Methods of finding ECAS Attachments in TRIM

Audience: All staff dealing with licensees

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 ->

A Saved Searches
EE B EN & Start typing Find — a dialog box will pop up and
Click OK
] | “w Saved Searches - All
[ Prefix Search - Mame |£|

ffind oK_|

Prefixis out of range. Try to reselect? applying a

sification i
ACCESS - FOIFILES For applying a
ACCESS - HCP LEG & REG Strategic Polic
ACCESS - HET RSO & COMTRIBIITIO  (Clacsificatine |

FIND ECASID BY NUMBER
FIND HVA ECAS COMPLETIONS Date Registered is between '2009-11-19" and '2009-11-20' - Sorted and Filtered

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

FIED AMD COUMT MOM-MARMTEM..  Records - Conta
FIED BRIDGE IMSPECTION FERORTS “EAIT i Title

s & T -4 nmmwrd! From the list of displayed search,
s e highlight Find ECAS ID by number.
Biew Saved Srarch
R Right click on this search and navigate
B e to Open. This will run the query using
B Secunmpions a default ECAS ID number.
X B
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Methods of finding ECAS Attachments in TRIM

Find Records Blel =] When the default search result is
Search |Sort | Fiter | [ displayed, use the F7 key to open the
f:aor:j:rmd = |f search to change the search
el To parameter.
[ECASTD 718 ~le]

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

OK.
%m Sde:im — = — The search will run using the ECAS ID
ECAT D 718 in Notes ] number and the results will be
displayed on the screen
il
0K Cancel Open Help

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.

T From the main TRIM screen, select
B | Seareh | Tocks Wi Hol Search->Find records
[ ¥ | o Emel Rocends CirlsF e
I Chl=-} FE B
Cirl=F3
Cade
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Methods of finding ECAS Attachments in TRIM

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

. The classification number
Find Records (LB T il be FOR-19400-46 for all
Search | sort | Fitter the ECAS attachments
Search By \
|N°teT5W°'d sl Use Notes word — ECAS ID
m .
<® ~T&] NNN where NNN is the
ecas id number.
Then click on the Filter Tab
to filter the search to HVA
electronic folders.
Curent Selection
& ) New Insert Fleset |
'ECAS', 'ID', 703" in Notes o
OK Cancel Open Help
A

lecord Types

| Record Type /

QH-
QH-
D H-
QH-
QH-
O H-
QH-
QH-
O H-

v O
QH-
O H-
QH-
QH-
O H-

- STRATEGIC POLICY & PLANMING E-FOLDER (HCP)

- STRATEGIC POLICY & PLANNING P-FOLDER (HCP)

- TREE IMPROVEMEMNT DOCUMENT (HTT)

- TREE IMPROVEMENT E-FOLDER (HTI)

cooo
IrxzTz

RECREATION PROGRAM E-FOLDER (T5A)
RECREATION PROGRAM P-FOLDER (T5A)

RESEARCH DOCUMENT (HRE)

RESEARCH E-FOLDER (HRE)

RESEARCH P-FOLDER (HRE)

RESOURCE TENURE & ENGINEERING DOCUMENT (HTH)
RESOURCE TENURE & ENGINEERING E-FOLDER (HTH)
RESOURCE TENURE & ENGINEERING P-FOLDER (HTH)
REVEMUE DOCUMENT (HVA)

REVEMUE E-FOLDER (HVA)

REVEMUE P-FOLDER (HVA)

SOUTHEAST FIRE CENTRE DOCUMENT (FS0)
SOUTHEAST FIRE CENTRE E-FOLDER (F50)
SOUTHEAST FIRE CENTRE P-FOLDER (F50)
STRATEGIC POLICY & PLANMNING DOCUMENT (HCP)

SRR O SRR T

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.
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Methods of finding ECAS Attachments in TRIM

1 | Title (Free Text Part) [‘cWhen the results are displayed on

ECAS submitted files Licence TFLG CP 831 TM 6/881 Appraisal Effective Date 2004-03-09 the screen, right click on the folder
ECAS submitted files Licence 420013 CP 605 TM EES805 Appraisal Effective Date 2005-06-24 and select Contained records to

display the documents inside the

folder.
o 21 T G PR
G!3EPMT-L; h" ol 20000821
5 et 20 Tage
Eew *
Search .
tergeten .
[} (omained Rrcotn |
Dgeds *
Letatnn *
L]

A, 0
Meliritey o P TypeH -
Eergstey o Faredts =0 (] Type'H-R

51 MV - Rrwerase Bunnci (ied on Recoed Type H - REVI
wetnry f HA - Bpvpras Branch (based on Becard Type W
et (b 5 R Tyge 'H - REVENUE E-FOLDER (HVE)

Highlight the document

5 'FOR-19400-46/13809F' - Sorted - 5 Records Found .
requested by the licensee,

1| Title (Free Text Part) [ Conter | ) )
LICENCE_TFL6_CP_851_TM_6-881_APPEFFDATE 2004-03-09_ECASID 703 ATTACHED_2004-03-11_15-03-23 Specified Operations - Tr. right click on it and follow
LICENCE TFLG_CP 881 TM 6-881_ APPEFFDATE 2004-03-09_ECASID 703 ATTACHED 2004-03-10_16-03-15 Tenure Information the instructions for either

LICENCE TFL6_CP_881_TM 6-881_APPEFFDATE_2004-03-09_ECASID_703_ATTACHED_2004-03-10_14-03-12_Cruise - Cruise Analysis F...
LICENCE_TFL6_CP_881_TM_6-881_APPEFFDATE_2004-03-09_ECASID_703_ATTACHED_2004-03-09_15-03-33_Cruise - Cruise Compilati...
LICENCE_TFL6_CP_881_TM _6-881_APPEFFDATE_2004-03-09_ECASID_703_ATTACHED_2004-02-13_11-02-35 1076698873706

emailing it or viewing it ...
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