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• This session is being recorded.

• The recording will be automatically Emailed to all registrants of this session, as soon 
as it becomes available.

• You can and should download a copy of this presentation from the Handouts section 
of the GoToWebinar sidebar.

• You can type in your questions any time within the questions field of GoToWebinar

A Few Things to Note:
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After This Session, You Will Be Able To:
 Upload or Create Documents
 Identify Document Accountability Features
 Manage Document Revisions
 Leverage Advanced Document Management

Features in PowerDMS
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 Know how to create folders
 Be familiar with PowerDMS Security definitions
 Know how to set document and/or folder security
 Know what single sign on means and if your 

organization leverages it

Youshouldalready…

https://powerdms.force.com/success/ArticleAsPDF?type=howto&id=ka0A00000001GXy
https://powerdms.force.com/success/ArticleAsPDF?type=howto&id=ka0A0000000DHaw
https://powerdms.force.com/success/ArticleAsPDF?type=howto&id=ka0A0000000HU1a
https://powerdms.force.com/success/ArticleAsPDF?type=howto&id=ka0A0000000HWGf
https://powerdms.force.com/success/ArticleAsPDF?type=howto&id=ka02K000000blNw
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PowerDMS Tip
To store documents in PowerDMS, you can:

1. Upload the document
2. Create a document using Microsoft Office products
3. Embed a Video using the HTML feature
4. Create a new document from an existing PowerDMS 

document
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UPLOADING DOCUMENTS

Check out these PowerDMS articles on Naming Documents and
Document Naming Guidelines

https://success.powerdms.com/success/s/article/uploading-documents-in-powerdms?language=en_US
https://success.powerdms.com/s/article/naming-documents?language=en_US
https://success.powerdms.com/success/s/article/Document-Name-Uniqueness?language=en_US
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CREATING NEW DOCUMENTS

Check out this article on embedding a Videoas a document.

https://success.powerdms.com/success/s/article/creating-microsoft-office-documents?language=en_US
https://success.powerdms.com/s/article/creating-html-documents?language=en_US
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CREATING A NEW DOCUMENT FROM TEMPLATE

https://success.powerdms.com/success/s/article/creating-and-using-form-templates?language=en_US
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DOCUMENT LIFECYCLE

DRAFT

All documents begin in a draft 
state once loaded into 
PowerDMS.

Drafts are visible only to 
administrators with security 
permissions to the document.

Published document versions 
imply the context of the 
document are ready for 
consumption/viewing. 

Users must have view rights 
to the document to see the 
document.

Archived document 
versions imply the 
context of the 
document outdated 
and should no longer 
be visible to end users. 

Administrators with at 
least audit permissions 
can still locate and 
view archived versions.
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DOCUMENT LIFECYCLE
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ACCOUNTABILITY FEATURES
Assignments at Document Level Assignments at Folder Level

https://success.powerdms.com/success/s/article/assigning-a-document-for-signature?language=en_US
https://success.powerdms.com/success/s/article/Creating-and-Assigning-Document-Folders-and-Sub-Folders?language=en_US
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DOCUMENT
SIGNATURES

Check out
this article on

Comparing
documents.

https://powerdms.force.com/success/ArticleAsPDF?type=howto&id=ka0A0000000HVWh
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DOCUMENT REVISION

You will need to have already installed PowerDMS Author to revise your 
document.

https://success.powerdms.com/success/s/article/revising-and-republishing-a-document?language=en_US
https://success.powerdms.com/success/s/article/installing-powerdms-author?language=en_US
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PowerDMS Tip
Use the compare feature to quickly and easily see the changes or 
modifications to document. The changes are highlighted using color 
coding.

Red Highlights = Deletions from the old document (Left)

GreenHighlights = Additions to the new document (Right)

YellowHighlights = Modifications between the two documents (Both)
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ARCHIVING OR DELETING DOCUMENTS

Archive

Delete

https://success.powerdms.com/success/s/article/Deleting-or-Archiving-a-Document-in-PowerDMS?language=en_US


© 2022 NEOGOV Proprietary and Confidential
POWERDMS.COM

PowerDMS Tip
It is a Policy Best Practice to archive your documents instead of deleting
them.

Not only are deletions permanent actions and deletes the content, but it 
also deletes all historical data associated with the document.

× Version History
× Signature Acknowledgements

https://success.powerdms.com/success/s/article/PowerDMS-Policy-Best-Practices?language=en_US
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HYPERLINKING DOCUMENTS

 ONLY use the hyperlink provided in the General tab of the document. 
× DO NOT use the browser hyperlink!

https://success.powerdms.com/success/s/article/Linking-documents-within-PowerDMS?language=en_US
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TAGSCategorize
Search Bind

https://success.powerdms.com/success/s/article/understanding-tags?language=en_US
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 Upload and Create Documents
 Identify Document Accountability Features
 Manage Document Revisions
 Leverage Advanced Document

Management Features in PowerDMS

You Should Now Be Able To:
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