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Chapter 2. Series of Records

Checklist

· 1.  To create a new series, go to the file menu and choose “new record.”  Tag the word series by clicking to the left of the word so that a green check mark appears.

· 2.  To modify the title of a series record, go to the task menu, then choose “modify” and “title.”

· 3.  To modify the external reference of a  record, go to the task menu, then choose “extra details.”

· 4.  To add an external reference when more than one person from the same unit is adding series, search for the series, using the sort/filter option to sort by “external reference.” Conduct the search, check the last record appearing,  and follow the next logical order (chronological, numerical, etc.).

· 5.  To modify the notes field for a single series record, go to the task menu, choose “notes” and “currently highlighted” row not “all tagged rows.”  Caution: If you have placed a check mark next to more than one record and wish to modify notes for the hightlighted record only, choosing “all tagged rows” will apply the same content of the notes fields to each record.

· 6.  To add a series record to a previous created list, create a new record by copying an original record. Choose the file menu and selection “copy record.”

· 7.  In searching for a previously created series, 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.

· 8.  In searching for the title of a series 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.

· 9.  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, only the records your office are authorized to view will appear on your screen.
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