ECAS Attachments in TRIM

General

Accessing and retrieving a document is distinct from viewing the content of the document. All
documents can be accessed and retrieved from the document repository, not all documents can be
opened and viewed inside TRIM

TRIM stores any and all file types. File types that are common to standard business processes will be
recognized by TRIM and the appropriate icon applied. File types that are not recognized by TRIM will
have a generic document type icon.

Recognized file types can be opened and viewed inside TRIM....non-recognized
file types will need to be opened in their specific software after being moved
outside of the TRIM environment.

[ H - REVENUE DOCUMENT (HVA) [ ccpFile | This is an example of a non-
O3 H - REVENUE DOCUMENT (HVA) | | CCPFile | recognized file extension.

[} H - REVENUE DOCUMENT (HVA) | CCPFile | Note the generic icon used.
[} H - REVENUE DOCUMENT (HVA) | CCPFile | These documents will need
[} H - REVENUE DOCUMENT (HVA) LI CCPFile | ') o o rened and viewed
[} H - REVENUE DOCUMENT (HVA) | ccpFile | O "

[3 H - REVENUE DOCUMENT (HVA) || ccprile | using the specific external
[ H - REVENUE DOCUMENT (HVA) | CCPFile | software.

) H - REVENUE DOCUMENT (HVA) | CCPFile

The scenario is: a licensee would contact their local district office with the classification number FOR-
19400-46 and the ECASid #. Given either of these two numbers the local MoF records person can pin-
point the TRIM’d attachments and email them to the requestor. ECAS id numbers are recorded in the
Notes field of the TRIM record display.

Find ECAS attachment using the saved search - Method 1 - the short way

From the standard TRIM screen select Search ->

T Comtet e —— Saved Searches
B [ ecn Took Wedow Hep
(1 ¥ | B BodRecents CirlsF L3 . |
; Saved Seanches . Cite Start typing Find — a dialog box will pop up and
Browae W Clisplhomeard Ciil=F3 .
Click OK
Shormoets  Lf) Find Communications [ Ha )
fwer  Cment Search "
gl -
TR ¥
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ACTESS - HET MASO A& COMTRIBITION  Claccificratioe |

For applying a
Strategic Policy

<

- =
FIND ECASID BY NUMBER

[ PN HES—
FIND HVA ECAS COMPLETIONS

Reconds - Conty
=S in Titke

FIRID AMD OOLBT MOM-MANTIM.

FIND BRIDGE MEPECTION FEFORTS

[FIND ECA

FIND HEG i Isgan Crded

PO v o Linteg AR Cadeld
5 et A Tags

B¢ Fegrineeed
phe Ergerbeend

Biew Saved Srarch

Lopy Seved Semsch

Search .
| g |
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Find ECAS id by number - Change the search parameter to the ECAS id number réguired
i i 2001 01-01" and - Tered

Date Registered is between '2009-11-19" and '2009-11-20' - Sorted and Filtered

T T

The search has to be run using the
default parameters before you can
change to the ECAS ID that you want
to search on.

From the list of displayed search,
highlight Find ECAS ID by number.

Right click on this search and navigate
to Open. This will run the query using
a default ECAS ID number.

Find Records & =] = |
Search |Sort | Fitter | [
Search By

=&l |§
|ECASID 718 -|&
]
I
Cument Selection
COAND O OR | New Insert Delete | LJ || MOT Reset
'ECAS', 'ID', 718’ in Notes = ik
1
oK Cancel Open Help
A

When the default search result is
displayed, use the F7 key to open the
search to change the search
parameter.

Change the ECAS ID number to the
one that you are looking for and click
OK.

The search will run using the ECAS ID
number and the results will be
displayed on the screen
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ECAS Attachments in TRIM

Search for an ECAS attachment in TRIM - Method 2 - the long way

The scenario is: a licensee would contact their local district office with the classification number FOR-
19400-46 and their ECASid #. Given either of these two numbers the local MoF records person can pin-
point the TRIM’d attachments and email them to the requestor. ECAS id numbers are recorded in the
Notes field of the TRIM record display.

How to find, access and send and ECAS attachment to a licensee

Use the standard TRIM search to find the ecas id and classification number for the record type H-
Revenue Branch.

From the main TRIM screen, select
Search->Find records

In the Find records screen, set up the following query:

Find Records ’ (=& = ]

The classification number
P will be FOR-19400-46 for all

)M'““\ B the ECAS attachments
Use Notes word — ECAS ID
NNN where NNN is the
ecas id number.
Current Selection - - P
© AND € OR New Insett Delete [ NOT Resst |
"ECAS, 1D, '703' in Notes 7 Then click on the Filter Tab

to filter the search to HVA
electronic folders.

oK Cancel Open Help
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I Record Type / -
(1 H - RECREATION PROGRAM E-FOLDER (TSA)

@ H - RECREATION PROGRAM P-FOLDER (TSA)

[ H - RESEARCH DOCUMENT (HRE)

1 H - RESEARCH E-FOLDER (HRE)

(£ H - RESEARCH P-FOLDER (HRE)

[@ H - RESOURCE TENURE & ENGINEERING DOCUMENT (HTH)

(2 H - RESOURCE TENURE & ENGINEERING E-FOLDER (HTH)

@ H - RESOURCE TENURE & ENGINEERING P-FOLDER (HTH])

[ H - REVENUE DOCUMENT (HVA)

v [ H - REVENUE E-FOLDER (HVA]

(£ H - REVENUE P-FOLDER (HVA) K
[ H - SOUTHEAST FIRE CENTRE DOCUMENT (FS0]) B
1 H - SOUTHEAST FIRE CENTRE E-FOLDER (F50)

@ H - SOUTHEAST FIRE CENTRE P-FOLDER. (F50)

[0 H - STRATEGIC POLICY & PLANNING DOCUMENT [HCP)

lecord Types

1 H - STRATEGIC POLICY & PLANNING E-FOLDER (HCP)

@ H - STRATEGIC POLICY & PLANNING P-FOLDER (HCP)

[ H - TREE IMPROVEMENT DOCUMENT (HTI)

(2 H - TREEIMPROVEMENT E-FOLDER (HTI) -

LSO W S R

In the resulting window:

Click on the top column header to
sort the record types.

Right click and select — Untag all

Navigate down the list until you
reach H-Revenue Branch E-Folder
(HVA) and tag that folder.

Click the OK button at the bottom
of the screen and the search will
run.

1 | Title (Free Text Part)

[ cWhen the results are displayed on

ECAS submitted files Licence TFLG CP 881 TM 6/881 Appraisal Effective Date 2004-03-09
ECAS submitted files Licence 420013 CP 605 TM EE9805 Appraisal Effective Date 2005-06-24

T e o
l.:!3':"l’:&'ﬂn'|'-k‘;h'u bl 200%-08-2
G4 et 4 Toga
Eew L]
seweh .
Hagenn .

A, 200
Beflrstey of Fen Type H =
Eerastey of Fareats and Rasge Mased o dTypeH-R

£ PV - Revenie Basnch (baed on Recoed Type H - BEVI
wtnry & A - Bapeprae Branch (baped on lcord Typs ™
sert [baried o Recced Type H < REVENUE E-FOLDER (4]

the screen, right click on the folder
and select Contained records to
display the documents inside the
folder.
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5 'FOR-19400-46/13809F' - Sorted - 5 Records Found

1| Tite (Free Text Part) | Conter
LICENCE TFLG_CP_881_TM 6-881_APPEFFDATE_2004-03-09_ECASID_703_ATTACHED _2004-13-11_15-03-23 Specifed Operations - Tr..
LICENCE TFLS_CP 881 TM 6-381_APPEFFDATE_2004-03-09_ ECASID_703_ATTACHED_2004-03-10_16-03-15 Tenure Iformation
LICENCE TFLG_CP 881 TM 6-881_APPEFFDATE_2004-03-09_ECASID_703_ATTACHED_2004-03-10_14-03-12_Cruise - Cruise Analysi F..
LICENCE TFLS_CP 851 TM _6-881_APPEFFDATE_2004-03-09_ECASID_T03_ATTACHED_2004-03-09_15-03-33_Cruise - Cruise Complti..
LICENCE TFL6_CP 881 TM _6-881_APPEFFDATE_2004-03-09_ECASID_703_ATTACHED_2004-02-13,11-02-35 1076658873706

Highlight the document

requested by the licensee,
right click on it and follow
the instructions for either
emailing it or viewing it ...

Retrieve a document from the TRIM Repository - send as email attachment

Use this method when you want to send a copy a document to a requester by email. All file types,

common or unique can be sent as an email attachment.
Use one the search methods to find the document.

With the document list on your screen:

1 H- REVEMUE DOCUMENT [HVA) ] ¥ML File

—-+(01 H - REVEMUE E-FOLDER (HVA) [ Recerd has no decument attached,
[ H- REVEMUE DOCUMENT (HVA) IE_] Microsoft Office Word 97 - 2003 Document
1 H- REVEMUE DOCUMENT (HVA) IE_] Microsoft Office Word 97 - 2003 Document
[ H- REVENUE DOQCUMENT (HVA) 'E Adobe Acrobat Document
[ H- REVEMUE DOCUMENT [HVA) || ¥ML File

+- (1 H - REVEMUE E-FOLDER (HVA) [ Recerd has no decument attached,
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TR O RN e | =11l
[% . Iih EE-E‘I O SN

%‘E—ﬁ ok Right click on the document to be
ey Cuiats FMT# retrieved and sent to a recipient as an

3 H- FEVEMUEE- F-:mnﬁ Mﬂ‘ll
3 H: BEVENUEE-FOLDER | Pl
2 H- BEVENUE E-FOLDER Sl

1 - BEVTRUE E-POLDER D R ond haer ma dhoscumand atEschad.
3 H - REVERUE E-FOUDER |1 Riigetion " Rrcord hun ma documen? sttechad
3 H « BEVEMUE E-FOLDER Frcoed bt = discurment sitasbad
3H- lmmumuinﬂh Retiwd bk =y dieCurmiend #techad,
3 W~ BN -POLpiR ] B ol W Recoed han mo docement siteched,
2 H - REVENUE E-FOUDER | Dighaily ! Repcoed bun ma documend sitachad.
2 H REVENUEE-FOLDER | " Reteed bun ma decument sitacbad,
3 H - REVEMUE E-FOLDER | Recied bk @ disfurnend stached,
3 W - BEVENUE E-FOUDER R oo et w0 dosCumant steched.
3 H - BEVENUE E-FOUDER | Rpgoed hun mg dopument st sched.
3 H s BEVENUE E-FOLDER 1 Ripcoed bun s docoment stachad.
3 H - BEVEMUE E-FOLDER © Peceed b s desturment stedbad,
O B0~ FEVEMUE DOSLE  Adolbe Boodat Doownent

O ki - SEMU DL

Miroscft Coficn [ucel 37-2001 Workshat

3 H- REVENUE E-FOLDER (HVA)
3 H« BEVEMUE E-FOLDER (HVA)
3 H+ BEVEMUE E-FOLDER [HVA)

3 B BEVENUE E-FOLDER (V) Export 1ML
- BEVERIUE E-FOLDER (MVA)
EI' LA St TR bm M
Add T Fecent Dodu=ans
e Ak b Conener ot Boa] FOR-Le | AddToRecordWokTrey R Wed

eepied [Opeead]  2009-12-00 ot 1033 A

WIS A ST s i Pl

attachment to an email.

Navigate to the “Send to” menu item
and to the Mail Recipient sub menu
item

| Send To Mail Recipient - D1200310F * IR T l=[=] % ]

Message Attachmentl Metadatal

Recipients

~ Select from TRIM Locations To |

¢ Select from Mail Address Book:

=]

I Casey, | eonora SSBCEX EI
Add To' | Add Cc’ I Remaove To' Remaove 'Co' |
Subject
TRIM H - REVENUE DOCUMENT (HWVA) : D1250810F : LICENCE_A71020_CP_1_TM_AV2001_APPI
This is a copy of the document you submitted on 2004-05-21 -
oK Cancel Help

NN

At the first screen fill in the recipient
name and any message details that you
want to include.

If it is to an external addressee, copy
the email address from one of their
incoming messages.
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| | Send To Mail Recipient - D1290810F

P

A

Message Attachments w.and;x: |

I~ TRIM Record Reference

I¥ Blectronic Document

0K

Cancel

Help

Then click on the tab labelled
“Attachments”.

On this screen ensure that the
Electronic Document selection is ticked:

Click OK and the email with the
document attached will be sent to the
recipient in the addressee line.

Note that you can also send this to
yourself and then on to a requester.

You can also use this method to send
yourself a document that has a unique
file type in order to open and view it.

Send a TRIMed document to a shared drive, or desktop to open view to
contents or email to document as an attachment

Use this method when the file type is not recognized by TRIM and you need to open and view the

document contents and do not want to go through the email. This method can also be used to park the

document on a shared drive and then attach it to an email.

You cannot drag and drop a document from TRIM into a desktop or shared drive. In order to directly

save a document to a drive, the document management functionality of TRIM is utilized. This function

“Checks out” a document from the document repository. When dealing with the ECAS attachments, we

do not want to have the original document edited. The documents have been set as finalized in order to

prevent revision. The finalized documents need to “Checked out” as a copy.
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= TroTTE T
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DEE = ana
0 H- e (SRR ol ML Fie
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D b - B g Bt A Tags. 1 Compreoed (sppad] Fald
O M= FEL Hew ¥ | XA File

1 H- BEVER % Recosd R S disfumnen i
O m- R Seirch k I Corvpressed inpged] Fald
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3 H- BEVER, [ Recond hunt s dscument |
0 H-FE W View = fdcke Acrckat Documen
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To “check out” a finalized
document, right click on the
document and select the
“Electronic”, Check out menu item.

T Check Out Attached Electronic Document - D1290910F [ = ]
Extract Document |
—Bdract To
™ Offiine Records
¥ loc e Y

| \\Chair\l CASEY$\Profile\Desktop\LICENCE A71020 CP H|

" Windows Folder Queus

' Check Out Document, to edit the latest Fevision

This document has been "Declared as Final’ and cannot be checked out.

f+ Super Copy. to create a new document based on this document

Save the document to a local drive,
by navigating to the drive required.

ote that the document will be
checked out as a copy. The original
will continue to reside in the
document repository and cannot
be changed.

A

Comrmenks

Launch Associated Application [

0] Cancel

Help

Click OK
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Open (View) a document while in TRIM

NOTE: This can only be done inside TRIM when the document type is recognized by TRIM.
Recognized document types will have an appropriate icon beside the file type.

LI FT 7 FEREIOT DO T (FIs] IR

[ - FEVENUE DOCUMENT (V) | o To view a document inside TRIM, right click on the
1 M- BEVENUE E-FOLDER (V] ) Reoi IGVA ”
O IR g N document and select “View” from the drop down
1R eEvEn o UegAN Csll ) Rees menu.
O+ P ik et A T ki Con
- pet B
ge.ni-.-m Bhew : % Reet
B ek (S . . .
e 2 e The document will launch in its appropriate
L3 W- BIVIN Y Reni 1 1
B - rev S | S application.
O3 H- BEVEN K] Ede Casta 0 1 Rei
D H-FEY Dy " L Con
o H- BiviN % Reni
[ M- B d Con
DY H- FES
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& DH
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it Regastered
Pt
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