General

How to import a document

1. Use the Framework Selection Button to select a framework.
2. Go to Tools/Config:

Manage Registers Reports m Help
. v E K|
Mew Edit Approve Check Check Copy
Document Clut In v

Document Control
3. Then select Import Documents:
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4. In the Import External Documents wizard, you will be prompted to assign
your document to a framework or the DMS. (Note that you can also import
documents into the DMS by dragging and dropping). By default NovaCore
will select the framework that is currently active. Make your selection and
select the 'Next' Arrow.

5. A dialogue box will automatically open so that you can select the document
you want to import. You can import more than one file by holding down your
shift or control keys or you can add files one by one by clicking the Add
Files button on the right hand side of your screen. Select the 'Next' Arrow
to continue.

6. On the next screen you will be able to rename the document, change the
revision number, select a classification, assign a template if necessary and
assign an approver for the document.
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Define the document types, edit the document names and select a template if necessary:

Document Name Revision Classification [Template: ‘Approval By

Tip: When making the changes described above do not click on the heading
of a column but on the information below the heading.

7. Once you have made all the necessary changes, click the 'Next' Arrow and
you will see that on the last screen it will become a finish symbol. Click this
to save your newly imported document. Look for your document in the
folder you classified and you will see it there with a 'Newly Imported'
symbol.

Page1l/2
(c) 2025 NovaCore Pty Ltd <info@novacore.com.au> | 2025-04-03 22:37
URL: https://fag.novacore.com.au/content/1/38/en/how-to-import-a-document.html


https://faq.novacore.com.au/content/1/38/en/how-to-import-a-document.html

General

Unique solution ID: #1039
Author: NovaCore
Last update: 2024-06-21 08:47

Page 2 /2
(c) 2025 NovaCore Pty Ltd <info@novacore.com.au> | 2025-04-03 22:37
URL: https://fag.novacore.com.au/content/1/38/en/how-to-import-a-document.html


http://www.tcpdf.org
https://faq.novacore.com.au/content/1/38/en/how-to-import-a-document.html

