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How PowerDMS Documents work with your compliance process

Uploading and Managing Documents
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OBJECTIVE

In this session you will learn how to create and 
manage a document in PowerDMS.
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Uploading & Managing Documents

We are here to help. PowerDMS has many 
resources available to you.

• Getting Started with PowerDMS

• Webinar Schedule

• PowerDMS University
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https://success.powerdms.com/s/article/Getting-Started-with-PowerDMS?language=en_US
https://success.powerdms.com/success/s/article/PowerDMS-Webinar-Schedule?language=en_US
http://www.powerdmsuniversity.com/


Uploading & Managing Documents
PowerDMS Success Community

• Video Tutorials
• Recorded Webinars

• Q&A

• How-To

• Best Practices

• CALEA Specific Resources

• Forum
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https://success.powerdms.com/s/?language=en_US
https://powerdms.force.com/success/s/search/All/Home/recorded%20webinar?language=en_US
https://success.powerdms.com/s/topic/0TOA00000000aWbOAI/calea?language=en_US
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Conference Learning Opportunities

• Workshop Training Sessions

• SupportLIVE one-on-one sessions
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Uploading & Managing Documents

After this session, Users will begin to understand how to:

1. Create a document folder/subfolder in PowerDMS

2. Create a document in PowerDMS

3. Understand document lifecycle (draft, publish, archive)

4. Set document security

5. Use “Edit on Desktop’ to modify a draft revision
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6. Assign a document for signature

7. Run a signature report

8. Create an automated review reminder

9. Add a PowerDMS document to an assessment

10.Update a flagged attachment
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Uploading & Managing Documents

WHY?

What are the advantages of loading my policies, procedures, 
etc…into the Document side of PowerDMS?
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Uploading & Managing Documents
Organizing
(using folders)
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Uploading & Managing Documents
Searching
(indexing)
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Uploading & Managing Documents

Accountability
(signatures)
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Uploading & Managing Documents

Accessibility
(documents are available from any computer with internet 
access or mobile device)
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Maintaining Document Lifecycle
(draft, publish, archive)
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Uploading & Managing Documents

Storing in Central Repository
(Store more than just policies)
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Uploading & Managing Documents

Security
(who can view, report, edit)

16



Uploading & Managing Documents
Secure Storage - https://www.powerdms.com/trust/faq/
(CJIS Compliant/encrypted/backed up)
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https://www.powerdms.com/trust/faq/


Uploading & Managing Documents
Editing
(modifying a 
draft revision)
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Uploading & Managing Documents
When a document is uploaded into PowerDMS and then attached 
to an assessment, a relationship/link is created between that 
document and the standard(s) it is attached to.
Document Side Assessment Side
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Uploading & Managing Documents
Assessment
(Always know you have the most current version attached. 
When you update the attachment, you do not have to 
re-attach and re-highlight)
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Uploading & Managing Documents

1.  Create a document folder in PowerDMS
PowerDMS Success Community Resources:

• Creating and Assigning Document Folders How-To
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https://success.powerdms.com/success/s/article/Creating-and-Assigning-Document-Folders-and-Sub-Folders?language=en_US


Uploading & Managing Documents

2.  Create a document in PowerDMS
PowerDMS Success Community Resources:

• Uploading a Document video

• Uploading Documents in PowerDMS How-To

• Creating Microsoft Office Documents in PowerDMS How-To
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https://powerdms.force.com/success/s/article/ka2A00000004fQqIAI/Uploading-a-Document
https://powerdms.force.com/success/s/article/ka0A00000000kOfIAI/uploading-documents-in-powerdms
https://powerdms.force.com/success/s/article/ka0A0000000LQjfIAG/creating-microsoft-office-documents


Uploading & Managing Documents

3.  Assign a document for signature
PowerDMS Success Community Resources:

• Assigning a Document for Signature How-To

• Document Tool: Compare to Last Revision I Signed How-To

• Signing a Document How-To
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https://powerdms.force.com/success/s/article/ka0A00000000kE1IAI/assigning-a-document-for-signature
https://powerdms.force.com/success/s/article/ka0A00000000kINIAY/Compare-to-Last-revision-I-Signed
https://powerdms.force.com/success/s/article/ka0A00000000kNSIAY/signing-a-document


Uploading & Managing Documents

4.  Set document security
PowerDMS Success Community Resources:

• Security - Documents How-To
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https://powerdms.force.com/success/s/article/ka0A00000000kMjIAI/security-documents


Uploading & Managing Documents

5.  Run a signature report
PowerDMS Success Community Resources:

• Running Reports Using PowerDMS Analytics How-To

• Running Reports How-To

• What information can I expect from document reports? Q&A
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https://success.powerdms.com/success/s/article/Running-Reports-with-PowerDMS-Analytics?language=en_US
https://powerdms.force.com/success/s/article/ka0A0000000DGo2IAG/running-reports
https://powerdms.force.com/success/s/article/ka1A00000004g9jIAA/What-information-can-I-expect-from-document-reports


Uploading & Managing Documents

6.  Understand document lifecycle (draft, publish, archive)
PowerDMS Success Community Resources:

• PowerDMS Policy: Best Practices How-To

• Revising and Republishing a Document How-To

• Deleting or Archiving a Document in PowerDMS How-To
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https://powerdms.force.com/success/s/article/ka0A00000000kL7IAI/PowerDMS-Policy-Best-Practices
https://powerdms.force.com/success/s/article/ka0A0000000DHUPIA4/revising-and-republishing-a-document
https://powerdms.force.com/success/s/article/ka0A0000000LQjzIAG/Deleting-or-Archiving-a-Document-in-PowerDMS


Uploading & Managing Documents

Additional Resources

• Naming Documents How-To

• Acceptable File Types and Other Helpful Hints How-To

• Installing PowerDMS Author How-To

• Creating and Using Form Templates How-To
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https://powerdms.force.com/success/s/article/ka0A0000000LQTsIAO/naming-documents
https://powerdms.force.com/success/s/article/ka0A0000000DHarIAG/Acceptable-File-Types-and-Other-Helpful-Hints
https://powerdms.force.com/success/s/article/ka0A0000000LQjpIAG/installing-powerdms-author
https://powerdms.force.com/success/s/article/ka0A00000000kHAIAY/creating-and-using-form-templates


Uploading & Managing Documents

Additional Resources

• Linking Documents within PowerDMS How-To

• Linking Documents in PowerDMS Video

• I uploaded the wrong file into PowerDMS. Can I replace 
it? Q&A

• How do I locate a disabled or archived item in 
PowerDMS? Q&A
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https://powerdms.force.com/success/s/article/ka0A00000000kK4IAI/Linking-documents-within-PowerDMS
https://powerdms.force.com/success/s/article/ka2A00000004fPJIAY/Linking-Documents-in-PowerDMS
https://powerdms.force.com/success/s/article/ka1A00000004g90IAA/I-uploaded-the-wrong-file-into-PowerDMS-can-I-replace-it
https://powerdms.force.com/success/s/article/ka1A00000004g8qIAA/How-do-I-locate-a-disabled-or-archived-item-in-PowerDMS


Uploading & Managing Documents

Additional Resources

• PowerDMS Security Definitions How-To

• What is a document timer, and when should I use it? Q&A

• Printing and Downloading Documents How-To

• Converting and Exporting Documents How-To
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https://powerdms.force.com/success/s/article/ka0A0000000DHawIAG/powerdms-security-definitions
https://powerdms.force.com/success/s/article/ka1A0000000H9EOIA0/What-is-a-document-timer-and-when-should-I-use-one-on-a-document
https://powerdms.force.com/success/s/article/ka0A00000000kM0IAI/Printing-and-Downloading-Documents
https://powerdms.force.com/success/s/article/ka0A00000000kGMIAY/converting-and-exporting-documents
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Additional Resources

• Setting Up “Inbox Sign All” on your PowerDMS Site How-To

• Signing All Documents in your Inbox How-To

• Understanding Tags How-To

• Customizing Code Tables How-To

• PowerDMS Mobile How-To
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https://powerdms.force.com/success/s/article/ka0A0000000LQj6IAG/Setting-Up-Inbox-Sign-All-on-your-PowerDMS-Site
https://powerdms.force.com/success/s/article/ka0A00000000kNcIAI/Signing-All-Documents-in-your-Inbox
https://powerdms.force.com/success/s/article/ka0A00000000kOGIAY/understanding-tags
https://powerdms.force.com/success/s/article/ka0A0000000DGZwIAO/customizing-code-tables
https://powerdms.force.com/success/s/article/ka0A0000000DI22IAG/PowerDMS-Mobile
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Documents and Workflows

Please complete the survey in the CALEA app

PowerDMS ProServices:
• Remote Training
• Onsite Training
• Document Upload

Email us for additional information or for a quote training@powerdms.com
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mailto:training@powerdms.com

