Manage your paper and
physical records

HP TRIM software enables you to manage and
secure your enterprise information, whether
electronic or physical records, and from creation to
ultimate disposal. Physical records may reside across
many distributed warehouses. Storage facilities for
paper and physical records are not useful unless
you can organise them and able to find the records
quickly when you need them. The HP TRIM Space
Management module for HP TRIM software lets
you manage paper and other physical records in

a long-term storage facility to meet your specific
business needs.

Set up your storage facilities to meet
your business needs

By their nature, storage facilities are hierarchical.
You can consider a storage facility as one or more
buildings with each building having one or more
floors. A floor can have one or multiple areas and
so on. You can view your storage facility simply as a
large collection of places on shelves to put records
or archive boxes. Ordering this collection of spaces,
based upon which building, floor, area and row
they are in, can make your storage facility easier

to manage.

With HP TRIM Space Management, you can set up
and manage your storage facility as a graphical
hierarchy of arranged storage space. You can then
determine where to place contiguous storage space
for a required number of archive boxes.

With HP TRIM Space Management, you can define
a storage hierarchy model that represents your
physical storage space. You can set up different
physical storage bay and shelving layouts in your
model, and design your space according to your
organisations’ needs. You can also define up to

10 levels in your hierarchy and assign names

that are meaningful to your organisation for

specific locations within your hierarchy, such as
Woarehouse 29 or Bay 13.



Warehouse management at a glance

HP TRIM Space Management shows you available shelf space for storing records
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Move records into long-term
storage easily

HP TRIM uses a concept called ‘home location” for
maintaining a particular kind of record. A home
location is the place where a record is stored when
it is not in use. By extending the home location to
include ‘space,” HP TRIM Space Management lets
you manage records in longterm storage facilities.
Instead of having a business unit or other standard
location as a home location, a record in storage
can have a space as its home location. The home
location represents the physical shelf in the storage
facility where the record is located. The record
may remain in the space storage system until the
retention schedule attached to the record dictates
its destruction.

You typically send records to a storage facility in
groups, such as a consignment of archive boxes.
When you need to move a set of records into

a storage facility, you set its home location as
warehouse space or you set it to a ‘holding bay.’
You use a holding bay in a system where warehouse
staff allocates the final location of records.

Manage your longterm storage

records with comprehensive features

With HP TRIM Space Management, you can easily
manage your long-term storage facility, using a
comprehensive set of space management features.

Using the Maintain Spaces feature, you can:

* Search for a specified number of consecutive
spaces, which is useful when you transfer a
consignment of records to storage.

* Define new storage capacity.

* Change the amount of space for current storage
capacity. For example, a new air-conditioning duct
can take up shelf space.

* Allocate a bar code for scanning the movement
of records into a storage facility. Simply scan the
shelf and record bar codes to update the system.

* Remove a complete level from storage space. If you
have already transferred records fo the current level,
you must move the records o another space first.

* Specify that a specific storage level is not available
for storage. For example, a particular storage
space can house equipment and be unavailable
for storing archive boxes. To make the space
available again, you simply select the ‘modify’
button and specify how much space is available.

* Display what records are held within a specific
storage space.

To view the amount of free storage space that

is available, you simply view the properties of

a particular node in the space hierarchy, which
identifies both full and free space in your storage
facility. When a shelf begins to fill, you can see
what storage space is being used and what is
unused, and determine how much storage space is
available in your storage facility.

With the Transfer Records feature, you can track
the physical movement of the records within your
storage facility. You can define the destination
location for selected records and destroy records
that are housed within your storage space.



With HP TRIM Space Management, you can print
a list of the records stored at the current level. You
can also print a bar code and store the physical
transfers of records to the current level using a bar
code scanner.

Key features and benetits

With HP TRIM Space Management, you get
comprehensive and easy-fo-use space management
capabilities for your long-term storage facility,
including the ability to:

* Set up and manage your storage facility as a
graphical hierarchy of arranged storage space

* Determine the location of contiguous
storage space

* Move records into long-term storage with
notification of available space

* Define new storage space
* Change or remove existing storage space
* Support bar code scanning for records

* Specify that a specific storage space is
not available

* Display and print the records within a
storage space

* Determine the amount of free storage space
* Move records within your storage facility

* Display storage space properties

A complete solution

Comprehensive training

HP provides a comprehensive curriculum of

HP Software and IT Service Management courses.
These classes provide the training you need to
realise the full potential of your HP solutions, increase
your network optimisation and responsiveness, and
achieve better return on your IT investments.

With more than 30 years experience meeting
complex education challenges worldwide, HP knows
training. This experience, coupled with unique
insights into HP Software products, positions HP to
deliver the optimum training experience. For more
information about these and other educational
courses, visit



HP Financial Services

HP Financial Services provides innovative financing

and financial asset management programmes to help

you cost-effectively acquire, manage and ultimately
retire your HP solutions. For more information on
these services, contact your HP sales representative
or visit

Contact information

To find an HP Software sales office or reseller near
you, visit

For more information

For more information on HP TRIM documentation,
evaluation software and QuickSpecs, please visit
HP TRIM Web site:

For details on best practices, insight from industry

experts and blogs, visit HP Information Management

Digital Hub:

Get the most from your software investment

With HP, you have access to standards-based,
modular and multi-platform software coupled

with global services and support for all aspects of
your application lifecycle needs. The wide range
of HP service options — from online self-solve
support to proactive mission-critical

services — enables you fo choose the services that
best match your business needs.

For an overview of HP Software Professional
Services for HP Information Management
software, visit www.hp.com/go/imservices

To access technical interactive support, visit
Software Support Online at
www.hp.com/managementsoftware/services

To learn more about HP Software Customer
Connection, a one-stop information and learning
portal for software products and services, visit
www.hp.com/go/swcustomerconnection

Get connected

www.hp.com/go/getconnected
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