TRIM 8.3 – Saved Searches
TRIM allows you to save searches you might like to use regularly.
	Instructions
	Picture demonstration

	Using ‘Ctrl F’ keys, open the ‘Search for Records’ window as shown.

‘Ctrl F’ is the best one to use so that you can filter out record types and sort the results how  you want to see them.
	[image: ]

	Choose the ‘Search By’ category you would like to search and save. In this example I am going to save 3. I want to search for Records created by Ben Martin (Records team) that are scanned/digitised record types he performs monthly.

Open the folder & change ‘Search By’ to ‘Creator’ 





‘Creator’ is found under ‘Contacts, People and Places’ as shown
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[image: ]



	Find the ‘Creator’ by opening the Blue Folder next to the field you want to populate with the persons name
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	When the names list window appears, just start typing the surname of the person and press ‘OK’
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	Find the person from the list and press ok
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	Now that the first layer of my search is complete, I need to add a new layer for the dates I want TRIM to search each time I select this favourite search
















New layer 
	
[image: ]


	When New Is selected, a new layer will appear so that a new search can be added
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	At the top of the ‘Search for Records’ box, you can now change to the next search layer. In this example, I want to see the records Ben has scanned in a specific period every month. Hence I need to add ‘Date Registered’




‘Date Registered’ falls under the heading ‘Dates and Times’
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	Because I want to check what Ben is scanning each month, the value in ‘More Search Options’ is changed so that I can choose a “floating” range of ‘This Month’…every month I use the saved search
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	The final step in building the search is narrowing the records type down.
Because I only want to see the records he is scanning, I need to change ‘Records types’ folder
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	The only record type I want to see is the ‘Digitised Physical Record’
1. Right click
2. Untag all
3. Tag the only record type I want to appear in my search results
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	Now to complete the Search
	Press OK [image: ]

	The search is now complete and shows me the results I asked TRIM to search
1. Records scanned
2. By Ben Martin
3. Each Month

To check the numbers he has completed, I would press the [image: ]
On the Global Bar
	
[image: ]

	
Saving the Search

In the Global setting, choose Save Search As
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Complete the fields in the Form:

Name – Choose a name for your search that will stand out from any others you decide to save.

Description – Leave this field, as this is the one populated by TRIM, based on your search

Icon – you can choose an icon so that yours stands out from any others

Owner – you can leave this as yourself, or if you want to share it, add others or teams 

Add to favorties – tick the box so that these appear in the favourites ribbon on the left of the TRIM display (see Below)

OK – press OK

Note: where the ‘Add to Favorites’ box is greyed out, refer to the following step
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‘Add to Favorites’ when the box is greyed out, hence you are unable to choose the ‘Add to Favorites’ option.
	Once you have pressed ‘OK’ go to the [image: ] icon in your ‘Global’ Ribbon. Go to ‘Saved Record Searches’[image: ]

The list of saved searches will appear in a separate window.
1. [bookmark: _GoBack]Click on the saved search you want to save to favorites (this one I chose with the ‘heart’ icon.
2. Press the ‘F4’ key
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Finding and using the saved search.

The search will now be located in your ‘Favorites’ tab









Choose ‘Saved Searches’ for the window to open displaying all the saved searches you have saved for future use
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Saved search window and searches 
Using the saved search is as easy as double clicking the one you want to use and the results will appear
	
[image: ]



image5.tmp
MARTIN, Belinda No

MARTIN, Belynda No
RTIN, Ben
MARTIN, Benjamin No

21 20T Rothanen.

<

MARTIN, Ben
Business Phone.

Mobile Phone

W < b \Properties {Notes





image6.tmp
Select search style for Location

An indvidual Location

@aND OOR | New || iset | Dete ]

‘eatorMARTIN, Ben





image7.tmp
Select search style for Location

e e v

e a0 O0R [[New || woet || Dok | ) [ mor [[ et
eatorMARTI, Ben 5
and creatorMARTI, Ben

oK Cancel open Editor v Help





image8.tmp
Search for Records -

Search |Filter | Record Types | Sort | Resuts | Options.

Search By
Creator v|m)

Enter the Location to search by

MARTIN, Ben v|m)

[ Recursive




image9.tmp
Search for Records -8

Search | Fitter

Record Types | Sort | Resuits | Options,

Search By
Creator v|m)

Enter the Location to search by
MARTIN, Ben

[ Recursive

Method Name Caption

© Reference and Control N.
Document Management

o

12 dosedon Date Cosea
Slet searn sy or Loation 18] resteson Date Createa
T 12 tmatsedon Date Dedred s i
13 mportea bate mported
18] upatea Date Last Updated
16 pusishedon Date Puisnes
16 receveon et Recees

5] registereaon Date Registered.




image10.tmp
Mor searc options 8|

[Flating rane,sinle tme e, g ths week 4]

© a0 OOR [ New || moet || Dokt | () [ mor [[ et

reatorMARTIN, Ben
and registeredOnThis Month





image11.tmp
Search for Records -

Search |Filter | Record Types | Sort | Resuts | Options

Search By
Date Registered v|m)

Enter floating value type and a single type of time interval




image12.tmp
Search for Records

| search | Fitter | Record Types |Sort | Resuts | Options|

Record Type ~
€ asaTsic

a| Tag All ctri-A
Batch Box

S Umsgan  aneu
-

5 Boating & Diving 2 mertalitags

81U Corporate File

€2 Audit internal Audit Manager Restricted) Tag very

£ Audit Restricted) Untag Every
Audit Batch Box

Digitised - SCS Hard Drive




image13.tmp
3 Audit (Internal Audit Manager Restricted)
€3 Audit Restricted)
= Audit Batch Box

Digitised - SCS Hard Drive

B Electronic Record.




image14.tmp
ok




image15.tmp
123

Count




image16.tmp
GLOBAL  SBEINISIRANON

> 228 B BEAA R Q8 R X

ion/Procedure  Complete  Count  Tag Untag Invert Check Check Favorites Find  Find  Save Records Refine Remove
Current action Al Al AllTags In Out Activities Records SearchAs ~  Search From~.

GLoBAL




image17.tmp




image18.tmp




image19.tmp
Pl

Find Records
Saved Record Searches
Favorite Records
Recent Documents

My Containers

Records Due

Records Work Tray
Records In
Records In or Due

Offline Records

Ge
i)
(c)
&
:
&
Iy
&

Documents Checked Out





image20.tmp
Ezescans processed 2017 9 [S] BOEVINK, Chezelle  Records - registeredOn:2017 - Filtered
Miscellaneous filesto fxthe tte of €9 (3] BOEVINK, Chezelle  Records - il notesimiscelancous and assignee:Roam-004 Records Storage - Bulding-1 Ken Bac - Fitered
2 (&

Records scanned by BEN Monthly &2 [2] BOEVINK, Chezelle Records - creatorMARTIN, Ben and registeredOn:This Month - Filtered




image21.tmp
Favorites




image22.tmp




image23.tmp
Q Miscellaneous files to fix the title of 2 [E] BOEVINK, Chezelle

Q Promotion fies for SAGE project €3 3 Records (7792)
W Records due up to 31 December 2016 £ 2] BOEVINK, Chezelle
Q Records scanned by BEN Monthly €9 (3] BOEVINK, Chezelle

[E5] Recoras (7792)
£ Recoras (7792)

Q STF ~ New Staff [Last 7 Days ~ Excludes Today]
QST - New taff [ODAN
Q STU ~ New Students [TODAY]

Records - title notesimiscellaneous and assigne:Room-004 Records Storage - Building-1 (Ken Back - iltered
Records - title notes:promotions - Fittered

Records - dueOn:1/01/1400 to 31/12/2016 - Fittered

Records - creatorMARTIN, Ben and registeredOn:This Month - Fittered

New JCU Staff Created in TRIM i the last 7 days. Excludes TODAY which i a seperate Saved Search.

New JCU Staff Created in TRIM TODAY.

New JCU Students Created in TRIM TODAY,




image1.tmp
‘Search By
any Wora

Enter the words to use for this search





image2.tmp
Search By
| Any Word

Enter the words to use for this search





image3.tmp
Search |Filter | Record Types | Sort | Resuts | Options.

Search By
reator v|m)

Enter the Location to search by

[JRecursive.




image4.tmp
rerhe eenTe sy O SEE—

Select from Locations - name:* =

T Recursive

elect search sty for Location
Anindividual Location

= — e

Prefcs out o range. Tryto reselect?





