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Chapter 1. Overview RAMP-TRIM

and

Organization Work Units

Checklist

DID YOU KNOW…

· 1.  In searching for a record, make sure the “record type” is selected by clicking to the left of the desired “type” (ex. series) and a green check mark will appear.

· 2.  In searching for the title of a record for which you know only the first letters, type in the first few letters of the word and then conduct  a refined drop-down search by clicking on the yellow folder to the immediate right.  The menu then accesses the words existing in the system beginning with those letters and number of times they occur throughout TRIM. Choose the spelling for which you are looking.

· 3.  Although a refined drop-down (using the yellow folder) title word search shows number of instances in which the word occurs refers to the total number occuring system- wide in TRIM, the only records you are authorized to view are the ones available to your specific office.
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