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1.15  User Defined Fields 

Although Trent is very comprehensive there are some items of data specific to the 
University that the standard software cannot hold.  User defined fields are used to save 
information which is not already included within Trent.  User defined fields must be 
attached to User defined categories 

1. Use the search facility to locate the person whose details you wish to 
maintain, or if already working with the correct record, use the navigation trail 
to return to the people menu. 

2. Select the “User defined forms” folder from the main menu. 
3. Select UDF categories (People) 

 
4. The list of UDF categories will be displayed 

 

 
5. Select the UDF category required 
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6. Select UDF Details (People) menu and then New – UDF Details (People) 

 
7. The relevant form will be displayed in the display pane 
8. Complete the form 

9. Click on the  button. 
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