Overview AiM User Guide

Add Related Documents

The Related Documents function allows the user to attach electronic files to the record they are working on;
such as a document, spreadsheet, or image from the document repository. Related documents can also point to
a URL (web) shortcut.
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3. To Attach an Existing Document. Click:

a. Search for the document by entering one or more of the following: GUID, Title, Created By, Date
Created, Type, State, Checked Out By, Extra Description, Edit Date and/or Editor.
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b. Once data has been entered, click:
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c. Check the box next to the document to select, click:

d. Click on a Thumbnail to view the document. This will open another tab in your browser. When
done close the browser tab.

Save

e. On the main module screen, click:
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4. To Add NEW Document. Click: m

AiM New Document
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Please select documentl(s) to load:

Choose Files | Mo file chosen

Upload Filz(s)
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Add Permissions

. Choose Files
a. Click: Locate the new document on your computer.

b, Clck: IS
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AiM New Document

Mext Cancel

Title Fail Records_export_1649786407475 xlsx

Upload File(s)
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File Mamels) Fail Records_export_1649786407475 xlsx

c. Enter the Title of document.

d. Click: Q select a Type from a list.

e. OPTIONAL: Tags (assists in search) and Permissions

f. Click: mtwo (2) times.

g. Click on a Thumbnail to view the document in a separate browser tab.

h. cick: I
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3. To Add EXTERNAL URL. Click:

Revised: June 1, 2023 AssetWORKS Proprietary and Confidential | Page 3
IWMS




Overview AiM User Guide

AiM Web Link

Title

Extra Description [

URL [

a. Enter aTitle.

b. OPTIONAL: Extra Description for additional information.

c. Enter a URL and click:

d. Click on a Thumbnail to view the document or link to an external web page.

. Save
e. click: I
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