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PURPOSE 
 
The purpose of this document is to provide guidelines for the titling of 
electronic documents including email messages that will be stored in the 
Integrated Document Management System (IDMS). 
 
 
INTRODUCTION 
 
The use of clear and concise document titling facilitates the easy 
recognition and retrieval of information stored within the IDMS.  The 
documents added into TRIM must be placed into a container (file), which 
is equivalent to the current paper file.  The Records Management Section, 
using standardised terminology from the DVA’s Keyword Thesaurus 
creates these containers/files.  This provides the context for the electronic 
documents enclosed in the container. 
 
As individual staff members will be registering documents into the 
IDMS, it is the responsibility of the individual to ensure that the titles 
allocated to those electronic documents are factual, meaningful and 
accurate.   
 
The basic records management principles still apply to electronic 
documents and the concept of storing documents on a file has not 
changed, whether the document is paper or electronic.  We are simply 
storing the document in the electronic format in which it was created 
 
 
DATA ENTRY STANDARDS FOR DOCUMENT TITLING 
 
Meaningful document titling is important for easy recognition and 
retrieval.  The purpose of allocating a title to a document is to inform the 
reader about the content of the document without having to view the 
document itself.  To this end a document title needs to be expressed in 
terms that can be understood by all departmental staff.  Email is a type of 
electronic document and as such it is expected that the titling of email 
should also follow these guidelines. 
 
The title of the document should include: 
 Type of document (eg. Minutes, Reports, etc. See Attachment A for 

further suggestions.) 
 Subject (eg. Veterans’ Open Day) 
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 Additional identifying features (eg. Date, Correspondent) 
 
The title of the document should not include: 
 Uncommon abbreviations or acronyms. 
 Misspelt words. 
 Personal/meaningless information (eg. George, DVA1). 
 
Punctuation 
When TRIM creates a new record it indexes the words in the title.  Some 
punctuation can affect the way the word is recorded in TRIM.  Other 
punctuation such as / (slash) and the - (hyphen) will be treated by TRIM 
as part of the word if there are no spaces between them.  
 
For example, if you use. SMITH-MINISTER in the title, it will be 
indexed as a string of words rather than two separate words, In this case, 
if you searched for the word MINISTER, it would not be retrieved.  The 
correct format is SMITH – MINISTER. 
 
Spelling 
The purpose of giving the document a title is to facilitate its retrieval. 
Staff must ensure that words are not misspelt, or the document may not 
be found in a search process.  All spelling should be the Australian 
preferred version. 
 
Grammar 
Titles should be grammatically correct to enable easy future retrieval of 
the record. 
 
Abbreviations and Acronyms 
The use of abbreviations and acronyms should be limited to those 
common to the department or the APS.  Please refer to the Glossary of 
Acronyms in the back of the Annual Report.  Others should be expanded 
in full.  
 
When entering an abbreviation, please do not use full stops to separate 
letters, eg VVCS should not look like V.V.C.S.  Because TRIM ignores 
some punctuation (see the list below) it will see V.V.C.S as actually being 
V  V  C  S – i.e. four consecutive letters separated by spaces.   
It is preferable that abbreviations alone are not used, but instead used  
with a fully expanded version of the word, eg Vietnam Veterans 
Counselling Service (VVCS). 
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Proper Names 
Where a person’s name is recorded, the surname should be capitalised. If 
known, the Christian name should be used, not simply the initials..  Eg.  
SMITH, Fred R or Fred R SMITH 
 
Dates 
If it is necessary to record a date in the document title the date should be 
recorded in full.  The preferred format is DDMMCCYY eg. 04072000. 
 
Common Words 
TRIM calls common words (eg. and, or, but) Noise Words.  You can use 
these words in the title; however as TRIM doesn’t index them, they 
cannot be used for searching. 
 
Limitations 
TRIM limits the size of the title field to 256 characters.  If necessary, 
additional free text can be entered into the Notes field. 
 
Default Information Recorded in IDMS 
When documents are registered into the IDMS the system allocates some 
information as the default.  This includes 
 Date the document was created in the desktop application 
 Date the document was registered in the IDMS 
You do not need to duplicate these details in the record title. 
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Attachment A 
 
This table provides a list of the more common types of correspondence. 
 
Agenda Invoice 
Cablegram Memo 
Transcript Newsletter 
Email Report 
File State Office File 
Invitation Note for File 
Letter Fax 
Minute Submission 
Briefing Departmental 
Grants Ministerial 
Ministerial with Brief Minute to Minister 
Ombudsman Question Representatives 
Question Senate Secretary 
Incoming Letter Draft Reply 
Interim Reply Rewrite Page 
Signed Reply State Report 
 
 





TRIM/CM9 Document Titling Principles - January 2018 Page 2 

If ‘SMITH-MINISTER’ was used in a title it would be indexed as one word rather than two words because there 
aren't any spaces around the dash. In this instance, a search for the word MINISTER would not find the record, 
but the search would find the record if the spaces had been added (i.e., SMITH – MINISTER).  

The only exception to this rule is if the dash or slash is actually part of the term.  For example, if a person's 
surname is hyphenated (SMITH–JONES) it should be entered without the spaces.  A search would use the whole 
name including the hyphen.  

Tip: It is important to include spaces around slashes so that TRIM/CM9 can index the words 'properly'.  Put 
spaces around slashes, dashes, and any other punctuation marks if they are not actually part of the word.   

Spelling – Staff must ensure that words are spelled correctly, using the preferred Australian version.  A spell 
checker is available at the end of the Title and Notes data entry fields but it will not necessarily pick up things 
like "smith/minister" as errors. (See Punctuation for more info.)  

Grammar – Titles should be grammatically correct. 

Abbreviations and Acronyms – The use of abbreviations and acronyms should be limited to terms that are 
common to the Department or the APS (as outlined in the Glossary of Acronyms in the Annual Report).  It is 
preferable that the fully expanded version of the term is included with the abbreviation, e.g. Vietnam Veterans 
Counseling Service (VVCS).  

Acronyms can be used as long as they are accompanied by the full wording (but please don't use full stops 
between the letters of the acronym).  If there isn't enough room in the record title, include the full wording in the 
Notes field.   

The key reason not to abbreviate words is because it affects people's ability to find records.  If a record title had 
assn instead of association, people would not necessarily know to or think about using that term in their search. 
Therefore, someone searching using the proper word – or their own abbreviation for it (Assoc or Ass or Asn or 
Asstn) – they would not find the record.  Always writing words in full will prevent this from being a problem. 

Confidential – Do not use the word ‘confidential’ unless your records and the way they are stored meet the 
conditions and requirements set out in the Commonwealth Protective Security Manual and DVA's Protective 
Security Manual. (See record number 0264484E for more information.)  

Proper Names – Where a person’s name is used in a record, the surname should be capitalised. The person's 
given names, if known, should be included in full.  E.g. SMITH, Fred or Fred SMITH 

Common Words – TRIM/CM9 calls common words (e.g. and, or, but) Noise Words and does not index them. 
The words can be used in record titles and notes but they cannot be used as the search value in word based 
searches. 

Limits – The record title field is limited to 256 characters.  If necessary, additional text or references can be 
added to the Notes field. 

Dates – When dates are included in record titles, they should be written in the preferred format DD/MM/YYYY 
e.g. 04/07/2000. 

Default information captured in TRIM/CM9 

When a document is registered in TRIMCM9 the system incorporates some of the information from the 
document into the new record.  For example, the date that the document was created in the desktop application 
becomes the date created and the date that it was added to TRIM/CM9 becomes the date registered.   

Also Creator is captured from the logon of the person who registers the document in TRIM/CM9, while Author 
can be edited to show who actually authored the document. 

If you have any further questions about Document titling please contact the TRIM Administrator: 
 s 47E(d)
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Revisions and Amendments 

Version Date   ` Changed By  Change 
0.1 17 November 2015 L Initial Draft 
0.2 18 November 2015 L Second Draft 
0.3 19 November 2015 L Layout changes & revision mgt 
0.4 12 January 2016 L Minor cosmetic changes 
0.5 28 January 2016 L Additions for training package 
0.6 29 January 2016 L Amendment to “Do Not Use” terms 
1.0 22 March 2016 L finalisation of booklet 

Approvals 

Version Date Approved  By  TRIM File Reference 
1.0 xx November 2015 R&C Board 

Compliance and Version Control 

Once approved this document is maintained in electronic form at the TRIM reference shown on the 
front cover. Printed copies may not be the latest version. 

Confidentiality and Disclosure 

This document is owned by the Department of Veterans’ Affairs and is only to be distributed or 
disclosed to personnel, both internal and external to the Department, who have a need for this 
information 
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Purpose 
This document was created to satisfy the basic needs of users within R&C in the daily use of HP 
TRIM.  This is not an exhaustive document.  More information about TRIM and its use can be 
gained for the following sources: 
 

 The eRecords team (Mailto:  ), 
 DVATrain – HP TRIM basic (or R&C tailored <TBC>) training modules, 
 TRIM Help Sheets Intranet File container in TRIM (Ref: 092535 ), and 
 Your supervisor or local TRIM Champion/Power user. 

 
You should also be aware of our Secretary’s mandate of DVA being on the digital journey and 
maybe the Digital Transformation Office’s WoAG directive of “Digital by 2020” that is driving 
this.   
 
 
You are now encouraged to take up the challenge to become a Power User of HP TRIM.   
 
 
 
 
 

Opening HP TRIM at DVA and creating a new shortcut icon 
 
(From DVA HP TRIM ® (Ver. 7.3.5) TRAINING MANUAL – Help sheet No. 01) 
If you haven’t opened HP TRIM before or if you have lost your HP TRIM shortcut icon, below is 
the method on how to action this. 
 

How to:  

1. At bottom left of your MS Windows desktop, click on the Start icon ,  
 

2. Click on All Programs, 
 

3. Then select Departmental and then select Corporate Applications, 
 

4. Then select the TRIM menu and within that, the HP TRIM icon, 
 

5. At this point, before you select the icon with a Left mouse click to open the app, you could 
select it with a Right mouse click,  

 
6. This will allow you to select either Pin to Taskbar OR Pin to Start Menu, and 

 
7. This will then add the HP TRIM icon to you Taskbar of Start Menu respectively 
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4. The HP TRIM Desktop Add-Ins window will 
open (shown left), 
 
 
5. Ensure all boxes that are checked to the left 
here are also checked in your window, 
 
 
6. Once those have been checked, click on OK,  
 
 
7. Then you must close down HP TRIM,  
 
 
 
 

8. Following that you MUST close down any MS Office products you had open at the time of 
checking those boxes,  
 

9. Reopen HP TRIM first.  This will start the re-activation of the TRIM integration, and 
 
 

10. Then open the required MS Office product and look for the HP TRIM menu (Top centre of 
screen). 

 
 
 
IMPORTANT:  If the above process does not re-activate the HP TRIM menu in any of the 
required MS Office products, please contact the DVA TRIM Administrator via phone or email 
(Mailto: ). 
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NOTE 1:  Saving to server drives. 
If you have a business reason to save the document to a server/network drive (i.e.: outside of HP 
TRIM), then click the Local button here.  The menu for your local directories will then be 
displayed. 

 

6. A New Record CLIENT E DOC window will 
open, (shown below) 

 

 

 

 

 

 

 

 

 

7. Then enter in the following: 

o Title (Structured Part): (* = Mandatory field), Click in the yellow KwikSelect  
button (      ), and select from the relevant options in the Select from Thesaurus Terms 
window (shown below) -  See Using the Title – Structured Part thesaurus heading on 
Page 9 for assistance with this. 

o Title (Free Text Part): (* = Mandatory field), See Page 10 (Below) for assistance with 
this. 

o Container (* = Mandatory field), Enter or select an appropriate HP TRIM container 
number for the document to find the container number. The yellow KwikSelect  
button (       ) will start a search action to find your required container. 
Hint: If you often put documents in the same files/containers, click on the Drop down 
Memory menu button (      ), this store the last 10 options you have chosen in the 
particular field. 

o Enter any Access Control restrictions, if necessary.  
Hint: Read the document TRIM Help Sheet - How to apply Access Controls to an 
existing record (TRIM Ref: 0849887E) for assistance with this. 

o Add any additional relevant information in the Notes field  
Hint: Read the document TRIM Help Sheet - How to use the Notes field (TRIM Ref: 
0847891E), for assistance with this. 

8. Click OK to create the new record in HP TRIM. 
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Preferred terms to USE 
 Use the thesaurus terms that relate to your relevant business unit, e.g.  

 Incapacity 
 Initial Liability 
 Inability 
 Permanent Impairment 
 Rehabilitation,  

 
DO NOT USE 
 These following terms: 

 Claims ….., or 
 Other 

 

Free Text Titling Rules  
It has been agreed that the following title entered into the Title (Free Text Part) field should be 
structured as follows.  

  <Condition> - <Surname> - <Date Received> - <Author> - <Subject> 

Example:   Left foot swelling – SMITH – 18 NOV 2015 – Dr Jones – evaluation and prognosis  

Each part of the free text titling from above is explained below. 

 

Condition 
In the “Condition” part of the Title (Free Text Part), users should enter the medical condition that 
the document refers to.  If there is more than one condition is stated or included in the document, 
then enter “Multiple” at the beginning of the Free Text title. 

Surname 
In the “Surname” part of the Title (Free Text Part), users should enter the Client’s surname in 
CAPITALS.  If the surname differs from because of marriage or other reason, then adopt the “Nee” 
principle in titling - E.g. SMITH (NEE Jones) – where “Jones” is the pre-married surname and the 
“SMITH” is the current surname. 

Date Received 
In the “Date Received” part of the Title (Free Text Part), users should enter the date the document 
was received by DVA.  This is usually from the date stamp on the document. 

Author 
In the “Author” part of the Title (Free Text Part), users should enter the author of the document.  If 
it is something like a report that has been authored by more than one person, enter the first author’s 
name, then add “et al” – e.g.: … - Dr. J SMITH et al – ….  If the author is you, the DVA delegate, 
then enter “DVA” as the author. 

Subject 
In the “Subject” part of the Title (Free Text Part), users should enter a short and concise phase that 
describes what the document discusses. 



  

------------- 
- 12 - 

Modifying TRIM documents using the Edit button 
(From DVA HP TRIM ® Ver. 7.3.5 TRAINING MANUAL – Help sheet No. 18) 

The feature within HP TRIM to modify/amend electronic records called Edit.  This allows a user to 
select an electronic document record, open it in its own application, modify the document, and then 
return a new revision of the record to HP TRIM without using Offline Records.  Please note this 
feature is not available if the record is an email message or when the electronic document has been 
made Final. 

How to: 

1. Highlight the electronic document you wish to edit in HP TRIM. 

2. Click on the Edit Electronic Document (Ctrl + O) button (     ) on the 
toolbar at the top of your screen OR Right mouse click on the 
appropriate record, then select Edit from the pop out menu. (shown 
right)  

NOTE 3:  Missing EDIT option 

If the Edit option is not there, then the document cannot be modified.  
It may have been Finalised, OR currently being edited by someone 
else, OR have restrictive Access Controls applied. 

3. The document will open in its own application (e.g., in MS Word). 

4. Modify/amend/edit the document as desired. 

5. Save the changes to that document. 

6. Close the document (and the application, if desired).  

NOTE 4:  When changes to Documents will appear in TRIM  

The changes made to the document will ONLY be added back into HP 
TRIM when you close the document fully. 

7. On closing a new revision of the record with the new amendments will be added into HP 
TRIM.  

If the document is large it may take a while for the record to be updated.  
NOTE 5:  Closing of HP TRIM error message. 

If you close HP TRIM before you save and close the 
document, it will break the link with the document 
and it will be saved to Offline Records.  If this 
happens the TRIM record will not be updated, until 
you manually check the document back in.  HP 
TRIM will tell you know you still have anything 
checked out with the error message shown right. 

You should click on Cancel here, close down all 
documents you have opened (or are editing) from 
TRIM and then close TRIM. 

Press F5 to refresh the information that appears in your HP TRIM screen. 
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Performing a Simple Search  
(From DVA HP TRIM ® (Ver. 7.3.4) TRAINING MANUAL – Help sheet No. 10) 
The simple search method involves a single level or a single search criteria.  Depending on which 
criteria chosen, you get many results or only a single result.  Using this method is the same as using 
the Find Records Pane. 
 

How to: 
1. Go to the Search menu, then select Find Records 

(Ctrl-F) OR click the Find Records (Ctrl+F) 
button/icon (      ) in the Standard toolbar (top left of 
your screen) 

2. The Search for Records window will open  
(shown right) 

3. Select your search criteria (e.g. a title word, record 
number, date range, etc) by using the Drop Down 
menu (      ) or KwikSelect folder button (     ) to the 
right of the Search By field  

4. If using the KwikSelect button, the Search Methods 
window (shown right) will open.  Click the Plus (+) 
button, next to the relevant broad search category 
heading, to display the expanded list of search criteria.  
Some of the main subcategories are shown right. 

5. Open you have selected your search method criteria, click 
on OK 

6. Then enter the search value (e.g. the word, record number, 
date, etc) in the Equal To field  

7. The Drop Down List and KwikSelect folder button will 
have options relevant to the selected search criteria 

8. If desired, use the Filter or Record Types tabs to qualify 
or restrict the record types or types of electronic 
documents that appear in the search results.  

9. If desired, use the Sort tab to set the order of the search 
results (e.g. in number order, date created, alphabetical 
order, etc).  

10. Click OK to start the search.  
 
 

The HP TRIM results window will show the outcome of your 
search in the List pane.   
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NOTE 6:  Using Wild cards in Searching 
You have the ability use Wild Cards in TRIM searches.  You can use following as wild card 
characters in your search criteria (Step 6 in the above “How To”): 
 
Asterisk   “*”, 
Percent   “%”,  
Question Mark  “?” or  
Underscore   “_”  
 
The Asterisk or Percent symbols are used to represents any number of characters.  The Question-
Mark or Underscore symbols are used to represents a single character.   
 
Note: The Question mark wildcard is not enabled for Document Content and Mail Message 
searches.  This is discussed in those Help Sheets 
 
 

Refining your Search results 
If the search does not bring up the desired results, users can refine the search criteria by amending 
the previous search.  Then can allow you to go from a single level search to a multi-level search 
quickly. 
 

How to: 
 

1. Press F7 key on your keyboard to reopen the Search form, which will contain your previous 
search criteria,   

2. Amend the search criteria as necessary, and  
3. Then click OK, to redo the search. 

 
New search results will them be presented in your List Pane 
 
 

Conducting a Multi-level Search (using more than 1 search value) 
(From DVA HP TRIM ® Ver. 7.1.2 TRAINING MANUAL – Help sheet No. 11) 

The link used to combine the search criteria, in a multi-level search, can limit or expand the search 
results.  For example, a simple search might find all records about XYZ, however, an advanced 
search could be used to find the records about XYZ that were created in the past month (limiting 
your search results) OR find records with XYZ and records with ZYX (expanding your search 
results). 

 

How to: 
1. Go the Search menu, then select Find Records OR click the Find Records (Ctrl+) toolbar 

button/icon, 

2. The Search for Records dialogue box will open (shown below), 
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Sorting your Search results 
(From DVA HP TRIM ® (Ver. 7.3.5) TRAINING MANUAL – Help sheet No. 13) 

The standard search result listing is based on the order that the records were added to HP TRIM. 
However, HP TRIM has two options that you can use to determine how the records are listed. The 
first option forms part of the search, the second option is available once you have performed the 
search and uses the columns from the Record List Pane.  This last option allows you to sort by the 
column quickly after a search has returns some result.   

 

How to: 
1. Enter the search criteria in the Search tab,  

2. Click on the Sort tab 

3. Select an option from the first list of Sort Fields. 

The 'Descending' tick/check box allows you to reverse 
the sort order. 

4. Select your second and third options, if desired. 

5. Click the Search, Filter or Records Types tabs to add 
to the search query OR click OK to do the search. 

6. You results will be listed in line with the sort options 
you selected. 

 

Changing the sort order of your results, After a completed search: 
 

How to: 
1. After performing your search, decide how you would like the records to be sorted  

(based on columns in the Record List Pane.) 

2. In the Record List pane, click the heading of the desired column – i.e. if you click on the 
Record number column heading, it will sort the search results into record number order, 
clicking on the Title column heading, will sort the results into alpha-numeric order, the Date 
Created column will sort them into chronological order, and so on.  

 

3. The records will be sorted in the ascending order of that column's values.  

4. Click the heading a second time on the column heading will change the listing to descending 
order. 
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 WITHIN a PARAGRAPH of - documents in which the first word or phrase appears, but only if the 
second term or phrase is within a paragraph of the first  

 In the same PARAGRAPH as - documents in which the first word or phrase appears, but only if 
the second term or phrase is in the same paragraph as the first  

 Within 10 WORDS of - documents in which the first word or phrase appears, but only if the second 
term or phrase is within 10 words of the first  

 Followed anywhere by - for finding two words or phrases in a document that are both contained in 
the document and the second term must follow the first  

 IN the paragraph LABELLED - documents that contain a paragraph beginning with the typed in 
word or phrase.  

 The Back button resets the dialogue box.  
Alternatively, use the following search operators within the Search For field: 
You do not have to use them in capital letters. 
 AND - for documents which contain both of the entered words or phrases anywhere in the text of the 

document.  
 OR - for documents that contain any one of the entered words or phrases.  
 NOT - for documents that contain the first word or phrase, but not the second. It is not necessary for 

it to be typed in as AND NOT.  
 XOR - the EXCLUSIVE OR operator is used to locate documents that contain the first word or 

phrase, and the second word or phrase, but not those that contain both.  
 EXCEPT - for documents in which the first word or phrase appears, but only if the second term or 

phrase is not in the same paragraph as the first. This is a more specific version of NOT.  
 Paragraph - for word processor files, a paragraph is considered to end at the next hard return. For 

ASCII files, a paragraph is up to the next blank line - that is, two carriage returns in a row.  
 IN - for documents that contain one word or phrase in a paragraph that begins with another word or 

phrase.  
 LABEL - for documents that contain a paragraph beginning with the typed in word or phrase.  
 ... (FAR FOLLOW) - The retrieved documents must contain both terms, and the second term must 

follow the appearance of the first.  
The second term can be anywhere in the document as long as it occurs after the first. 
 .. (CLOSE FOLLOW) - The retrieved documents must contain both search terms occurring in pairs.  
That is, the second term must immediately follow the first if a document is to be retrieved, without a 

repeated occurrence of the first term. 
If the first term occurs multiple times before the second term, then it is the inner-most pair which is 

selected. 
 \x,y - the IN PARAS operator is used to locate documents where either words or phrases occur 

within the specified number of paragraphs of each other.  
You can use two backslashes (\\) to specify within a paragraph of. You can also specify negative 

paragraph numbers. 
The default for x is 1 and y defaults to -x. 
 /x,y/or W/n - the NEAR BY operator is used to locate documents where both words or phrases 

appear in the same paragraph, within the number of words specified by x and y, or n in the second 
case.  

You can use the form (//) to specify in the same paragraph. 
The default for y is the end of the paragraph and the default for x is -y - that is, the beginning of the 

paragraph. You can also specify negative ranges. 
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HP TRIM Favourites and how to use them 
The Favourites tab on the Shortcuts bar is like a work tray in that it 
provides users with a way to bookmark items in TRIM.  Unlike the 
TRIM Work Tray, which can only bookmark records, this feature allows 
you to keep a list of your favourites Records, Locations, Saved Searches, 
and Document Queues, etc.  This effectively allows the user access to 
important documents and folders at your fingertips, i.e.: within 3 
mouse clicks from outside HP TRIM. 
 

How to Add: 
 

1. Highlight or tag the record(s), location(s), saved search(es),  
or document queue(s) you want as a Favourite, 

2. Right Mouse Click on any of the required documents of folders, 
3. Select Send To on the pop up menu, 
4. then select Favourites, 
5. Or after Step 1, press the F4 key 
6. If more than one item is tagged, you will be asked how you want to 

apply the action. 
7. After you click on OK, the item(s) will be added to the appropriate list of favourites. 

 
 
 
 

How to remove an item from a Favourites list  
 

1. Open the relevant Favourites list, 
 
2. Highlight the item(s) you want to remove from the 

list, 
 

3. Right Mouse Click, select Remove From, and then 
Remove From Favourites, and  

 
4. The list will be refreshed. 

 
 
HINT: Other Shortcut tabs are discussed in TRIM Help Sheet No. 08 - How to use your TRIM 
Work Tray (TRIM Ref: 0847872E). 
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How to use your HP TRIM Trays taskbar   
Within the Shortcuts bar every HP TRIM user has the Trays tab.  This is another area where you 
can bookmark or create links to important and regularly used records.  
Users control what records are added to their Records Work Tray and 
when those records are removed from that tray.  The Records Work Tray 
provides ready access to records and can reduce the need for users to do 
"repeat searches" to find the records they want.  The use of this work tray 
effectively allows the user access to important documents and folders very 
quickly, i.e.: within 3 mouse clicks from outside of HP TRIM. 
These records can have any of the normal HP TRIM tasks performed against 
them while they are in the Records Work Tray.  They appear in the order that 
they were added to the Records Work Tray, but they can be sorted when you 
perform a search that uses the Tray as the search criteria.   

 

How To open your Records Work Tray 
1. Click on the Trays tab under Shortcuts bar.   

This tab may be at the bottom left of your HP TRIM window, if you 
haven’t opened it before, 

2. Within that, Click on the Records Work Tray button   
(shown right), and 
 

3. The Records Work Tray will open, listing any records you have added to it. 
 

To add records to your Work Tray 
1. Highlight or tag the desired record(s), 

 
2. Press F3 OR Right Mouse Click on records, select Send 

To, then Add to Records Work Tray, and 
 

3. The records will be added to your Records Work Tray. 
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To remove records from the Work Tray 
This action removes the link to the records from within you 
Records Work Tray – it does not delete them from HP TRIM.  

 
1. Open the Records Work Tray, 
2. Highlight or tag the record(s) you would like to remove, 
3. Do a Right Mouse Click, select Remove from, then 

Remove Records from Records Work Tray, and 
4. The records will be removed and the Work Tray will be 

refreshed. 
 
 
 

 

The other HP TRIM trays within the Trays tab are defined as: 
 

Records In Tray  
This button will display any physical records marked to the current location of the logged in user. 
 

Records Due Tray button  
This button will display any records that have been assigned to an action officer, who is responsible 
for any actions that may become overdue. 
 

Records In or due button  
This button will display a combination of the above two options. 
 

Offline Records  
This button will display a list of all the document and folder you have put into Offline Records 
 

Documents Checked Out  
This button will display a list of all the electronic documents you currently editing or have checked 
out to you. 
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Purpose 
 
The purpose of this Policy is to provide high level direction to staff on all 
records management matters. It establishes a framework for the creation, 
management, maintenance and ultimate disposal of records within the 
Department of Veterans’ Affairs (DVA). It also identifies roles and 
responsibilities.   
 

Policy Statement 
 
DVA is committed to implementing better practice records management 
processes and systems to ensure the creation, maintenance and protection of 
accurate and reliable records. This will meet business needs, accountability 
requirements and the expectations of stakeholders including the veteran 
community and the wider public.   
 
This Policy applies to all DVA staff (including temporary staff, non-ongoing 
staff, contractors and consultants) and all records of all business activities 
performed by or on the behalf of, the department in all formats (e.g. hardcopy, 
digital, emails and web content) and all business systems.  
 
Records are the information created, sent, received and maintained in the 
course of carrying out the business of the department. Records document the 
history of what happened, how decisions came to be made, what was 
considered, who was involved and the information disseminated. DVA’s 
records are assets which form a significant part of its corporate memory.  By 
maintaining and protecting its records, DVA can rely on them to support future 
decision-making, provide evidence of business transactions, and be a history 
of organisational activities. 
 
 
The following statements apply to all records management matters in DVA: 
 

• all staff are responsible for records management;  

• DVA expects staff to create and keep records of business by capturing 
them into a records management system or process;  

• managers are responsible for ensuring business area staff and 
processes meet records management obligations;  

• records created in DVA, or for DVA, belong to DVA; 

• DVA business areas must give priority to working in a digital 
environment and only rely upon paper as the exception; 

• records shall not be destroyed without the permission of the Director 
Compliance and Information Management (CIM); 

• TRIM is the main departmental records management system; and 

• records must be appropriately secured. 
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Scope 

Legislation, Standards, Policies and Guidelines 
 
DVA recognises its records management responsibilities under legislation 
including the Archives Act 1983, Freedom of Information Act 1982 and 
Privacy Act 1988. DVA is committed to the principles and practices set out in 
the Australian Standard AS ISO 15489-2002: Records Management, and 
standards and guidelines issued by the National Archives of Australia (NAA).  
 
All practices concerning records management within this organisation are to 
be in accordance with the APS Values & Code of Conduct in practice, and the 
Public Service Act 1999. 
 
DVA endorses the goals and principles of the Australian Government and 
NAA Digital Transition and Digital Continuity Policy. Accordingly, the DVA 
Policy is to be read in conjunction with other departmental policies and 
documents which include the Use of DVA Electronic Facilities Policy 2004; 
DVA People Management policies and guidelines; DVA ICT Security Protocol, 
and Departmental Secretary’s Instructions (SIs).  
 
(Note: - links to the above and more related Acts, Standards and policies are 
available at Attachment A (Records Management Policy Attachments 2015 - 
with disposal checklist). 
 

Roles and responsibilities  
 
The Secretary of the Department of Veterans’ Affairs is ultimately responsible 
for the management of: 

• the authorised Records Management Policy; 

• the requirement for staff compliance with the Records Management 
Policy and associated procedures; and 

• providing support for an effective records management program. 
 
Senior Executive Service within their divisions and branches are to ensure 
promotion and development of: 

• ongoing recordkeeping practices in accordance with the Records 
Management Policy; 

• Information Management practices, including intranet and internet 
content management with the assistance of communication specialists; 
and 

• relevant knowledge management policies and strategies. 
 
Assistant Secretary, Parliamentary and Governance is to: 

• act as Sponsor and Business Owner for the TRIM Records 
Management System and the Parliamentary Document Management 
System (PDMS); and 
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• support the provision of adequate resources for the maintenance and 
development of TRIM and PDMS. 
 

Director, Compliance and Information Management (CIM) is to: 
• create, maintain and promulgate the Records Management Policy and 

other policies and procedures to assist DVA meet its records 
management obligations; 

• provide records management and TRIM training programs and advice, 
and a TRIM Help Desk service to staff; 

• provide Parliamentary Document Management System (PDMS) 
training programs and advice, and a PDMS Help Desk service to staff; 

• ensure that DVA’s records are disposed of in accordance with up-to-
date and approved Records Authorities (both whole-of-government and 
DVA specific) approved by the NAA under the Archives Act;  

• maintain and develop TRIM and PDMS; 

• ensure that records management staff are trained appropriately to 
carry out their duties to a high standard; and  

• ensure disaster preparedness and recovery plan for DVA records 
operations are kept up to date.   

 
DVA Managers and System Owners are to: 

• support and promulgate DVA’s Records Management Policy; 

• ensure that all staff within their area of responsibility are aware of their 
records management responsibilities; and 

• ensure all systems for which they are responsible meet records 
management obligations, including that records are able to be readily 
identified, retained for the minimum period required and that data is 
appropriately secured.   

 
All DVA staff are to: 

• ensure that sensitive information that may have an impact upon 
national security, or the safety of an individual, is reported to DVA 
Security; 

• familiarise themselves with records management obligations as 
outlined in this policy that relate to their position within DVA, and the 
business activities they undertake; 

• act in accordance with the DVA Records Management Policy and other 
supporting procedural instructions; and 

• participate in records management training to develop and maintain 
competence in records management procedures and TRIM.  

 

Records Management Systems 
All DVA’s primary records must be created and managed within an approved 
records management system, or as agreed with the Director Compliance and 
Information Management.  
 
DVA’s records management system is TRIM and it manages records in both 
electronic and paper format. DVA also utilises the Whole of Government 
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Parliamentary Document Management System (PDMS) for managing 
parliamentary documents.   
 
The following departmental systems are also approved records management 
systems that retain and manage corporate information in electronic formats: 
 

• Participant Registration Service (PRS); 

• Departmental On Line and Reporting System (DOLARS); 

• Human Resource Management System (HRMS); 

• Compensation Claims Processing System (CCPS); 

• Pension Information Processing System (PIPS); 

• Departmental Management Information System (DMIS); and  

• Accounts Payable. 
 
The following are not approved records management systems:  
 

• shared or personal electronic folders - for example, the Y or M drives;  

• Microsoft outlook;  

• enterprise vault; 

• intranet or internet sites;  

• SharePoint or collaborative tools;  

• social media tools or websites; and 

• personal communication or storage devices (e.g. iPhone, iPad or other 
devices). 

 
These ‘systems’ cannot ensure that records will be properly managed, nor 
that they will be accessible for the period required under the Archives Act. 
They may be used for storing and sharing documents under development 
(drafts); working papers; or e-mails or documents of ephemeral value.  
Documents or e-mails of business value must be saved as an electronic 
record in TRIM or alternatively placed on an official hard copy file, if the 
document must be retained in the hard copy format.    
 

Records - Creation, Maintenance and Handling  
Records created in DVA, or for DVA by contracted providers, belong to the 
department as a whole, and not to any function, area, or individual.  
 
Staff must create records which demonstrate the following characteristics: 
 

• authenticity - the record can be proved to be what it purports to be; 

• reliability - the record can be trusted as a full and accurate 
representation of transactions, activities or facts to which it relates;  

• integrity - the record is complete and unaltered; and  

• useability - the record can be located, retrieved, presented and 
interpreted at a future date. 

 
DVA is transitioning from working with paper based records to working in a 
completely digital environment. Accordingly: 
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• business areas are to work with digital born information and documents 
from 30 June 2016;  

• business systems and processes are to be developed to work digitally 
or in times of redevelopment they should adopt the digital paradigm; 
and 

• documents received in hard copy should be converted to digital formats 
where possible and those created electronically should be kept in 
electronic formats.    

 
Staff creating or receiving records (in any format) related to DVA’s business 
must ensure they are captured into TRIM. If they are in hard copy, the record 
should be scanned and entered into TRIM or through an appropriate 
application. Staff must ensure that: 
 

• documents are filed as soon as possible upon receipt or creation;  

• documents are not stored in files or boxes that are not registered in TRIM;  

• documents arising from 'off-file processing' are not be allowed to 
accumulate in business areas - they are to be marked with the relevant file 
number and forwarded to the location holding the file; and  

• when a new topic is being dealt with that will generate records, a new 
TRIM file is created as soon as possible to ensure all related documents 
can be filed promptly. 

 
The exception are parliamentary documents which should be saved into the 
PDMS. This is provided by the Department of Education and manages all 
aspects of records management within the system.   
 
Records must be given descriptive and meaningful titles to ensure that they 
can be readily identified in the future. 
 
The following are key points in relation to records security and access:  

• records must only be made available to those staff who have a need to 
know. Further, staff must then only access records where there is a 
legitimate business need to do so.  

• records must be correctly classified and have correct security markings on 
them in accordance with DVA and Commonwealth protective security 
practice. Records should not be over or under classified.  

• additional security restrictions should be applied to records of staff 
members and high profile clients.   

• staff accessing classified records must have an appropriate security 
clearance.  

 
When staff move or receive a hard copy file, they must update the location 
details of that file in TRIM.     
 

Records Disposal 
 
The department applies the NAA’s “General Records Authority (GRA) 31: For 
Source records after they have been copied, converted or migrated.” This 
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GRA permits the destruction of some hard copy documents after they have 
been scanned and captured electronically if specific conditions are met. 
Generally it is required that document copies be functionally equivalent in the 
electronic form – that is they can be relied upon to serve the same business 
purpose as the source record. To be able to dispose of the source copies, 
documents must be digitised to the standards specified.  The digitised copies 
of records must be validated as being accessible, readable and complete and 
the electronic document must be saved into a record keeping system. The full 
conditions, exclusions and procedures are in Attachment B.    
 
The Director Compliance and Information Management will ensure that 
disaster planning arrangements are in place for DVA records repositories. 
Business Continuity Plans and Disaster Preparedness Manuals will be 
maintained to ensure the protection and recovery of DVA’s records during and 
after an emergency.  
 

Online Content 
The SES for each business area are responsible for ensuring all online 
content is regularly reviewed and up to date. The Assistant Secretary of each 
branch will be accountable to the Secretary for any online content that is out 
of date. 
 
The Communication and Support (CaS) section, within the Anzac Centenary 
and Communications Branch (ACCB), is solely responsible for writing and 
enforcing a policy in relation to the intranet.  
 
If online content is 'about to be' or 'has been' removed, the responsible SES 
has the right to request the content in question is not removed or put back 
online as an interim measure. The request must be made in writing to the 
Assistant Secretary, ACCB, and outline or negotiate a plan to address the 
concerns of the CaS section including a timeframe for rectification. If the 
content is not corrected as agreed, the CaS section has the authority to 
remove the content permanently. 
  

Training and Advice 
Training and advice on records management, including the use of TRIM and 
PDMS, is available to all staff via the: 
 

• TRIM Helpdesk at  and  

• PDMS Helpdesk at 
 

Monitoring and Review 
Staff compliance with this policy will be monitored periodically through internal 
reviews.  
 
This policy will be reviewed every two years or as required, and made 
available on the intranet.  
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Further Information 
Queries about this policy should be directed to the Director Compliance and 
Information Management.  
 
This policy should be read in conjunction with SI - Recordkeeping within DVA. 
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DVA Records Management Policy Attachments 
 
A)  Legislation, Policy and Guideline Links  
B)  Process for ad hoc scanning of documents 
C)  Process for adoption of the practice of scanning records as a routine 

business activity 
D)  Digitisation scanning specification 
E)  Checklist for Digitisation or Scanned Source Material 
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Attachment A 
Legislation, Policy and Guideline Links  
The following legislation links are directed to the ComLaw website’s series of 
legislation associated with an Act, and will indicate the current and 
superseded versions.  
     

• APS Values & Code of Conduct in practice 
 

• Archives Act 1983 
 

• Australian Government Information Security Manual  
Note: Queries regarding the content should be directed to the Agency 
Security Adviser 

 
• Electronic Transactions Act 1999 

 

• Evidence Act 1995 
 

• Freedom of Information Act 1982 
 

• Information Privacy Principles 
 

• NAA Standard for the Physical Storage of Commonwealth Records 
2002 

 

• Privacy Act 1988 
 

• Public Service Act 1999 
 
 

 
Other DVA Policies and Documents 
 

• Additional Privacy Protected Client Records 
 

• Secretary Instruction – Recordkeeping in DVA 
 

• Document Titling Protocol Version 3  
 

• DVA ICT Security Protocol  
 

• DVA People Management policies and guidelines 
 

• Use of DVA Electronic Facilities Policy 2004 
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Attachment B 
Process for ad hoc scanning of documents 
 

This process is to be followed when staff are scanning hard copy documents 
inside their business area for the purpose of creating a digital copy and 
disposing of the original source record.   
 

1. scan document to specified standard (see Attachment D); 
2. validate that the scanned image is complete, correct, readable, and 

‘functionally equivalent to the original’;  
3. save the scanned image into the correct TRIM container; and 
4. once the document is validated as being in TRIM – the source record 

can be disposed of in a suitable manner as per DVA security 
requirements  

 

Unless the actioning officer notes to the contrary, by completing the process 
of placing a scanned version of a document in TRIM, the actioning officer is 
confirming that the scanning took place to the correct standard, the image is 
complete and ‘functionally equivalent’ to the original, and the original will be 
disposed of in a secure manner.  
 
The following documents are not to be digitised: 

• records that are classed as ‘Cabinet in Confidence’ or ‘Protected- 
Sensitive: Cabinet’; and 

• records that are security classified as Protected, Confidential or above.  
 

The following source records are not to be destroyed after digitisation: 

• records that do not belong to DVA; 

• records have an ‘intrinsic value1’; 

• records required to be kept in original form by legislation; 

• records that will be required as part of a current or likely judicial 
proceeding; and 

• records that will be required as part of a current FOI access 
application. 

 

Specific documents not to be destroyed after scanning include: 

• documents relating to ownership or rights over real estate, e.g., title 
deeds, mortgages, easements or other rights; 

• documents creating securities over real or personal property; 

• original documents on which patents or copyright are obtained, e.g., 
logos; and 

• grants of perpetual licences to and by the Commonwealth, including 
DVA. 

 

1 Intrinsic value relates to qualities or characteristics of a record that normally requires the record to 
remain in its original form.  For example, a copy of an artwork would have a much lower intrinsic value 
than the original.  The intrinsic value may also relate to the record’s relationship to a significant person, 
event or place, for example a document signed by a Prime Minister.  The intrinsic value of a record may 
be separate from its information value and may be lost if replaced by a reproduction. Refer to Section 8 
for more details.  (extract from General Records Authority (GRA) 31) 
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Attachment C 
 
Process for adoption of scanning records as a routine business activity 
 
This process is to be followed where a business practice moves to establish 
an ongoing routine to digitise documents that are being received in hard copy. 
Disposal of the source document is not linked to the single scanning instance 
but rather to the overall process being adhered to.  
 
Business areas converting practices by digitising documents should follow 
these steps in planning the process: 

5. consult the Compliance and Information Management (CIM) team to 
discuss TRIM filing requirements, document titling and scanning 
formats / specifications; 

6. consult CIM to discuss the processing, scanning and delivery 
capabilities of the outsourced Mail and Courier service provider – to 
include arrangements for storing of source documents; 

7. consult CIM for approval to establish a practice of disposing of source 
material; 

8. consult ICT/CIM to discuss electronic delivery mechanisms for 
documents to be transmitted from scanning bureau to DVA; and 

9. consult ICT/CIM to discuss storage space requirements  
 
The business process should: 

• ensure electronic delivery of copies of all documents that have been 
digitised; 

• ensure digitisation is to required specifications; 

• ensure all documents are captured into a record keeping system – 
typically TRIM; 

• ensure a process exists that staff or representatives are aware 
documents have been delivered electronically; 

• ensure all document images are viewed and the scanning process 
validated as successful in a timely manner;  

• any requests for a re-scan of a document or a query about the 
document or image are to be made promptly; and  

• ensure that the process for ad hoc scanning of documents 
guidelines as to what should not be scanned and what should not be 
destroyed following scanning are met.  
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Attachment E 
Checklist for Digitisation or Scanned Source Material  
 

When establishing a new business process that involves digitising records, 
there are a number of factors to consider.  
 

Digitisation of material 
• Digitised images must meet the minimum National Archives of Australia 

specifications (outlined in Attachment D).  

• Security classification of the material must not preclude it from being 
digitised (e.g. Cabinet, Protected or Confidential documents). 

 
Storage  

• Digitised material must be saved into an approved record management 
system, such as TRIM, PRS, DOLARS, HRMS, CCPS, PIPs and DMIS. 
Outlook, the Y drive and SharePoint are NOT an approved record 
management systems. 

• Digitised material should be saved in a manner appropriate to its 
security classification.  

• Protocols for titling digitised images should be established and adhered 
to.  

• Ensure that ICT storage space requirements and electronic mechanisms 
for images to be transferred and retrieved are considered in consultation 
with the ICT Solutions Branch.   

• Source material must also be retained for a period of time to allow the 
digital image to be validated. 

 
Use of digitised material 

• Where source material has been digitised, business processes should 
support the handling of the material in its electronic format (i.e. image 
should not be printed and transferred via hard copy).   

• Ensure that recipients of the digitised material are aware that they have 
been delivered electronically. 

 
Disposal of source material 

• Parliamentary and Governance Branch authorisation is required for 
business areas to establish a practice of disposing of source material. 

• Prior to the disposal of source material, each digitised image must be 
validated by the business area, to ensure it is complete, correct, 
readable, and ‘functionally equivalent to the original’ in a timely fashion. 
Requests for material to be rescanned should also be made promptly.  

• Checks that digitised material has been appropriately titled and saved in 
the intended location must be built into business processes.   

• Ensure the source material is able to be destroyed.  Material that should 
not be destroyed includes:  
o records that do not belong to DVA; 
o have an ‘intrinsic value’; 
o material required to be kept in original form by legislation; 
o material required as part of a current or likely judicial proceeding or 
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Freedom of Information access application;  
o records relating to ownership or rights over real estate or that create 

securities over property; 
o original documents on which patents or copyright is obtained, e.g., 

logos; and 
o grants of perpetual licenses to and by the Commonwealth, including 

DVA. 
• Ensure material is disposed of in a manner appropriate for its security 

classification. 
 
More information: Contact the Director Compliance and Information 
Management if in doubt. 
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Processing Digitised Mail in CM9

A Training For Mail Coordinators



Welcome



Completing This Training:
Part 1: 
Introduction, context and preparation.

Part 2: 

Complete all training exercises as described in the training 
manual.

Part 3: 

Final component.



• Australian Government Digital Transition Policy
• Approved by Prime Minister & Cabinet – 2011.
• Led by National Archives Australia.
• Agencies to move to digital records and information management.

• What This Means For DVA
• Turning off physical mail is a priority.
• All incoming correspondence is digitised.
• Paper files are moved by exception only.
• Redesign and modernise business processes that rely on paper, in 

moving towards turning off paper usage.
• Progressively and purposefully transition DVA staff away from a 

culture of “paper by default”.

Background – Mail Digitisation



Components:
• Terminology
• Overview of the digitised mail process
• Mail Coordinators’ role
• Setting up your CM9 view
• Using your mail container
• What to do with misdirected or unidentifiable mails
• Naming Convention
• How to access Quick Reference Guides/Help Sheets
• Key contacts



Who To Contact #1:
Mail & Courier Services Team 

• Mail Digitisation Process

• Mail Rules

• Mailbox Allocation

s 47E(d)



Who To Contact #2:
CM9 Administrators

• CM9 Technical Matters

s 47E(d)



Who To Contact #3:
Your Business Area

• Customised Mail Processing Rules

• Naming Convention



User Support Resources
(Page 38)
• Intranet

• Mail Coordinators Sharepoint Page 

• Mail & Courier Services 

• Digitised Mail 

• CM9 Helpsheets / Quick Reference Guides  (Container No: 1705558)
• Page 10 of Working Digitally Guidelines (Record no 16109122E) –

Mantras

s 47E(d)

s 47E(d)

s 47E(d)



Terminology:
• Mail Partner
• Records
• Thesaurus
• MAIL101



How Digitised Mail Is 
Processed





Exceptions
• Prescriptions
• X-Rays
• USBs/DVDs
• Product Samples
• Other mail items that cannot be 

converted to PDF



• Assigned by each business area.

• Monitors their MAIL101 virtual mailbox on a daily basis. 

• Distribute the records (digitised mail) for permanent 

filing and/or action by the relevant line areas in 

accordance to the processing rules determined by the 

business area.

MAIL COORDINATOR



Understanding Mail Rules
(Pages 6 – 7 + Ex 2)

• Mail Rules (Record No: 16543938E)

• Owned and managed by the Mail and Courier Services Team

• Control parameters for how digitised mail is classified, sorted and 
distributed.

• Complete directory for electronic mailboxes (MAIL101s) in the 
Department.

• Mail Coordinators’ inputs can impact how this document will function 
for us. 



MAIL101
• Cleared daily by Mail Coordinator.

• Should be accessed by Mail Coordinator only.

• Full audit logs reviewable by the mailbox owners.



Training Overview
• Manual

• Number of Exercises to complete: 11

• Sample Training Envelope ID



1. Customising Mail Coordinators’ 
CM9 View

• Setting the required search categories.

• Populating your List Pane & Preview Pane.

• Adding recommended columns to your List Pane.

• Adding recommended fields to your Preview Pane.



2. Your Mailbox

• Identifying your mailbox/es via the Mail Rules 

document.

• Setting up a favourite shortcut to you mailbox/es.



3. Processing Records In Your 
Mailbox 

• Grouping records by Envelope ID.

• CM9 search by Envelope ID.

• Reviewing records.

• Editing record title.

• Adding Notes to records.

• Distributing records.



Navigating CM9 & Your Mailbox
(Pages 8 – 11)

• CITRIX StoreFront

• Default CM9 Window

• Ribbon Toolbar

• Shortcut Bar

• Find Records Pane

• List Pane

• View/Preview Pane



Customising Mail Coordinators’ 
CM9 View

• 1.1 Populating your List Pane & Preview Pane.

• 1.2 Adding recommended columns to your List Pane.

• 1.3 Adding recommended fields to your Preview Pane.



What’s next?
PART 2

• Complete remaining exercises up to exercise 3.6 as described 
in the training manual.

• Note down any clarifying question.

PART 3

• Completion

NOTE: Training manual is required for all 3 parts.



Before you leave
• Key learning
• Email from us

• Feedback
• How will this info serve us?



Thank you
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GLOSSARY 

Mailbox Electronic mailbox where records (digitised mail) for a business area are delivered 
daily. Mail Coordinators will need to redirect the records to the relevant 
containers where line areas will access and process them. Also referred to as 
MAIL101 or MAILXXXX (XXXX is the unique number assigned to the business area).  

MAIL101 Generic name for digital mailboxes. The digital mailbox for each business area is 
usually named MAILXXXX where XXXX is a unique 4 digit number. 

Mail Partner The appointed vendor who scans the contents of physical mail addressed to the 
Department. They create digitised records which are distributed to the electronic 
mailboxes of the relevant business areas, as dictated by the Mail Rules. 

Mail Rules A control document owned and managed by the Mail and Courier Services Team. 
It provides: 

 The control parameters for how digitised mail is classified, sorted and 
distributed. 

 The complete directory for electronic mailboxes (MAIL101s) in the 
Department. 

Client Mail Correspondence received from veterans, their families or care givers, suppliers, 
providers, service organisations or other correspondents.  

Thesaurus Standardised structure of Client E Doc record titles used by the Department. 

Paper Mail Physical mail addressed to DVA. It may come from different sources, including 
clients and vendors. 

Purple Satchel The Mail Bag for physically delivered mail & files. May also be a tub when high 
volumes are received. 

Record An electronic file stored in CM9. In this document, a record is the digitised version 
of paper mail, that is stored and managed in CM9. 

Client Parties the Department deals with in our day to day business. They include 
veterans, their families or care givers, suppliers, providers and service 
organisations. 

QRG Quick Reference Guides providing a step by step guide on using CM9 functions to 
perform a task. Also referred to as Help Sheets. 

Select Left click on the mouse. 
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GENERIC PROCESSING WORKFLOW FOR DIGITISED MAIL 
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Records Distribution To MAIL101s 

 Mail is automatically routed to either a MAIL101 container or to a temporary location for ISH 
capture dependent on the Digital Bag ID assigned by our mail partner.  

 A Digital Bag ID is allocated based on the Mail Rules. The Mail Rules for Digital Bag IDs that route 
direct to a MAIL101 also provide information relating to what record type is created and the 
subsequent titling.  

 Digital Bag IDs routed through ISH are uploaded from a temporary location and either create 
o a new case  
o are added to an existing case, or  
o are uploaded to CM9 for redirection to the appropriate MAIL101 container.  

BUSINESS RULES 

MAIL101 – Electronic Mailboxes 

1. MAIL101s must be cleared by the respective Mail Coordinator/s at the end of each day. 

2. Only DVA staff who are assigned the Mail Coordinator role should access the mailbox assigned their 

business area. 

3. The mailboxes capture full audit logs which are reviewed by the mailbox owners. 
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Find Records Pane 

 

 

 

 

 

 

 CM Shortcut Bar 

 CM Finding Records Pane 
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1.2.5 

1.2.9.1 

5. From the Available Columns list, 
select (left click) the recommended 
column that has not been added yet 
(e.g. Envelope ID). Use 4.1 to 4.7 as 
your checklist. 

6. Click Add. 

7. Envelope ID will now appear in the 
Displayed Columns list. 

8. Repeat steps 5 & 6 for every 
recommended columns listed from 
4.1 to 4.7 that has not been added 
yet. 

9. To change the order of the 
Displayed Columns: 

9.1 Click on the column 
name. 

9.2 Click Up or Down to 
move it to the required 
order position. 

10. Click OK to close the Column 
Preferences dialog. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date & time you completed this exercise:  
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 01 

How to open HPE CM 9 at DVA and create a new shortcut icon 
 
If you haven’t opened CM9 before or if you have lost your CM9 shortcut icon, below is the method 
on how to action this. 
 
 
Method  

1. Start your PC and open up your Citrix StoreFront ,  
 

2. Scroll down till you see the Content Manager icon (shown top right), 
 

3. Click on this icon to start, 
 

4. You can save Content Manager to your Citrix StoreFront favourites if required, 
 

5. In StoreFront, next to the Content Manager icon, click on Details,  
 

6. Then select Add to Favourites, and 
 

7. This will then add the HPE Content Manager icon to your Favourites tab in your Citrix 
StoreFront 
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The Shortcuts Bar is explained in the following: 
 CM 9.x Help Sheet - B07 - How to Use CM 9.x Favourites Button (CM9 Ref: 17594870E), 

and 
 CM 9.x Help Sheet - B08 - How to Use CM 9.x Trays Taskbar (CM9 Ref: 17594885E ) 

 
Taskbar and icon/buttons are explained in the following: 

 CM 9.x Help Sheet - B06 - How to Customise the Tabs, Ribbons & Buttons (CM9 Ref:   
17594860E ). 

 
Search Pane are explained in the following: 

 CM 9.x Help Sheet - B09 - How to Perform a Search Using the (Quick) Search Pane (CM9 
Ref:  17594907E ). 

 
Customising your View pane is explained in the following:  

 CM 9.x Help Sheet - B03 - How to Customise the View and List Panes (CM9 Ref: 
17594845E). 
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2. Right mouse click anywhere inside the record 
view pane then select Customise in the pop out 
menu. 

3. This will open the Record View Pane dialogue 
box  
The Available Fields section lists all the items 
that could be displayed. Items in the Displayed 
Fields list will appear in the Record View Pane. 

4. Highlight the desired field(s), then use the Add 
or Remove buttons to select or de-select them.  

5. Use the Up and Down buttons to change the 
order of the fields, as desired. 

6. Click OK, to close the dialogue box. 
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 4 

How to activate the intregration between CM9 and MS Office applications suite. 

This integration allows a user to save documents easily from MS Office applications (like Word, 
Excel or Outlook) into CM9 as a record.  As a default, all staff should have access to this data 
integration.  If this integration connection is lost, for whatever reason, you can re-activate it via the 
process below.   
 
You can determine if the data integration is inactive looking for the CM9 menu within the MS 
Office app you wish to use.  If it is missing from the top centre then the integration is inactive as 
shown below. 
 

Inactive     OR   Active 

  
 
Method: 

1. Open CM9,  

2. Click on the first or File tab,  

3. Then select Desktop Add-Ins, (shown right), 

4. the HPE Content Manager Desktop Add-Ins window (below) 
will open,  

5. Ensure all of the following are checked within that window; 

a. MS Word 
b. MS Excel 
c. MS PowerPoint (if needed), & 
d. MS Outlook,  
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6. Then click on OK,  
7. Close down CM9,   

8. Reopen CM9 and the integration will activate. 

 

 

 

 

NOTE:  If you are still unable to save documents into CM9 
then contact the CM9/TRIM Administrator. 
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You will now be able to view the documents correctly. 
 
HP TRIM supports the viewing of a wide range of 
electronic document records. The following is a list of the 
commonly needed file extensions.  
 
Enter: 
DOC & DOCX for MS Word documents; 
XLS, XLSM & XLSX for MS Excel spreadsheets; 
PPT, PPS & PPTX for MS PowerPoint; 
HTM, XML, SHTM & HTML for webpages; 
PDF, JPG, JP2 & BMP for image files, 
EML & TR5 for email messages, and 
ZIP for zipped files. 
 
NOTE: if you regularly view TIF image files, TIF should 
be removed from the Document Viewer list.  It will 
inhibit you viewing that image file corrected if it is.  For 
any others contact the TRIM administrator via: 

s 47E(d)
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. B07 

CM9 Favourites and how to use them 

The Favourites tab on the Shortcuts bar is like a work tray in that it provides 
users with a way to bookmark items in CM9.  Unlike the CM9 Work Tray, 
which can only bookmark records, this feature allows you to keep a list of your 
favourites Records, Locations, Saved Searches, and Document Queues, etc.  
This effectively allows the user access to important documents and folders 
at your fingertips, ie: within 3 mouse clicks. 
 
How to add an item to a Favourites list 
 

1. Highlight or tag the record(s), location(s), saved search(es),  
or document queue(s) you want as a Favourite, 

2. Right Mouse Click on any of the desired documents or folders, 
3. Select Send To on the next pop up menu, 
4. then select Favourites, 
5. Or after Step 1, press the F4 key 
6. If more than one item is tagged, you will be asked how you want to apply 

the action. 
7. After you click on OK, the item(s) will be added to the appropriate list of 

favourites. 
 
 
 
How to remove an item from a Favourites list  
 

1. Open the relevant Favourites list, 
 
2. Highlight the item(s) you want to remove from the list, 

 
3. Right Mouse Click, select Remove From, and then 

Remove From Favourites, and  
 

4. The list will be refreshed. 
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HINT: Other Shortcut tabs are discussed in CM 9.x Help Sheet No. 08 - How to Use your CM9.x 
Trays Taskbar (CM9/TRIM Ref: 17594870E). 
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. B08 

How to use your CM9 Trays taskbar  

Within the Shortcuts bar every CM9 user has the Trays tab.  Within this tab is 
another area where you can bookmark or create links to important and regularly 
used records.  A user controls what records are added or removed to their 
individual Records Work Tray.  The Records Work Tray provides ready access 
to records and can reduce the need for users to do "repeat searches" to find the 
records they want.  The use of this work tray effectively allows the user 
access to important documents and folders very quickly, i.e.: within 3 
mouse clicks. 

These records can have any of the normal CM9 tasks performed against them 
while they are in the Records Work Tray.  They appear in the order that they 
were added to the Records Work Tray, but they can be sorted when you 
perform a search that uses the Tray as the search criteria.   

 

To open your Records Work Tray 
1. Click on the Trays tab under Shortcuts bar.   

This tab may be at the bottom left of your CM9 window, if you haven’t 
opened it before, 

2. Within that, Click on the Records Work Tray button   
(shown right), and 
 

3. The Records Work Tray will open, listing any records you have added to it. 
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To add records to your Work Tray 

1. Highlight or tag the desired record(s), 

 
2. Press F3 OR Right Mouse Click on records, select Send 

To, then Add to Records Work Tray, and 
 

3. The records will be added to your Records Work Tray. 
 
 
 
 

To remove records from the Work Tray 

This action removes the link to the records from within your 
Records Work Tray.   

NB: This action does not delete the records from CM9.  

 
1. Open the Records Work Tray, 
2. Highlight or tag the record(s) you would like to remove, 
3. Do a Right Mouse Click, select Remove from, then Remove Records from Records Work 

Tray, and 
4. The records will be removed and the Work Tray will be refreshed. 

 
 
 

 

The other CM9 trays within the Trays tab are defined as: 
 

Records In Tray  
This button will display any physical records marked to the current location of the logged in user. 
 

Records Due Tray button  
This button will display any records that have been assigned to an action officer, who is responsible 
for any actions that may become overdue. 
 

Records In or due button  
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This button will display a combination of the above two options. 
 

Offline Records  
This button will display a list of all the documents and folders you have put into Offline Records 
 

Documents Checked Out  
This button will display a list of all the electronic documents you are currently editing or have 
checked out to you. 
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How to perform a search in the Search Pane  

1. Leave the Search For field as “Records” 

2. Use the Search By field to select the search criteria (or search method) 
3. Enter the search value in the Equal To field 
4. The search value can be:  

entered manually or, 

selected from previously used option using the Drop Down button  or  

selected from all available options from KwikSelect folder button   

5. Click on the Run the Search button  or press Enter on your keyboard 
6. Your search results will then be displayed in the Records List Pane, below the Search Pane. 

 
If necessary, the search can be refined by pressing F7 to reopen the search form. 
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How to perform a Find Records Pane search with a To/From range search criteria 

1. Use the Search By field to select the search criteria (search method) 
2. Enter the search value in the Date From field 
3. Enter the search value in the Date To field 
4. The search value can be selected using the option within the Drop Down or KwikSelect folder 

button, (shown above) 
5. Press the Find button or hit Enter on your keyboard 
6. Your search results will then be displayed. 
 

If necessary, the search can be refined by pressing F7 to reopen the search form. 

 

 
HINT: See the following Help Sheets for further assistance with Searching: 
 

 TRIM Help Sheet No. 10 - How to Perform a Simple Search in TRIM  

     (HP TRIM Ref: 0847839E), 

 TRIM Help Sheet No. 11 - How to Search Using More than One Criteria (advanced 

searching) 

     (HP TRIM Ref: 0849515E), 

 TRIM Help Sheet No. 12 - Hints and Tips for Finding Things in TRIM  

     (HP TRIM Ref:0847835E), 

 TRIM Help Sheet No. 13 - How to Sort Your Search Results  

     (HP TRIM Ref: 0849465E), 

 TRIM Help Sheet - How to Use Saved Searches  

     (HP TRIM Ref: 0847888E), and 

 TRIM Help Sheet - How to Complete a Document Content Search  

     (HP TRIM Ref: 0865894E). 
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NB: This data entry field will change depending what search criteria you have chosen in 
the Search By.  
The Drop Down icon and KwikSelect folder will have options relevant to the selected search 
criteria, 

8. Click OK to do the search.  

9. The results from your search will then display in the Records List & View pane.   

10. IF you need to know how many records have returned in your search results, click on the 

Count button     in the Search ribbon. 

 

 

For further information on how to customise you Quick Access Toolbar search for CM9 ref: 
17594860E (CM 9.x Help Sheet - B06 - How to customise the CM9 QAT, Ribbons & colours) 
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Refining your search results 

 
If the search does not bring up the desired results, refine the query by: 

1. press F7 to reopen the Search form.   
2. Amend the search as necessary, and  
3. then click OK, to redo the search. 

 
 
HINT:  In Step 6 (above), you can use Wild Cards.  You can use following as wild card characters 
in your search criteria: 
Asterisk   “*”, 
Percent   “%”,  
Question Mark  “?” or  
Underscore   “_”  
 
The asterisk or percent are used to represents any number of characters.  The question mark or 
underscore are used to represents a single character.   
 
Note: The Question mark wildcard is not enabled for Document Content and Mail Message 
searches.  This is discussed in those Help Sheets 
 
 
 
HINT: See the following Help Sheets for further assistance with Searching: 
 

 CM 9.x Help Sheet - B09 - How to Perform a Search Using the ( Quick ) Search Pane (CM9 

Ref: 17594907E) 

 CM 9.x Help Sheet - B10 - How to Perform a Simple Search in CM9 (CM9 Ref: 

17770712E) 

 CM 9.x Help Sheet - B11 - How to Do an Advanced Search (CM9 Ref: 17752031E) 

 TRIM Help Sheet - How to Use Saved Searches      (HP TRIM Ref: 0847888E) 

 TRIM Help Sheet No. 12 - Hints and Tips for Finding Things in TRIM  

    (HP TRIM Ref:0847835E) 

 TRIM Help Sheet No. 13 - How to Sort Your Search Results  

    (HP TRIM Ref: 0849465E) 

 TRIM Help Sheet - How to Complete a Document Content Search  

    (HP TRIM Ref: 0865894E) 
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(…) Group the enclosed criteria  
Not include records that meet the first but not second search value (e.g., records with XYZ in the 

title that were not created during the specified dates) 
Insert  Insert a new set of search values above the highlighted entry in the Current Selection box.  
Delete  Delete the entry highlighted in the Current Selection box.  
Reset  Delete all search criteria to start a fresh search. 
 

7. Click the NEW button to enter additional search criteria, if desired, 

 

8. Click OK to perform the search. 

 

The results will then be displayed in the Records List Pane on the screen. 
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HPE Content Manager (Ver. 9.1) Training Manual – Help Sheet No. 12 

Hints and tips for searching and finding things within CM9 

This section provides tips to help you use CM9 more efficiently and effectively.  They include: 
 Tips on entering search values,  
 Wildcards, 
 Filters - File types, and 
 Filters – Record types. 

Tips for entering search values  

 After selecting the search criteria, place your mouse cursor within the field.  CM9 will show tips 
on entering search values for the criteria.  
 

 Word searches (Title word, Notes word,  Any word) are not case sensitive. 
 

 Enter the first few characters of the search value, and then use the KwikSelect folder or the drop 
down list to find the desired item.  Both options bring up a shortlist of values that begin with or 
match what you entered. 
 

 When performing a date based query, click the KwikSelect date (calendar) button at the end of 
the search value field to access a list of named date options.  This can speed up the search 
process and helps to achieve consistency in reports.  

 Next 14 Days  Previous 7 Days  This Year 
 Next 7 Days  Previous Month  Today 
 Next Month  Previous Week  Tomorrow 
 Next Week  Previous Year  Year To Date 
 Next Year  This Month  Yesterday 
 Previous 14 Days  This Week   
   

 Search using a Record number range or a Date range: sometimes searches produce better 
results if they use a "range" rather than a single piece of information.  For example, you might 
want to see records created or moved during a particular period, or only have records numbered 
00001 – 00015 in your search results. 
 

 Wildcards.  
Some fields allow users to include wildcards in their search values.   
There are two wildcards available:  
a single asterisk (*) = represents any number of characters,  
a question mark (?) = can be used in place of a single character.   
Wildcards can best be used in text based searches when a normal search isn't likely to find all 
the desired records.   
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4. Click the heading a second time to change the listing to descending order. 



HPE Content Manager (Ver. 9.1) Training Manual – Version 1.0 October 2017 
----------------------------------------------------------------------------------------------------------------------------------- 

----------- 
1 


 
HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 14 

How to request a new container in CM9 

A CM9 Container is important, as it is needed before you are able to save a document/record in 
there.  You must have a (virtual) place to put the document in CM9 before you save it.  A CM9 
container can be obtained via an online form on DVA Intranet.  Be aware it can be referred to as a 
“container” , a “folder”, or a “file”.   
 
 
Method: 
 

1. Open up Windows Internet Explorer, and it 
should start with the DVA Intranet home page. 

 
2. On that page look for the Favourites links bar, 

 
3. select New File Request (shown right) 

 
4. the New File Request form window open. 

 
 

See the next page for details on how to fill in this 
form.  
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Under the following fields you enter:  
 
Type of file * choice of:  Electronic File – if you want an electronic only container. 
     Box – if you require a labelled archives box 
     Project File Structure – if you have a requirement for Project 

 File as per the Project Management & Design 
        guidelines 
     Other – Discuss this with the IRM team 
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Paper File Justification:  If you want a Paper and Electronic File please provide a reason for  
the request and an IRM representative will contact you to discuss.  
All requests will require Director's approval. 
 

Project File Details:    Technology Project 
     Business Project 
     If you have chosen the Project File Structure option please give  

the official name of your formal project in the 'Proposed Record  
Title' box below. 

 
Type of request:   New File – if you want a new container 
     New Part – if you require a subsequent part or new folder for  

A current file.  This is usually reserved for a physical (paper) 
file or folder) 

     Modify File Title / Classification – if you need to modify the  
Title of a current file or its Security Classification 

 
Existing File Number:  You will know this if you are requesting a New Part or to  

Modify File Title / Classification. 
If the file is State specific enter the State:  This is a drop down menu of all the state expect NT 
Classification:   Enter the Security Classification appropriate for your file 
Related files:    Enter the reference number of any related files here. 
Comments/Additional Instruction: An alternative recipient or any Access Control restrictions can  

be entered here, for example. 
Proposed Records Title *:  Enter in a title for your file in accordance with the CM9 Help  

Sheet – How to give appropriate Titles in Cm9. 
 
Your Name  *:   Enter your name 
 
You Contact Number  *:  Enter your full phone number 
 
Your Branch & Section:  Enter your current branch & section. 
 
Your Location *:   Enter your physical location.  This is most important for  

delivery if you are requesting a box or physical file. 
 
NOTE:  The red asterisks ( * ) denote mandatory fields.  If you don’t fill them in, a container 
cannot be created. 
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5. A New Record ELECTRONIC DOCUMENT window will open, (shown below) 

 
 

6. Then enter in the following: 

o Record Title (* = Mandatory field), Give the record a useful, meaningful title  
Hint: Read the document CM 9.x Help Sheet - B16 - How to Give Documents Appropriate 
Titles in CM9 in Container 1705558, for assistance with this. 

o Container (* = Mandatory field), Enter or select an appropriate CM9 container number for the 
document  

Hint: If you often put documents in the same files/containers, click on the drop down menu  

to find the container number. The yellow KwikSelect button  will start a search action to find a 
container. 

o Enter any Access Control restrictions, if necessary.  
Hint: Read the document TRIM Help Sheet - How to Apply Access Controls to an Existing 
Record (TRIM Ref: 0849887E ) for assistance with this. 

o Add any additional relevant information in the Notes field  
Hint: Read the document TRIM Help Sheet - How to Use the Notes Field (TRIM Ref: 
0847891E), for assistance with this. 

7. Click OK to create the new record in HP TRIM. 

 

IMPORTANT:  The document is NOT completely saved into (or registered in) CM9, until it is fully 
closed down from its creation application.  Until you do this, it WILL NOT be found in any search 
criteria results. 
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6. A New CLIENT E DOC window will open, (shown below) 

 
 

7. Then enter in the following: 

o Title (Structured Part): (* = Mandatory field), Click in the KwikSelect button , and select the 
structured part of the title from the relevant option in the next window (shown below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o Title (Free Text Part): (* = Mandatory field), Give the record a useful, meaningful title  
Hint: Read the document CM 9.x Help Sheet - B16 - How to Give Documents Appropriate Titles 
in CM9 (in container 1705558), for assistance with this. 
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o Container (* = Mandatory field), Enter or select an appropriate HP TRIM container number for 
the document  

Hint: If you often put documents in the same files/containers, click on the drop down menu  

to find the container number. The yellow KwikSelect button  will start a search action to find a 
container. 

o Add any additional relevant information in the Notes tab  
Hint: Read the document TRIM Help Sheet - How to Use the Notes Field (TRIM Ref: 
0847891E), for assistance with this. 

8. Click OK to create the new record in CM9. 

 

IMPORTANT:  The document is NOT completely saved into (or registered in) CM9, until it is fully 
closed down from its creation application.  Until you do this, it WILL NOT be found in any search 
criteria results. 
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 15C 

How to TITLE a Client E-Doc record appropriately in CM9.  

When saving or registering a records in CM9, the Title is an important part of the capture process.  There are 
two parts of the title to be entered.  These are the Structured and Free Text parts and both are equally 
important.  The method for entering both parts are as follows: 

Method: 

Using the “Title (Structured Text Part)” Thesaurus 
These are business unit defined and agreed terms for the users to use to create meaningful titles.  This will 
assist with the grouping like documents together, for easier searching and then retrieval of documents and 
information, going forward. 
 

How to: 
1. In the Terms pane of the “Select from 

Thesaurus terms – all …” window,  
Select the Client Electronic Document option 
(select by Double Mouse Clicking only in this 
pane) 

2. Then select the Rehab and Comp option (by 
Double Mouse Clicking again), 

3. Then select the Thesaurus term that best fits 
your business unit within R&C (by Double 
Mouse Clicking on it again), 

4. Then select the next level Thesaurus term that 
best fit the activity discussed in the document, 
and 

5. Then click on OK. 
 
 
This will then display the terms you have chosen in the Title (Structured Part) of the New Record CLIENT E 
DOC window, you started with. 

Example:    Rehab and Comp – Needs Assessment – Election SRCA Section 45 
 
In the top part of the Select From Thesaurus Terms window, you can see the Thesaurus terms you have 
selected in the Thesaurus Term in Use pane.  You should have 3 large dots (and text) selected under Client 
Electronic Document in this pane before you can continue. 
 
 
Mistakes in option selection 

If you have made an error or chosen the incorrect option, you can go back one step in the structured title by 
clicking on the Remove button. 
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Preferred terms to USE 
 Use the Thesaurus terms that relate to your relevant business unit, e.g.  

 Incapacity 
 Initial Liability 
 Inability 
 Permanent Impairment 
 Rehabilitation,  

 
AVOID THE USE 
 Of these following terms: 

 Claims ….., or 
 Other 

 

The “Title ( Free Text Part)” titling rules  
 

It has been agreed that the following title entered into the Title (Free Text Part) field should be structured as 
follows.  

  <Condition> - <Surname> - <Date Received> - <Author> - <Subject> 

Example:   Left foot swelling – SMITH – 18 NOV 2015 – Dr Jones – evaluation and prognosis  

Each part of the free text titling from above is explained further below. 

Condition 
In the “Condition” part of the Title (Free Text Part), users should enter the medical condition that the 
document refers to.  If there is more than one condition stated or included in the document, then enter 
“Multiple” at the beginning of the Free Text title. 

Surname 
In the “Surname” part of the Title (Free Text Part), users should enter the Client’s surname in CAPITALS.  
If the surname differs because of marriage or other reason, then adopt the “Nee” principle in titling - E.g. 
SMITH (NEE Jones) – where “Jones” is the pre-married surname and the “SMITH” is the current surname.  
This is to ensure there is an element of quality assurance in that the correct container has been selected for 
the document. 

Date Received 
In the “Date Received” part of the Title (Free Text Part), users should enter the date the document was 
received by DVA.  This is usually from the date stamp on the document. 

Author 
In the “Author” part of the Title (Free Text Part), users should enter the author of the document.  If it is 
something like a report that has been authored by more than one person, enter the first author’s name, then 
add “et al” – e.g.: … - Dr. J SMITH et al – ….  If the author is you, the DVA delegate, then enter “DVA” as 
the author. 

Subject 
In the “Subject” part of the Title (Free Text Part), users should enter a short and concise phase that describes 
what the document discusses. 
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 The word ‘Confidential’, unless your records and the way they are stored meet the conditions 
and requirements set out in the Commonwealth Protective Security Manual and DVA's 
Protective Security Manual. (See record number 0264484E for more information.) 

  
NOTE: As an email is a type of electronic document, it is expected that titling of messages captured 
in CM9, also follow these guidelines. 

How to use Punctuation in titles 
When CM9 creates a new record it indexes the words in the title, but some punctuation marks affect 
the way that CM9 indexes a term.  For example, it treats marks such as the / (slash) and the - 
(hyphen) as part of the word if they do not have spaces around them.  A comma (,) will be indexed 
as part of a word, if it isn't followed by a space.  Sequential characters (without spaces) will be 
joined to the word, e.g. (SMITH) – JONES will be indexed as "SMITH)–" and "JONES". 

If ‘SMITH-MINISTER’ was used in a title it would be indexed as one word rather than two words 
because there aren't any spaces around the dash. In this instance, a search for the word MINISTER 
would not find the record, but the search would find the record if the spaces had been added (i.e., 
SMITH – MINISTER).  

The only exception to this rule is if the dash or slash is actually part of the term.  For example, if a 
person's surname is hyphenated (SMITH–JONES) it should be entered without the spaces.  A 
search would use the whole name including the hyphen.  

Tip: It is important to include spaces around slashes so that CM9 can index the words 'properly'.  
Put spaces around slashes, dashes, and any other punctuation marks if they are not actually part of 
the word.  This is explained further in the FAQ How does CM9 catalogue information for word 
searches? 

 

How to use Abbreviations and Acronyms in titling 
The use of abbreviations and acronyms should be limited to terms that are common to the 
Department or the APS (as outlined in the Glossary of Acronyms in the Annual Report).  It is 
preferable that the fully expanded version of the term is included with the abbreviation, e.g. 
Vietnam Veterans Counseling Service (VVCS).  
Acronyms can be used as long as they are accompanied by the full wording (but please don't use 
full stops between the letters of the acronym).  If there isn't enough room in the record title, include 
the full wording in the Notes field.   

The key reason not to abbreviate words is because it affects people's ability to find records.  If a 
record title had assn instead of association, people would not necessarily know to or think about 
using that term in their search.  Therefore, someone searching using the proper word – or their own 
abbreviation for it (Assoc or Ass or Asn or Asstn) – they would not find the record.  Always writing 
words in full will prevent this from being a problem. 

 

How to use Proper Names in tiles 
Where a person’s name is used in a record, the surname should be capitalised. The person's given 
names, if known, should be included in full.  E.g. SMITH, Fred or Fred SMITH 

 

 

Common “Noise” Words  
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CM9 calls common words (e.g. and, or, but) Noise Words and does not index them.  The words can 
be used in record titles and notes but they cannot be used as the search value in word based 
searches. 

 

Titling Limitations 
The record title field is limited to 256 characters.  If necessary, additional text or references can be 
added to the Notes field. 

How to use Dates in titling  
When dates are included in record titles, they should be written in the preferred format 
DD/MM/YYYY e.g. 04/07/2000 for the 4th of July, 2000.  The date that the record was registered 
in CM9 should NOT be entered in the title as it is captured as a put of the default information 
detailed below. 

 

What Default information is captured in CM9? 
When a document is registered in CM9 the system incorporates some of the information from the 
document into the new record.  For example, the date that the document was created in the desktop 
application becomes the date created and the date that it was added to CM9 becomes the date 
registered.   

Also Creator is captured from the logon of the person who registers the document in CM9, while 
Author can be edited to show who actually authored the document. 

 

Further Assistance 
If you have any further questions about Document titling please contact the CM9 Administrator: 

 

 
s 47E(d)



HPE Content Manager (Ver. 9.1) Training Manual – Version 1.0 October 2017 
----------------------------------------------------------------------------------------------------------------------------------- 

----------- 
1 


 
HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 17 
 
How to add electronic documents to CM9 using Send To:  
 
Sometimes you may have to save a document to a server drive.  The Send To function is the 
simplest way to add one or more electronic documents from a server drive to CM9.  This can be 
started from a Windows Explorer directory/folder, the computer desktop or within MS Outlook.  

1. Open up Windows Explorer and navigate to the folder that contains your document(s). 

 
2. In MS Windows Explorer, highlight the document and do a Right Mouse Click on it, 

3. A pop-out menu will appear and select Send To (shown Right),  

4. Then select HPE Content Manager 9 

5. The Select From Record Types – all – 4 
Records types found window will then open.  

6. Select ELECTRONIC DOCUMENT or Client 
E-Doc as the record type (shown).  

 

7. Click OK to confirm that action, 
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8. A “New Electronic Document " data entry form will 
open 

9. Proceed as you normally would to create a new 
record.  For assistance see Steps 5-7 in CM 9.x 
Help Sheet - B15 - How to Save a Document from 
MS Office 2013 Directly into CM9 or CM 9.x Help 
Sheet - B15b - How to Save a CLIENT-related 
Document from an MS Office 2013 Application 
Directly into CM9, and click on OK, 

10. The new record will be added to CM9. 
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 18 
How to modify/edit a document once it is in CM9 
The feature within CM9 to modify/amend electronic records is called Edit.  This allows a user to 
select an electronic document record, open it in its own application, modify the document, and then 
return a new revision of the record to CM9 without using Offline Records.  Please note this feature 
is not available if the record is an email message or when the electronic document has been made 
Final. 

To use this feature: 

1. Highlight the electronic document record in CM9. 

2. Click on the Edit (Ctrl + O) button  in the ribbon under the Home 
Tab OR Right mouse click on the appropriate record, then select Edit 
from the pop out menu. (shown right)  
 
Note: If that option is not there, then the document cannot be modified.  
It may: 

 have been Finalised, OR  
 currently being edited by someone else, OR  
 have restrictive Access Controls applied. 

 

3. The document will open in its own application (e.g., in MS Word). 

4. Modify/amend/edit the document as desired, 

5. Save the changes to that document, 

6. Close the document (and the application, if desired).   
 
IMPORTANT:  The changes made to the document will ONLY be added (and therefore 
visible to others) into CM9 when you fully closedown the document. 

7. On closing a new revision of the record with the new amendments will be added into CM9.  
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Then click OK. 
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HPE Content Manager (Ver. 9.1) Training Manual – Help sheet No. 22 

What is Access Control? 
Access controls can be placed on CM9 documents/records in order to manage who can see and/or 
perform certain tasks on them.  The controls can be used to restrict viewing access to “work in 
progress” documents before they are ready or who can edit/view documents after they have been 
published.  Access controls are also particularly useful for personally sensitive documents/records, 
where viewing rights can be limited to a staff member, their supervisor, and/or the HR department.  

Access controls can be  
 Applied to an individual record, 
 Inherited from the controls placed on the record's container, 
 Part of the default settings of a record type, where new records automatically acquire controls 

set for the record type 
 
The controls can be set to give access to: 
 Unrestricted: (sometimes referred to as Public) all users have access to the document or 

container.  However, restrictions set by user level permissions still apply (e.g., if edit access is 
set to Unrestricted, a person's CM9 user level must include update options before they can 
amend the record). 

 Container: The document will inherit the properties of this access control option from its 
container.  

 Private: Defaults to – and only gives access to – the ID of the logged in user.  No one else 
has access to this option. The field can be changed (e.g. to a group or organisation location), 
but only one location can be used. 

 Custom: The user can determine who will have access to the option  
 
There are seven basic access controls that can be applied to a record. They are: 
 View Document – allows nominated users to see the attached Electronic Document  
 View Metadata – allows nominated users to see the record (if a person couldn't see a record, 

it would be impossible for them to perform any of the other tasks.)  
 Update Document – allows nominated users to modify the electronic document (so it can be 

checked in and checked out). Users who haven't been given access to edit the document 
cannot check it out (using Offline Records), but they can make a Super Copy. 

 Update Record Metadata – allows nominated users to modify the record 
 Modify Record Access – set who can modify the record's Security and Access Controls  
 Destroy Record – allows the nominated users to destroy the record. 
 Contribute Contents - allows the nominated users to add contents to the Container, 

regardless of the ‘Update Record Metadata’ access control setting on the Container.  
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o Notes - copies the Notes information  
o Attached actions - copies any attached Actions  
o Additional Fields - copies any Additional Field details  
o Contacts - copies any attached Contact details  
o Owner - copies the Owner Location details. Default.  
o Home - copies the Home Location details. Default.  
o Container - copies the container details. Default.  
o Retention Schedule - copies any Archive Retention Schedule details  
o Date Fields - copies the date field data  
o Number of Copies - as you are creating a new version, only one copy is necessary.  

This option is therefore set to one and unavailable to change. 

5. Click OK 

 
This will now create the new version of the selected document. 
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More about multiple documents attached to an email on the next page. 
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If you selected multiple records to send from CM9, 
you will receive a Send to Mail Recipients – All 
tagged records message box before Step 6.   

Select the option shown right and the OK, 

Then click on the Yes To All button to attach all 
your chosen records to the email, 

Continue with Steps 7 & 8 detailed above. 
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Searching 
Searching is a little different as there are a few extra fields to navigate through.  The (quick) Search 
Pane option is the simplest search tool in CM9 but is has new field.  There are also a few field name 
changes to get acquainted with 
Review:  

 CM 9.x Help Sheet - B09 - How to Perform a Search Using the ( Quick ) Search Pane, 
 CM 9.x Help Sheet - B10 - How to Perform a Simple Search in CM9, 
 CM 9.x Help Sheet - B11 - How to Do an Advanced Search, and 
 CM 9.x Help Sheet - B12 - Hints and Tips for Searching within CM9. 

 
MS Outlook integration 
Many emails received by DVA staff carry important details of business processes, decisions and 
client related information.  These emails are considered corporate records and should captured in 
CM9.  There are few changes to the process of saving emails into CM9 and the process 
descriptions. 
Review: 

 CM 9.x Help Sheet - B24 - How to Capture an Email Message as a New Record, 
 CM 9.x Help Sheet - B25 - How to Email Single/Multiple Document(s) from CM9, 
 CM 9.x Help Sheet - B26 - How to Email a CM9 Document from MS Outlook, and 
 CM 9.x Help Sheet I - How to link a MS Outlook folder to a CM9 container. 

 
Other Help Sheets and Training 
The HPE CM9 Help Sheets and Quick Reference Guides are in TRIM container 1705558 
 
The eLearning material in DVATRAIN has been updated to reflect the new version of the system.  
 
For more about the evolution of TRIM to CM9 or any other questions about the upgrade please ask 
the TRIM (CM9) Administrator via an email ( ). 
 
 
 

s 47E(d)
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6. A New CLIENT E DOC window will open, (shown below) 

 
 

7. Then enter in the following: 

o Title (Structured Part): (* = Mandatory field), Click in the KwikSelect button , and select the 
structured part of the title from the relevant option in the next window (shown below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o Title (Free Text Part): (* = Mandatory field), Give the record a useful, meaningful title  
Hint: Read the document CM 9.x Help Sheet - B16 - How to Give Documents Appropriate Titles 
in CM9 (in container 1705558), for assistance with this. 
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o Container (* = Mandatory field), Enter or select an appropriate HP TRIM container number for 
the document  

Hint: If you often put documents in the same files/containers, click on the drop down menu  

to find the container number. The yellow KwikSelect button  will start a search action to find a 
container. 

o Add any additional relevant information in the Notes tab  
Hint: Read the document TRIM Help Sheet - How to Use the Notes Field (TRIM Ref: 
0847891E), for assistance with this. 

8. Click OK to create the new record in CM9. 

 

IMPORTANT:  The document is NOT completely saved into (or registered in) CM9, until it is fully 
closed down from its creation application.  Until you do this, it WILL NOT be found in any search 
criteria results. 
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How to TITLE a Client E-Doc record appropriately in CM9.  

When saving or registering a records in CM9, the Title is an important part of the capture process.  There are 
two parts of the title to be entered.  These are the Structured and Free Text parts and both are equally 
important.  The method for entering both parts are as follows: 

Method: 

Using the “Title (Structured Text Part)” Thesaurus 
These are business unit defined and agreed terms for the users to use to create meaningful titles.  This will 
assist with the grouping like documents together, for easier searching and then retrieval of documents and 
information, going forward. 
 

How to: 
1. In the Terms pane of the “Select from 

Thesaurus terms – all …” window,  
Select the Client Electronic Document option 
(select by Double Mouse Clicking only in this 
pane) 

2. Then select the Rehab and Comp option (by 
Double Mouse Clicking again), 

3. Then select the Thesaurus term that best fits 
your business unit within R&C (by Double 
Mouse Clicking on it again), 

4. Then select the next level Thesaurus term that 
best fit the activity discussed in the document, 
and 

5. Then click on OK. 
 
 
This will then display the terms you have chosen in the Title (Structured Part) of the New Record CLIENT E 
DOC window, you started with. 

Example:    Rehab and Comp – Needs Assessment – Election SRCA Section 45 
 
In the top part of the Select From Thesaurus Terms window, you can see the Thesaurus terms you have 
selected in the Thesaurus Term in Use pane.  You should have 3 large dots (and text) selected under Client 
Electronic Document in this pane before you can continue. 
 
 
Mistakes in option selection 

If you have made an error or chosen the incorrect option, you can go back one step in the structured title by 
clicking on the Remove button. 
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Preferred terms to USE 
 Use the Thesaurus terms that relate to your relevant business unit, e.g.  

 Incapacity 
 Initial Liability 
 Inability 
 Permanent Impairment 
 Rehabilitation,  

 
AVOID THE USE 
 Of these following terms: 

 Claims ….., or 
 Other 

 

The “Title (Free Text Part)” titling rules  
 

It has been suggested/recommended that the following title entered into the Title (Free Text Part) field 
should be structured as follows.  

  <Condition> - <Surname> - <Date Received> - <Author> - <Subject> 

Example:   Left foot swelling – SMITH – 18 NOV 2015 – Dr Jones – evaluation and prognosis  

Each part of the free text titling from above is explained further below. 

Condition 
In the “Condition” part of the Title (Free Text Part), users should enter the medical condition that the 
document refers to.  If there is more than one condition stated or included in the document, then enter 
“Multiple” at the beginning of the Free Text title. 

Surname 
In the “Surname” part of the Title (Free Text Part), users should enter the Client’s surname in CAPITALS.  
If the surname differs because of marriage or other reason, then adopt the “Nee” principle in titling - E.g. 
SMITH (NEE Jones) – where “Jones” is the pre-married surname and the “SMITH” is the current surname.  
This is to ensure there is an element of quality assurance in that the correct container has been selected for 
the document. 

Date Received 
In the “Date Received” part of the Title (Free Text Part), users should enter the date the document was 
received by DVA.  This is usually from the date stamp on the document. 

Author 
In the “Author” part of the Title (Free Text Part), users should enter the author of the document.  If it is 
something like a report that has been authored by more than one person, enter the first author’s name, then 
add “et al” – e.g.: … - Dr. J SMITH et al – ….  If the author is you, the DVA delegate, then enter “DVA” as 
the author. 

Subject 
In the “Subject” part of the Title (Free Text Part), users should enter a short and concise phase that describes 
what the document discusses. 
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Hints and tips for searching and finding things within CM9 

This section provides tips to help you use CM9 more efficiently and effectively.  They include: 
 Tips on entering search values,  
 Wildcards, 
 Filters - File types, and 
 Filters – Record types. 

Tips for entering search values  

 After selecting the search criteria, place your mouse cursor within the field.  CM9 will show tips 
on entering search values for the criteria.  
 

 Word searches (Title word, Notes word, Any word) are not case sensitive. 
 

 Enter the first few characters of the search value, and then use the KwikSelect folder or the drop 
down list to find the desired item.  Both options bring up a shortlist of values that begin with or 
match what you entered. 
 

 When performing a date based query, click the KwikSelect date (calendar) button at the end of 
the search value field to access a list of named date options.  This can speed up the search 
process and helps to achieve consistency in reports.  

 Next 14 Days  Previous 7 Days  This Year 
 Next 7 Days  Previous Month  Today 
 Next Month  Previous Week  Tomorrow 
 Next Week  Previous Year  Year To Date 
 Next Year  This Month  Yesterday 
 Previous 14 Days  This Week   
   

 Search using a Record number range or a Date range: sometimes searches produce better 
results if they use a "range" rather than a single piece of information.  For example, you might 
want to see records created or moved during a particular period, or only have records numbered 
00001 – 00015 in your search results. 
 

 Wildcards.  
Some fields allow users to include wildcards in their search values.   
There are two wildcards available:  
a single asterisk (*) = represents any number of characters,  
a question mark (?) = can be used in place of a single character.   
Wildcards can best be used in text based searches when a normal search isn't likely to find all 
the desired records.   
For example, a straight search using the word "veteran" will not find records with veterans, 
veteran’s, veterans’, veteran/spouse, and so on, even though those files could be exactly what 
the searcher wanted.  A search using "veteran*" [without the quote marks] would also find 
records that had any of the variations.  A search using "veteran??" would find records that had 
veteran's or veterans'.  
Wildcards can be used at the beginning, in the middle, or at the end of your search value. 


























