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Purpose

This document is designed to assist staff with using the Action Tracking function of TRIM9 when
using the TRIM9 Web Client.

Hint: See Appendix A at the end of this guide for a list of available Actions and their purpose,
plus information on Action Tracking icons and status indicators.

Adding an Action to a Record
1. Locate the record which you want to add an Action to.

2. Ensure the options for the record such as UPDATE, NEW, LOCATIONS etc. are
displayed. If not, click on the record number once to display them:

DOCX  Example Document

NEW e 9 LOCATIONS REQUEST DETAILS v NAVIGATETO WORKFLOW

ASSIGNEE DATE REGISTERED
In container '20/516 (Financial Services)’ since Friday, February 26, 2021 at 3:15 PM Friday, February 26, 2021 at 3:15 PM

3. Click on the WORKFLOW drop-down and select Attach Action:

DETAILS v MNAVIGATETO ADD/REMOVE MORE

DATE REGISTERED Initiate Workflow from Template

Friday, February 26, 2021 at 3:15 PM T

Attached Actions/Procedures
Warkflow
To Do ltem
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4. The ‘ATTACH ACTION’ window will display. If you know the exact name of the Action
you would like to add to the record, start typing it in the ‘Action’ field and it will display
for you to click on and select:

ATTACH ACTION

Action (Required)

‘ < Enter Search Query > ‘

Responsible Location (Required)

‘ < Enter Search Query » ‘

[ Assign only if Action has no default responsible Location
[Assign to this Action and any subordinate Record Action

New Action starts
[Oon a specific date
[Before any existing record actions for this Record

[ After any existing record actions for this Record

SAVE CANCEL

However, if you don’t know the exact name of the Action you would like to add to the
record, type all in the ‘Action’ field and all available Actions will display in alphabetical
order. Scroll through the available Actions to find the Action you want to add to the
record, then click on it once to select it:

ATTACH ACTION

Action (Required)

I all
[

’ 01. For Approval
’ 01. For Review & Approval

’ 01. For Review or Comment

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

’ 01. Return To

’ 01. Signature Required
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Hint: When adding an Action to a record, you will notice that each available Action will Alist of matching Locations will appear. Click on the required Person to select them:

have one of two icons next to it: Hint: Only select Locations represented by a green icon.
h Action is a single step/action ATTACH ACTION
l ’ Action is a linear process/procedure which has multiple ‘Action Steps’ Action (Required)

’ 01 For Approval

5. Next, you need to ensure the ‘Responsible Location’ field is populated as required.

. : . . Responsible Location (Required)
Some Actions have default Responsible Locations, therefore this field may be pre-

populated for you depending on which Action you have added to the record. rhein|

Note: In the Web Client, Actions must be assigned to a Person for them to display in m

that user’s Records Due Tray. Whereas in the Full Client, Actions assigned to a IE' _

Position, Unit/Team or Group will also display in a user’s Records Due Tray. Rheinberger, Bryce

Rheinberger, John
If the ‘Responsible Location’ field is populated as required, you may move forward to IE' d

Step 6.

B3 Assign only if Action has no default responsible Location
If you need to populate/update the ‘Responsible Location’ field, start typing the OAssign to this Action and any suberdinate Record Action
surname of the person you wish to add as the Responsible Location:

MNew Action starts

ATTACH ACTION OJon a specific date
OBefore any existing record actions for this Record
Action (Required) B3 After any existing record actions for this Record

‘ ’ Q1. For Approval ‘

Responsible Location (Required)
[ |< Enter Search Query > l SAVE CANCEL

B4 Assign only if Action has no default responsible Location
O Assign to this Action and any subordinate Record Action

New Action starfs
Oona specific date
OBefore any existing record actions for this Record

B4 After any existing record actions for this Record

SAVE CANCEL
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Locating Record Actions that require your Action (Records Due Tray)
6. If you would like the Action to start on a specific future date, you can tick the ‘On a
specific date’ checkbox and set the required specific date accordingly. Otherwise, click
SAVE to add the Action to the record:

1. Click the Menu button at the top left of the TRIM9 Web Client screen:

ATTACH ACTION

Action (Required)

’ 0L E 2. Four columns of options will display. In the third column, click on RECORD ACTIONS:
. For Approval ‘\

[&] LOCATIONS

Responsible Location (Required)

@ Rheinberger, Bryce £} SAVED SEARCHES

B3 Assign only if Action has no default responsible Location g3 CHECK INSTYLES

[ Assign to this Action and any subordinate Record Action

% RECORD ACTIONS [
Mew Action starts

Oaon a specific date

OBefore any existing record actions for this Record 3. Actions which are ready to start and are assigned to you or a position you belong to
B After any existing record actions for this Record will be displayed:

Query: 'assignee:Me and canStart'

[ Showing 1-3 of 3

CANCEL O g co

01. For Approval

Bryce Rheinberger
Due 8/04/2020 at 12:34 PM (Overdue 240 days, 2 hours, 20 m
Due Date: 8/04/2020 at 12:34 PM

O Il) D20/36470

01. For Review or Comment

Bryce Rheinberger
Due 30/11/2020 at 10:54 AM (Overdue 72 days, 4 hours)
Due Date: 30/11/2020 at 10:54 AM

O p D22t

01. For Approval
Bryce Rheinberger

Due 16/03/2021 at 12:02 PM (3 days, 5 hours, @ minutes)
Due Date: 16/03/2021 at 12:02 PM
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Locating the Record that an Action Pertains to Completing an Action

Once you have reviewed, approved and/or edited the document that required Action, you will

Most Actions will require you to review, approve and/or edit a document
need to complete the current Action:

To locate the record/document that an Action pertains to:
1. Click on an Action, and a number of icons/buttons will display underneath it:

1. Click on an Action, and a number of icons/buttons will display underneath it:

] ’ D21/24 Example Document
O ’ D21/24 Example Document 01. For Approval
01. For Approval Bryce Rheinberger
Bryce Rheinberger Due 16/03/2021 at 12:02 PM (3 days, & hours, 52 minutes)
Due 16/03/2021 at 12:02 PM (3 days, 4 hours, 52 minutes) Due Date: 16/03/2021 af 12:02 PM

Due Date: 16/03/2021 at 12:02 PM
P H® S

MPA+#E

2. Click on the Complete button:
2. Click on the Record button:

mPAE LR

NOTES

3. The ‘COMPLETE’ window will appear. Click SAVE:

3. The record will display:
. COMPLETE: 01. FOR APPROVAL
O w] D214
DOCX  Example Document Complete
m NEW e g LOCATIONS REQUEST v Completion Date/Time (Required)
11/03/2021 ‘ = ‘

ASSIGNEE

In container '20/514 (Financial Services) since Friday, February 26, 2021 at 3:15 PM OcComplete all previous incomplete record actions.
For guidance on viewing documents refer to the TRIM9 - Quick Reference Guide - D20/145487 CANCEL
Viewing and Downloading Documents in the TRIM9 Web Client
For guidance on editing documents refer to the TRIM9 - Quick Reference Guide - D20/145387 4. The Action is now completed. The Complete button will disappear, and be replaced by
Editing Documents in the TRIM9 Web Client an Uncomplete button:

H ¥ &
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L. . 4. Inthe ‘New Assignee’ field, start typing the surname of the person you wish reassign
Reassigning an Action the Action to. A list of matching Locations will appear. Click on the required Person to

Should you need to reassign an Action so that the responsibility for completing the Action select them:

resides with an alternative Person (e.g. if an Action is assigned to you and you are going on Hint: Only select Locations represented by a green icon.
leave), please see below instructions on how to do so:

1. Click on an Action, and a number of icons/buttons will display underneath it: REASSIGN

] ’ D21/24 Example Document Reassign

(1. For Approval
Bryce Rheinberger MNew Assignee (Required)

Due 16/03/2021 at 12:02 PM (3 days, & hours, 52 minutes)
Due Date: 16/03/2021 at 12:02 PM

v
. p E E IE‘ E Carol Watson Consultancy
m Fishburn Watson O'Brien Pty Limited

@ Watson, Louise
IE' Watson, Michelle

I watson|

2. Click on the Reassign button:

WL

NOTES
5. Click SAVE to finish reassigning the Action:
3. The ‘REASSIGN’ window will appear: REASSIGN

REASSIGN Reassign

Reassign MNew Assignee (Required)
MNew Assignee (Required) @ Watsaon, Michelle

Rheinberger, Bryce
CANCEL

SAVE CANCEL
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4. The ‘ATTACHED ACTIONS/PROCEDURES’ window will appear. Click on the Action for

Inserting an Action which you want to insert a new Action before or after, then click NEW:

Should you need to insert/add an Action in a specific spot, to a record that already has Actions
assigned to it (e.g. if you receive a ‘For Approval’ Action and you want to add a ‘For Review or ATTACHED ACTIONS/PROCEDURES - D21/24 <
Comment’ Action before you complete the ‘For Approval’ Action.
Toinsert an Action: | NEW | | COMPLETE ALL | | DELETE ALL | @ @ F B X
View Actions Person responsible Date due
1. First, locate the record in TRIM9 which has the Action(s) for which you want to insert > )
dditiona| Action 01. For Approval Bryce Rheinberger 16/03/2021 12:02:00 PM
ana : L1g 01. Return Ta Lou Colanzi 18/03/2021 12:02:00 PM
2. Ensure the options for the record such as UPDATE, NEW, LOCATIONS etc. are
displayed. If not, click on the record number once to display them:
0
DOCX Example Document
m NEW W e 9 LOCATIONS W REQUEST w DETAILS v NAVIGATETO W WORKFLOW v
ASSIGNEE DATE REGISTERED CLosE
In container '20/5146 (Financial Services)’ since Friday, February 26, 2021 at 3:15 PM Friday, February 26, 2021 at 3:15 PM
3. Click on the WORKFLOW drop-down and select Attached Actions/Procedures: 5. The ‘ATTACH ACTION’ window will appear:

DETAILS HAVIGATETO V ADD/REMOVE MORE ATTACH ACTION

Action (Required)

DATE REGISTERED Initiate Workflow from Template ‘
Friday, February 26, 2021 at 3:15 FM

< Enter Search Query > |

Affach Action
Responsible Location (Required)

< Attached Actians,’Proc@ | ‘ « Enter Search Query > |

Workflow Asswgn only if Action has no default responsible Location
[ assign to this Action and any subordinate Record Action
To Do ltem

New Action sfarts
[0n a specific date
OBefore any existing record actions for this Record

O After any existing record actions for this Record
Osefore the nominated Action below
[ After the nominated Action below

01. For Approval

SAVE CANCEL
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6. If you know the exact name of the Action you would like to insert, start typing it in the Hint: When adding an Action to a record, you will notice that each available Action will
‘Action’ field and it will display for you to click on and select: have one of two icons next to it:
ATTACH ACTION ’ Action is a single step/action

Action (Required)

‘ < Enter Search Query > ‘ I ’- Action is a linear process/procedure which has multiple ‘Action Steps’

Responsible Location (Regquired)

‘ < Enter Search Query > ‘ 7. 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 added to the record.

B Assign only if Action has no default responsible Location
[Assign to this Action and any subordinate Record Action
New Action starfs Note: In the Web Client, Actions must be assigned to a Person for them to display in
OJon 3 specific date that user’s Records Due Tray. Whereas in the Full Client, Actions assigned to a

LiBefore any existing record actions for fhis Record Position, Unit/Team or Group will also display in a user’s Records Due Tray.
[ After any existing record actions for this Record

If the ‘Responsible Location’ field is populated as required, you may move forward to
Step 8.

If you need to populate/update the ‘Responsible Location’ field, start typing the
surname of the person you wish to add as the Responsible Location:

SAVE CANCEL

However, if you don’t know the exact name of the Action you would like to insert, type
all in the ‘Action’ field and all available Actions will display in alphabetical order. Scroll

through the available Actions to find the Action you want to add to the record, then ATTACH ACTION
click on it once to select it:

Action (Reguired)

ATTACH ACTION
’ 01 For Review aor Comment
Action (Required)
| all Responsible Location (Regquired)
a < Enter Search Query =

’ 01. For Approval

’ 01. For Review & Approval

’ 01. For Review or Comment

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

’ 01. Return To

’ 01. Signature Required
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A list of matching Locations will appear. Click on the required Person to select them:

8. Select the appropriate option for inserting the Action (example below) then click SAVE:

Hint: Only select Locations represented by a green icon.

ATTACH ACTION

ATTACH ACTION
Action (Regquired)

Action (Required)

’ 01. For Review or Comment

’ 01. For Review or Comment

Responsible Location (Required) Responsible Location (Required)

’Q watson| @ Watson, Michelle
ﬂ] B Assign only if Action has no default responsible Location
m Carol Watson Consultancy O Assign to this Action and any subordinate Record Action

m Fishburn Watson O'Brien Pty Limited
@ Watson, Louise
@ Watson, Michelle

Mew Action starts
Oon a specific date

OBefore any existing record actions for this Record

B Assign only if Action has no default responsible Location OlAfter any existing record actions for this Record
[ Assign fo this Action and any subordinate Record Action Before the nominated Action bElOW|

New Action starts O After the nominated Action below

Oon a specific date

OBefore any existing record actions for this Record —

Q. 01. For Approval

O After any existing record actiens for this Record

[OBefore the nominated Action below
M After the nominated Action below

Q. 01. For Approval CANCEL

—— Hint: If you are selecting either ‘Before the nominated Action below’ or ‘After the nominated
SAVE CANCEL Action below; the ‘nominated Action’ (as indicated by the arrow) will be the one you clicked
on in Step 4.
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9. Theinserted 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 CLOSE to close the ‘ATTACHED ACTIONS/PROCEDURES’ window:

ATTACHED ACTIONS/PROCEDURES - D21/24

| NEW | | COMPLETE ALL | | DELETE ALL |

View Actions Person responsible Date due

l P 01 For Review or Comment Michelle Watson 15/03/2021 12:02:00 PM
P o1 For Approval Bryce Rheinberger 16/03/2021 12:02:00 PM

l B 01 Return To Lou Colanzi 18/03/2021 12:02:00 PM
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. Action Purpose
Appendix A P
. . Use: This Action is designed to be used when you want to be notified that
Available Actions for General Use _ g Y
an Action / Approval has been completed.

Action Purpose Add this after the last Action and make the Responsible Location either
Use: This Action is designed to be used where review or comment is Return To yourself or the person you want to be notified when the Action sequence
required. This Action can be used in isolation or in conjunction with the 'For has been completed.

For Review or | Approval' and 'Print for Physical Signature' Actions. 2 Days Actions:
Comment Actions: . . L T
’ e Add this Action at any point in the process where notification is
e Review the document/s required
3 Days e Provide comments e Complete the Action in TRIM9
e Complete the Action in TRIM9
Note: Can also be used in conjunction with ‘Return To’ Action Tracking Icons and Status Indicators
Use: This Action is designed to be used where approval is required. This Action Tracking icons change according to their status:
Action can be used in isolation or in conjunction with the 'For Review or e  Current Actions and Procedures display green arrows
Comment' and 'Print for Physical Signature' Actions. e Completed Actions and Procedures show a tick in a purple box on a green arrow
For Approval | It can also be added multiple times for various levels of approval. e Actions and Procedures that are due next show one exclamation mark in a blue box on a
green arrow
Actions: e Actions and Procedures that are overdue show one exclamation mark in a red box on a
4 Days e Review the document/s green arrow
e If Approved — Complete the Action in TRIM9 i» Current Procedure
o If Not Approved — Seek additional information from the originator
Note: Can be used in conjunction with ‘Return To’ op Next Procedure
Use: This Action is designed for use when a physical signature is required. iy Overdue Procedure
Before using this Action, consider if the 'For Approval' Action can be used to _
) ) R ) (]S Completed Procedure
Print for obtain approval via a digital signature or email approval. -
Physical Actions: b Current Action Step
Signature ° P.rlnt the document/s I]} Next Action Step
e Sign

4 Days e Scan the document/s at a minimum 300dpi and place over the (113 Overdue Action Step

original document in TRIM9
e Complete the Action in TRIM9 /T3 Completed Action Step

Note: Can also be used in conjunction with ‘Return To’
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