mame @ Untagall Ctrl=U
6.Complete Activities 11. Add Notes B invert all tags
-',, 2.0 Supervisor Admissions Assessment
Copy CErl+C
1. Access Current Activities Search C
. Cpen With Workflow Editor
Current Activities assigned to you or your Position will be in your Activities Due tray. B e
You can locate them via the Trays tab in the Shortcuts bar on the left-hand side of
Security and Audit 3
your TRIM9 screen: I e 1 =| Content Manager - [Activities - dueTray - Filtered - 1 Activity
Complete
“ HOME SEARCH VIEW
- 2] Rollback
1
3 Q Q Q [Eﬁ 123 Q a C 4 Acquire
E} Favarites Find Find Saved Browse Count Refine Save Refre it Reassign
Records Locations = Searches = Classifications Search Search As Seart
EEEJ Recent Find | Current Searct M suspend
+ Shortcuts Search for Search by Send To 4
v Trays I Trays I |d Recards v| | Record Number |v |Q| CHIER
.'. -’. Activities - dueTray - Filtered .l G Properties Alt=Enter
—

s
Activities Due| ||V % Name

4% 2,0 supervisor Admissions Assessment

1
[ ]
Records
Work Tray

2. Navigation
At times you may need to view all Activities (and their current status) within an
applied workflow process:

1. Right-click on the required HDR Admissions & Scholarship Sub-Folder or HDR
Candidature Variation record.

Hint: Ensura

2. Select Workflow = Show Activities activities are

> in process

V| e Name ~ order by left
o8 1.0 Admission Assessment - |s the Application Complete? c:ck:gon
the Name
-'F 1.1 Document Request - Has the Applicant Provided all column
-'LE 2.0 Supervisor Admissions Assessment header
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3. The red HDR Admissions & Scholarship Sub-Folder will display. Click the triangle next to

the folder to see its contents:

w1 3 Record Number Title

-([})- 2345678/01-01/1 Wl Application for Admission - BAYGOH Winnie 2345678 - 20 Feb 2020
A

3 Record Mumber Title

4 Wl 2345678/01-01/1 Wl Application for Admission - BAYGOH Winnie 2345673 - 20 Feb 2020
- Wl 2345678/01-0... Wl HDR Master Application
-~ Wl 2345678/01-0... Wl HDR Working Documents
mll 2345678/01-0... Wl HDR Email Correspondence

NB: the ‘'HDR Master Application’ sub-folder will contain the full admissions assessment PDF
form that requires updating/approval (Activity 2.0 onwards).
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3. Show Records/Applications (HDR Candidature Variation Process) 4. Edit a Document
To navigate to the Candidature Variation and associated documents from the Current 1. Locate the record which you want to edit/update (as per instructions in Section 3).
Activity:

] ) o NB: Do not double-click on the Activity to open 2. Right-click on the record and select Edit:
1. Right-click on the Activity

the records; this may complete the Activity
Mavigation g
2. Click Show Records: A View
HE) 2, school Candidature Variation Assessment .
g TagAl Ctri+A < h Edit Ctrl+0
2 Untagall Ctri+U a Check Out
g Invert all tags .
@ Chekin
Copy Ctrl=C
Search » @ Supercopy
Open With Workflow Editor
BY niotes 3. The document will open in its native application (E.g. Adobe) and will automatically be
Security and Audit » ‘Checked Out’ from TRIMO.
R 4. Work on the document the same as you would if you were working from your desktop
Rollbck or shared drive. Once you have finished editing, save the document and close. The
BEIE document will check back in automatically.
Reassign
suspend 5. Acquire Activities
Send To *
Show Records Ctri=R B Tag Al cii+a | The Workflow Module is based on Positions (not People) and as
S Properties Alt=Enter B Untagal cw+u | such workflow Activities will be assigned to a Position. If an Activity
Invert all tags is assigned to your Default Position then you will not need to
3. The blue Candidature Variation record will display. This record is the PDF which Copy cuec | acquireitfirstin order to perform actions on these Activities
requires updating/approval. Click the triangle next to the record to see its contents: (complete etc.). However, if an Activity is assigned to a Position you are a
. _ Search > | member of (but it is not your Default Position) then you must first
mi B2 Record Number Title _ . . ) )
- Open With Workflow Editor Acquire the Activity before you can perform an action on it. An
(J() 1% 2345678/01-05/1 [&] HDR Candidature Variation - Edension of Candidature - BAIGO g e, example of this might be if your School has two Workflow
- _ _ Positions (one for Admissions and one for Candidature Variations)
B £ Record Number Title s >| and you belong to both. Because only one can be your Default
|°=0 Acquire Position, you would need to acquire any Activities assigned to the
f-_) F| 2345678/01-031 HDR Candidature Variation - Bxtension of Candidature - BAYGC oo? Reassign Workflow Position which isn’t your Default Position in order to
M - Wl 2345678/01-0... Wl HDR Candidature Variation Email Correspondence S y | perform an action on it such as complete it.
B - ol 2345673/01-0... W@ HDR Candidature Variation Supporting Documents Show Records cri+R | To acquire an Activity:
NB: Supporting documentation, including evidence of compassionate or compelling i Properties Alt+Enter 1. Right-click on the Activity
circumstances, will be stored in the Supporting Documents sub-folder. 2. Click on Acquire
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6. Complete Activities 7. Relinquish an Acquired Activity
1. Go to your Activities Due tray and locate the Activity that pertains to the application You should relinquish an Activity only after you have acquired it and
you’re currently working on. become aware that you will not be available to complete the Activity (l.e. if

2. Right-click on the Activity you are going on leave).

Relinquishing an Activity will reassign it back to the original Group Position

3. Click on Complete: . o
Assignee so another team member can complete the Activity.

-'@ 2.0 Supervisor Admissions Assessment
8 Tagal Ctrl+4 1. Right-click on the Activity Security and Audit »
=
@ Untagall Cri+U 2. Click on Relinquish: 1:."‘ Relinquish
B Invert all tags e .
#," Reassign
Copy Ctrl=C
Search 3 8. Rollback Workflow Activities
Open With Workflow Editor 2ol!bick enables you to roll the Workflow back to an Activity preceding the Current
ctivity.
M2 MNotes 1. Right-click on the Activity Rollback
Security and Audit 3 2. Click on Rollback (The ‘Rollback Activity’ window will be displayed):
c let Il Rollback Activity - 2.1 School Admissions Asse... O b
Rollback i [ 3
Rollback to Activity: Select activity to
A . || 2.0 Supervisor Admissions Assessment VI - rollback to
cquire
) Reasan for rallback - o
REESSIQH Supervisor signature missing.|
Suspend % «——| Provide Reason
Send To L4
Show Records Ctrl+R
. oK Cancel Hel -l—[ Click OK ]
= Properties Alt=Enter L | | el ] | =

NB: Once complete, the icon on the Activity will change to a tick .'E
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9. Access Saved Searches 10. Running Saved Searches and Exporting Saved Search Results
A number of saved searches have been configured to enable you to run reports and The easiest way to export saved search results is to copy and paste the data into an
statistics. Excel Spreadsheet.
1. Click the ‘SEARCH’ tab 1. To run a saved search, double-click on it (results will be displayed in a list).
2. Click on the Saved Searches magnifying glass: 2. Right-click on any of the records returned in your search.

RN rove Ve 3. Click Tag-All:
Q& Q| [ =3RKA O =

!
Find Find Saved Browse Count Refine Save  Refresh I- Application for Admissio_n - ESTER Polly Tag Al = [
Records Locations ~ Searches = Classifications Search Search As Search ol Applicaj 2d i [
Find Current Search = Applica Right—click Untag all Ctri+U [
M Applica ERE Invert all tags f
This will provide a list of all previously created and saved searches in TRIM9 that you have B RONE20181 - Application for Admissio o —— €
appropriate access controls to see. NB: Saved searches pertaining to these workflows either
begin with 'HDR Workflow’ or they are contained within a Search Group which begins with 4. Right-click again on any of the records and select Copy. You will be prompted to
/| . .
HDR Workflow. confirm the copy and confirm to copy all records:
You may need to scroll to locate the saved search(es) that applies to your School. v Ef Record Nu.. Title
When you have located them, add them to your favorite saved searches via right- VAERL [87654321/.. [ | Application faciicicia
click > Send To - Favorites: Right-click v
4 O HDR Workflow : CESE : Saved RECORD Searches v o Right-click Untag all Ctri+U 78 - 29
Arch & Built Env : Current HDR Admissions Apps Send To > Elf Prf”t Repcit v o= 19 t-clic Invert all tags 8 -50c¢
Q, arch & Built Env: Current HDR CV Applications Remove From M| = PrintMerge v - A 8] Given N,
q . . e . ) ETE Save Reference Ctrl=M & Copy Ctrl+C I ]
Elec Eng & Computing : Current HDR. Admissions i Properties Alt+Enter v El- 2345678/0... B Scenario 2 - nnie - 2
Q, Elec Eng & Computing : Current HDR CV Applications i Favorites = - - :
Add To User Label

5. Open a new blank Excel Spreadsheet (or if this is something you will do
“ HOME | SEARCH | Wi regularly you may like to create an Excel Spreadsheet template with appropriate

EW
- lumn titles and formatting) and paste the data:
Q& Q [ =R & O H N

A B

‘ c ‘ > I .

Then to ac'cess Find Find Saved Browse Count Refine  Save  Refresh Tag ! Current HDR Admissions Applications - School of Arch and Built __

your favorite Records Locations = Searches ~ Classifications Search Search As Search Al > ‘ o ‘ &l e ‘ g o ‘ SCATITIET

. . 3 |87654321/17-01/1  Application for Admission - ESTER Polly - 87654321 - 8 November 2020 College of ience and school of and Built 8/11/2020  With DOGR or DVCRI

Saved searches n Find Current Search 4 |12345678/17-01/1  Application for Admission - STEVENSON Laura - 12345678 - 3 October 2020 College of and school of and 3/10/2020  Ready for Confirmation of Enrolment (CoE)
5 |32165498/17-01/1  Application for Admission - SAMSON John - 32165498 - 15 November 2020  College of and school of and 15/11/2020  Ready for Confirmation of Enrolment {CoE)

future; select Shorteuts Search for Search by oot sy o aeoioaton o it PP noe S 8o 27 et n Srolet n emns s forConimation aF Ervomant o]
8

Saved Searches Favorites |ﬂ Recards v| | Record Number |v |Q

from the N i y - . . .

‘Favorites’ tab on I__'j* Records - Empty list - No Rec.. f3 Saved Searches - favorite NB: This will copy and paste the same columns displayed in your TRIM9 screen into the

Excel columns. If you require different data ensure you add/remove the appropriate
your Shortcuts bar Records v Name | ) fy req f_f y / pprop
Q) Arch & Built Env: Current HDR CV Applications columns in TRIMS prior to copying.

. ;?* C‘L Arch & Built Env: Current HDR Admissions Apps
Click Here Saved Search i ) .
aved searches q Overdue Activities with HOS : Arch & Built Env
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11. Add Notes

Adding a Note allows you to share key information on an applicant’s file with other
TRIMS users. It is recommended that Notes are placed on the red HDR Admissions
and Scholarship Application for Admission folder or blue HDR Candidature Variation
record (depending on which process you’re currently working on).

1. Locate the red HDR Admissions and Scholarship Application for Admission folder or
blue HDR Candidature Variation record (see Section 3. Show Records/Applications)

2. Right-click on the folder/record

3. Click on Details = select Notes:

Title

™ Domestic Application for Admissio % Tog en

g Untagall Ctrl=U

E Invert all tags
Copy Ctrl+C
Mew »
Search 4
Navigation »

ﬁ Contained Records

& Checkin
Details vlBR notes I
Security and Audit H[[1] Dates
Locations L4 Classification
Requests » Other Record Fields
Workflow 4 Additional Fields
Electronic 3 .

F‘ Relate
Send To L4
4. Click Add Notes
I Add Notes |
[ o Ké . cancel | | Help |

5. Type your Note in the box then click OK
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