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OVERVIEW  

This job aid provides details on how to: 

 Navigate in PowerDMS (Section 1)  

 Search for documents in PowerDMS (Section 2) 

 Bookmark documents in PowerDMS (Section 3) 

For information on logging into or logging off PowerDMS or how to create your PowerDMS account, see the 
PowerDMS Login and Account Management job aid. 

BEFORE YOU BEGIN 

PowerDMS is a cloud-based policy and document management system.  It is a searchable online source for 

policies and other documents and includes automated workflow for review and editing of documents.  This 

creates efficiencies for both departments and CTR, creating a single source of truth with the ability to 

streamline and easily disseminate information. 

To access PowerDMS, users must have an account.  All that is needed to use PowerDMS is access to a web 

browser and a valid account.  PowerDMS can be accessed on either a PC or mobile device.   

 VPN is not needed to access PowerDMS. 

 Edge and Chrome are the preferred web browsers. 

  

https://powerdms.com/docs/3031593
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DIRECTIONS 

Section 1: Navigate in PowerDMS 

 

1. After logging in to PowerDMS, from the Homepage, click the File Cabinet icon found on the navigation 

panel on the left side of the screen. The File Cabinet icon allows users to navigate to CTR policies, job 

aids, training, and resource documents within PowerDMS. 

 

 

2. To expand the folders to see the documents, click the small triangle to the left of the Documents icon. 

The documents are grouped by business function/categories. Click on the folder to view. You can click 

on the triangle again to collapse the folder(s). 

 

  



 
 

 CTR JOB AID | PowerDMS Navigation & 
Searches  3 

3. Click on Category folder(s). 

 

 

4. Hover over the document listed to view the full name of the document, then click the document to 
view. 
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5. The document will be displayed.  Using the navigation bar at the top of the document, zoom in and out 

using the + or – sign, rotate the page or select page view. 

 

   



 
 

 CTR JOB AID | PowerDMS Navigation & 
Searches  5 

6. To the right of the document, is the document information panel which includes:  

a. Date when the document was Published and if New or Revised.   

b. Document Name 

c. Short description of the document   

d. Navigation path showing the folder where document is located 

 

 

7. To hide the document information panel, click the Triangle to the left of the document.  Click the 

Triangle again to display the document information panel.  
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Section 2: Search for Documents in PowerDMS 

1. In the Find Anything search box at the top of the left-side menu, enter keyword(s) to search.  

 

 

2. In the example pictured below, we used the keywords, “expenditure classification”.  This search shows 

all documents with the searched word(s). 

 

 
 

3. The Find Anything search box can be used to help find relevant documents.  Review the results, then 

scroll to the document to view and click on the document. 
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4. Once the selected document displays, you can use the CTRL+ F function or click the magnifying glass 

to search for a keyword or phrase within the document. 
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Section 3: Bookmark Documents in PowerDMS 

How to Bookmark Documents 

1. From the navigation panel on the left side of the screen, navigate to the document or folder to 

bookmark.  

2. Click the Bookmark icon to the right of the document. 

3. To view the Bookmarked documents, click the Bookmark icon on the left side panel.   
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Managing Bookmarks 

1. To un-bookmark any of these documents, click the (-) to remove the Bookmark. 

 

 

 

2. To change the order of how your bookmarks are displayed, hover over the bookmarked document. 

While holding down the left mouse button, drop and drag the document to where you would like it to 

be placed. 

 

 

FOR ADDITIONAL QUESTIONS  

If you have questions about this Job Aid, please submit an inquiry to our Solution Desk 
ServiceNow Portal. You may also click: macomptroller.org/solution-desk to learn more 
about the CTR Solution Desk and access the ServiceNow Portal.  

 

  

https://macomptroller.service-now.com/ctr-solutiondesk
https://macomptroller.service-now.com/ctr-solutiondesk
https://www.macomptroller.org/solution-desk/

