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A few things to note:

« This session is being recorded.

« The recording will be automatically e-mailed to all registrants of this session as soon as it

becomes available.

* You can and should download a copy of this presentation from that Handouts section of

the GoToWebinar sidebar.

* You can type in your questions at any time within the questions field GoToWebinar

interface.
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This session assumes:

* You are already familiar with how to manage PowerDMS documents

and their lifecycle in PowerDMS.

« You understand security permissions and how those can be leveraged

to maintain accessibility to your documents.

- How to leverage workflows to manage policy revisions in a

collaborative manner.
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Today will teach you how to:

* Connect to Google Drive/OneDrive in a PowerDMS site.

* Revise documents in a PowerDMS site by utilizing Google Drive/OneDrive integration.

* Identify multiple administrator process considerations for Google Drive/OneDrive
document management.

* Describe PowerDMS Google Drive/OneDrive document management best practices.
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Step 1: Make Your Connection

e Follow steps to create a New Document
e Select your needed integration
e Connect to your desired drive

e May need to enable the integration feature

Overview
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Step 2: Import your document

Locate your intended
document in drive and
upload

Note:
Imported Document must still be

and accepted PowerDMS file type.
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Think...

How do | intend to use the Google Drive or OneDrive integration?

Just to import a document and use traditional editing methods in
PowerDMS (PowerDMS Author).

OR

To import and use the editing tools from my connected drive.
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Disconnecting Your Drive

Disconnect your integration to
leverage PowerDMS provided
editing support resources -
PowerDMS Author Tool

[z CP Program Sup

plies
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Editing once disconnected
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Editable File Type

If a document is
loaded to your drive in
its native file type
(Word, PPTX, EXCEL,
etc.) it will be imported
as that file type.

Documents created in
your drive directly
(Google Docs, Google
Sheets, etc.) are
imported as a PDF.
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Maintain Your Drive Connection

Primary reason to maintain a
connection:

Only editing tool available :

to you or your
organization.

A Welcome, Amanda

& Check Google Drive for updates

& Open in Google Drive fo %, Discuss

# Edit

Things to consider otherwise:
» Accurate security permissions need to be maintained from both PowerDMS and drive.

» Potential to devalue purpose of PowerDMS as a central repository and single source of
truth for employees to reference most updated policy expectations.
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Maintain Your Drive Connection

Could it impact a workflow?

Access to Check Drive for updates
requires EDIT permissions to the
document.

@ Check Google Drive for updates
Open in Google Drive

Collaborators on a workflow, that has
allowed participants to edit the
document during the workflow but don't
have full time edit permissions on the
document will not be allowed to check
the drive.
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Maintain Your Drive Connection

Collaborators on a workflow will be able to
leverage the Open Drive option provided to
view and see changes that have occurred

on your document prior to their interaction.

Process to finalize a document after the
completion of a workflow is the exact
same as it would be if the document is
being solely managed within PowerDMS.
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As an organization, ask yourselves...

Will maintaining my connection to the drive support our
organizations need to ensure clear concise visibility to our

current published expectations?
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You should now know:

* How to connect to Google Drive/OneDrive in a PowerDMS site.

* How to revise documents in a PowerDMS site by utilizing Google Drive/OneDrive
integrations.

* Considerations for your multiple administrator processes for Google Drive/OneDrive
document management.

* PowerDMS Google Drive/OneDrive document management best practices.
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QUESTIONS?

If after the session, please reach out to trainingteam@powerdms.com!
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Support Resources

Success Community Article:

« Integrating with Google Drive and OneDrive

« PowerDMS Accepted File Types

PowerDMS Support Team:

« 1-888-959-5158 or support@powerdms.com

PowerDMS University course coming soon!
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https://success.powerdms.com/success/s/article/Integrating-with-Google-Drive-and-OneDrive?language=en_US
https://success.powerdms.com/success/s/article/Acceptable-File-Types-and-Other-Helpful-Hints?language=en_US
mailto:support@powerdms.com

