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 GENERAL 

 

 OBJECTIVE 
 
There is a module ‘Documents’. This module can be used to keep all important project documents 
together in one place. 
 

 ADDED VALUE 
 
But in addition, you can link those imported documents, to meetings, actions, requirements, decisions, 
you name it. So you can have your documents centered in one place, as well as link them to  the 
topics they are related to.  
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  UPLOAD A DOCUMENT 

 OVERVIEW 
 
Go to -> Documents 
 
 

 
 
 
On the left side you will see a few tabs, we will come to that later.  
 
There is also a search parameter where you can search for a specific document.  
 
You can see the different folders under which you can arrange your documents and the document 
upload field itself.  
  

Upload field 

Folder structure 
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2.1.1 UPLOAD 
 
To upload a document click on + in the upload field: 
 
 

 
 
An empty row will open in your table 
 

 
 
Click on project document and the detailed page will open on the right side of your screen.  
 
 

 
 
Fill in as much as you can, the more info you fill in, the easier it gets to find it back in a later stadium.  
 

Document 
information 
 

Version info  

Folder information 
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When all info is filled in, it is time to import your document 
 

 
 
Double click on Preview – Click on the icon and you will be able to select your document from your 
computer.  
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2.1.2 SUBJECT OF 
 
 

 
 
This is the second tab on your detail page. This tab is solely for reference purpose. 
 
Here you can see if your document has been linked to a meeting, verification or change request.  
 
If you want to add a document to these modules, you will need to go to those modules themselves to 
link them.  
 
You can also upload a document via those modules, but make sure you fill in as much information as 
possible and also the folder you want them in order to be able to find those documents via the 
document module.  
 

  DOCUMENTS 
 

 
 
Here you will find all documents listed.  
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 DOCUMENT REVIEW 
 
For the document review list and status, go to tab nr. 3 
 

 
 
 
You’ll see the status of the review, the documents themselves and the folder they are stored in.  
 
 

 TYPES 
 
 

 
 
All types used in this module are listed here. And if you miss one, you can also create one. Just click 
on create and enter the name of the type you need. 


