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How PowerDMS Documents work with your compliance process
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OBJECTIVE

In this session you will learn how to create and
manage a document in PowerDMS.
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We are here to help. PowerDMS has many
resources available to you.

o Getting Started with PowerDMS
« Webinar Schedule
« PowerDMS University

PowerDMS


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/
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PowerDMS Success Community

 Video Tutorials
« Recorded Webinars

« Q&A

e How-To

 Best Practices
e CALEA Specific Resources

* Forum PowerDMS


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

PowerDMS
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After this session, Users will beqgin to understand how to:

1. Create a document folder/subfolder in PowerDMS

Create a document in PowerDMS
Understand document lifecycle (draft, publish, archive)

Set document security

a &> w0 BN

Use “Edit on Desktop’ to modify a draft revision
PowerDMS
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Assign a document for signature
Run a signature report
Create an automated review reminder

. Add a PowerDMS document to an assessment

= © 0o N O

0.Update a flagged attachment

PowerDMS
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WHY??

What are the advantages of loading my policies, procedures,
etc...into the Document side of PowerDMS?

9 PowerDMS
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rganizing v
(USing fOlderS) & Advanced Search X Unpin

B Documents

v @ Directives
Bl 100 - Organization
B 200 - Administration

300 - Personnel Management

400 - Uniform and Equipment

500 - Evidence Control/Records
600 - Rules of Conduct

700 - Arrest, Detention and Use ...

800 - Operations P@W er D M S
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Searching

(indexing)
v

& Advanced Search X Unpin

Add Filter? |S»CALEA41.2.7

Results 1 -2 of 2

Directives / 800 - Operations
Directive 820.11 - Interaction with the M...

...with the Mentally Ill Authorized by: C Binns Effective
Date: June 15, 2021 CALEA Standards| 6th Edition)
820.11.1 - Purpose The Garner Police U ent is committed
to treating all persons...

Published: 06/15/2021

. Directives / 800 - Operations
E Directive 840.01 - Criminal Investigations
...file that is established by the fficer is to be forwarded

to CID. 840.1.10 - Cold Cases A. Cold cases shall be
designated by the CID lieutend all reasonable attempts

to solve the...
Published: 08/23/2021

evidenc

& Advanced Search

Results 1 - 25 of 42

. Directives / 500 - Evidence Control/Records
E Directive 510.02 - Collection and Prese...
...Collection and Preservation o

Department Written Directive C
Control/Recorg & 510.02 llect

Preservation outhorized by: Chief Joe...

Published: 0

Directives / 500 - Evidence Control/Records

E Directive 510.01 - Evidence and Proper...
...Police Department Directive 510.01

— ce Department Written Directve
W ontrol/Records Directive: 510.01
epersRuthorized by: Interim...

Published: 10/06/2021

Directives

Bl 500 - Evidence Control/Records

Directives / 500 - Evidence Control/Records

E Directive 510.04 - Agency Owned Prop...

...chain-of-col e event that Town property is

found bearindevidence @amaiis determined to be
missing, it wilf"e = raci hat the last person
using the property or equip! Ponsible...

Published: 06/15/2021

. Directives / 500 - Evidence Control/Records
E Directive 510.05 - Records Management
...Directive 510.05 - Records Management o e
Department Written Directive Chapter:. 500 m

Control/Records Directive: 510.05 - Record
Authorized by: Chief Joe Binns Effective...

Puhlished- 06/15/2021

PowerDMS
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Accountability
(signatures)

% Directives / 200 - Administration

Directive 210.05 - Oath, Ethics, and Values (2 View Document

General Revisions Review Standards Assignments ESILEICICEIN Activity  Security

Revision: | 6/15/2021 (Published) v | B3 WA:2

1 Signature Needed (View Report) 81 Signatures Provided (View Report)
< Refresh | &) % & Refresh | [§) %

Username Name Due On Username Name Signed

TJONES JONES, TIMOTHY ABAUER BAUER, ANDREW | 6/23/2021 (i ]

PowerDMS
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Accessibility
(documents are available from any computer with internet
access or mobile device)

PowerDMS
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Maintaining Document Lifecycle
(draft, publish, archive)

% Directives / 200 - Administration

Directive 210.05 - Oath, Ethics, and Values

SEWEIGGEE Review  Standards  Assignments  Signatures  Activity  Security

Draft (1) Published (1) Archived (3)

— —
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v

& Advanced Search X Unpin

Storing in Central Repository
(Store more than just policies)

v E Documents

15

* Forms * Job dQSCl'iptiOﬂ B Agency Resources/Other Items of I...
* Recruitment Plan * Promotional process 8 Annual Reports
* Agency Goals and announcement B Assorted LE Articles
Objectives * Annual anamis B Audits/Inspections
* After Action Report * Annual Reviews  Budget
2 Spedal Event Plan " Qual'terly Audits Bl CALEA Accreditation Documentation
* Mutual Aid * InspeCtions B Chief's Communication
Agreements * Lesson Plans B Confidential Informant File
* Available Community ,
2 Organizational Chart Resources B Contracts/Written Agreements
a Rank/Seniority List e Inv estigative che Ck“ sts B Crime Analysis Documents
* Meeting Minutes * Written Evaluation i Directives
* Crime Ana|y5i$ . Tactical Dispatch Plaﬂ Bl Federal Firearms License Applicatio...

Bl After Action Reports

Bl Agency Information

B Forms

PowerDMS
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Security
(who can view, report, edit)

2 QP102.8 - Evidence Control Sop

General Revisions Review Standards Assignments  Signatures  Activity Secumyl

~ Add Users Or Groups H '§ =
-
v & Users And Groups
View v @ All Users
Audit
Edit v & chief of Pol
° v & computer
v & csisuper
» Advanced Filters
v & cs
@ @ O & Deputy Chief 1
@ @ O & oeputyct
v ‘ Forens

A
A
LY
o

8
<
1.4
R
'13
-3
&

PowerDMS
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Secure Storage - https://www.powerdms.com/trust/faq/
(CJIS Compliant/encrypted/backed up)

Is my data protected in case of a disaster Where does PowerDMS store and process
occurring at a data center? customer data?

Yes. PowerDMS | POWG[’DMS Comp| ieS W|th '[he FB | 'S Cr| minal n systems for PowerDMS are managed in multiple datacenters through a
e . - - . ip with Rackspace. These secured SOC 3 certified data centers are located
disaster recovery | Justice Information Services (CJIS) Security . %
United States and have 24/7 security and redundancy on all critical

data availabil . ;s .
ataavaladliyill policy. What does that mean for my organization? | ements ie. data, power, environmental controls, and fire suppression)

occur, failover to

il PowerDMS has taken steps necessary to protect criminal jus'
maintained by government and civilian agencies. Through dat

Is my data backed up? Is it backed up off-site?

es. Customer data is backed up in secure systems both on-site and off-site. In

Is my data encrypted securely?
ddition, PowerDMS.com includes a feature that your site administrators can use to

xtract your data from directly within the application

Yes. All PowerDMS customer data is encrypted in transit and at rest. We ensure a
minimum AES-256bit level encryption (FIPS140-2 certified) and at no time is any |

customer data left in an unencrypted state, including data that has been backed-up -
PowerDMS
17



https://www.powerdms.com/trust/faq/

Uploading & Managing Documents

Directives / 200 - Administration

Ed |t| n g Directive 210.05 - Oath, Ethics, and Values

(modifying a
draft revision)

Directives / 200 - Administration

% Directive 210.05 - Oath, Ethics, and Values

= 1 | of2 Q

18

Editing on Desktop

Once you're done, save your work and select
Finish Editing above to view your changes here.

© info ) Discuss

[BEFinish Editing

O info ) Discuss

& Edit
Status
Revised (3/20/2022)

Document Name
Directive 210.05 - Oath, Ethics, and Values

Description

The purpose of this policy is to establish
and define a Mission Statement, Oath of
Office and ethical behavior that must be
subscribed to by all sworn personnel in the
Department.

Folder
Directives / 200 - Administration

Tagged With
W Department Values

PowerDMS
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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

O info ) Discuss

Hit v Filters: None Applied
¥ NCGS 15A-505 ¥ NCGS 7B-1604 Atch Hit pp

® NCGS 7B-500 | | % NCGS 7B-501 4411 (LE'I) . . WD.1 GPD Directive 840.05 <

Accreditation Manager

W NCGS 7B-401 . . .
(M M M M) (LET) Juvenile Operations Policy

W Juvenile Court Services T 840.05 - Juvenile Operations

840.5.4 - Organization and

A written directive describes the agency's juvenile operations function.
Administration of Juvenile Operations

¥ NC Division of Social Services

W General Investigator Commentary - - function

W Records Manager

¥ Communi ty Services Sergeant
W Criminal Investigations Division
¥ Community Services Unit

W NC Attorney General
Related Standards

42.1.3 (LE1), 44.2.4, 44.2.3 (LE1),
e e — PowerDMS

44.1.1 (LE1)

19
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Assessment

Uploading & Managing Documents

(Always know you have the most current version attached.
When you update the attachment, you do not have to

re-attach and re-highlight)

46.1.2 (LE1)

(MMM M) (LE1) All Hazard Plan

The agency has a written All Hazard Plan for responding to critical incidents. The
plan will follow standard Incident Command System (ICS) protocols, which
include functional provisions for. command, operations, planning, logistics, and
finance/administration.

Commentary

The Command System has proven very effective in law enforcement and
fire services emergencies. This system permits a clear point of control and can
be expanded or contracted with ease to escalating or diminishing situations. The
Federal Emergency Management Agency's (FEMA) ICS is comprehensive,
available on the Internet, and widely used in critical incidents such as natural
and man-made disasters, pandemics, civil disturbances, mass arrests, bomb
threats, hostage/barricaded person situations, acts of terrorism, and other

Atch

w

Hit

&

v

Filters: None Applied

[% WD.1 GPD Directive 810.07 <
Accreditation Manager

810.07 - Unusual Occurrences/Critical
Incidents

810.7.1 - Purpose

810.7.2 - Definition of Civil Disturbance

810.7.2 - Definition of Man-made
Disaster

810.7.2 - Definition of Natural Diaster

810.7.3 - Critical Incident Policy and
Resources (All Hazard Plan)

810.7.3(C) - Written plans and
resources available

810.7.5 - Responsibilities for Command

PowerDMS
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1. Create a document folder in PowerDMS

PowerDMS Success Community Resources:

 Creating and Assigning Document Folders row-to

PowerDMS
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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

o PowerDMS


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 | Signed How-To

* Signing a Document How-To

PowerDMS
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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
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4. Set document security

PowerDMS Success Community Resources:

 Security - Documents How-To

PowerDMS
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https://powerdms.force.com/success/s/article/ka0A00000000kMjIAI/security-documents
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5. Run a signature report

PowerDMS Success Community Resources:

* Running Reports Using PowerDMS Analytics How-To

« Running Reports How-To

 What information can | expect from document reports? aza

PowerDMS
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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
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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

PowerDMS
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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
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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

. PowerDMS


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
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Additional Resources

* Linking Documents within PowerDMS How-To

* Linking Documents in PowerDMS video

| uploaded the wrong file into PowerDMS. Can | replace
it? Qaa

« How do | locate a disabled or archived item in
PowerDMS? qza

- PowerDMS


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
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Additional Resources

« PowerDMS Security Definitions How-To

« Whatis a document timer, and when should | use it? aza

 Printing and Downloading Documents How-To

e (Converting and Exporting Documents How-To

2 PowerDMS


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

e 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

20 PowerDMS



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

PowerDMS
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