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[bookmark: _GoBack]Drag and Drop Documents:

You can add a document to an existing folder several ways:
· Drag and Drop a new document and create a shortcut.
· Drag and Drop a document into the desired folder.

Drag and Drop a new document and create a shortcut:
a. Drag and drop a new document into one of the DOCUMENT filter views, ex. FM Archives By Building Name/0008-Denny.
b. A New Document window will display as shown below:
[image: ]

c. Select the application plan FM Archive Import.
d. Select the appropriate Building Code, Building Code Name, and Document Type.
e. Enter in the appropriate Project Name, Project Number, and Custom Properties.
f. Check the Create Shortcut in Folder box and click the Create Location icon [image: ].


g. A SELECT LOCATION window will appear; enter in the Building Code and press the SEARCH button.  A list of folders will appear as seen below:
[image: ]
h. Press the OK button again to add the document to the folder and archive it.
i. The document will open in an ImageNow Viewer.  You can make any changes to the document.  Save and exit the document. 

Drag and Drop a document into the desired folder:
a. Go to the FOLDER view, as seen below: 

[image: ]

b. Open the desired folder in the folder list. 
c. Drag and drop a document from your desktop or selected drive into the whitespace in the folder viewer, as seen below:

[image: ]



d. A NEW DOCUMENT window will appear, as seen below.   Select the application plan, FM Archive Import and click the LINK button [image: ] to link the document.
j.  Select the appropriate Building Code, Building Code Name, and Document Type.
e. Enter in the appropriate Project Name, Project Number, and Custom Properties.
f. Ensure the checkbox for CREATE SHORTCUT IN FOLDER is checked; this will add the document to current folder.

[image: ]
g. Press the OK button to add the document to the folder.



1
FM Cheat Sheet - Drag and Drop.docx
image3.png
Selectlocation ~ [==

Specfy where the contentis stored, and fiter if needed.
Container:

Fiter by:

(All drawers) -





image4.png




image5.png
3 ImageNow Folder Viewer - 0008 - Denny

[ suonay |

le View Workilow Folders Content Help

‘MO FLALE

. = Project Number  Project Name

/ Drag and drop a document into the open folder viewer

P —

Engineer Type

FM Archives\0008 - Denny

298 results

gCode 0008
Building Code Nar Denny





image6.png




image7.png
Application Plan
Select an application plan

Cr—
Use as default application plan

Location
Drawer

FM Archives v E——_—_—. L
FM Archives\D008 - Denny =)

321Y79C_01CGIGE3D000J0E

Properties

Buiding Code:

= =
Buiding Code Name.

Denny -
Project Name.

Vonda|

Project Number

Unique ID
321Y79C_D1CGKDE3D000SR3

Type

Construction Drawing -

Custom Properties
Engineer Type
Document ID
FM Contact
Floor Code
Document Year .





image1.png
[, ImageNow Explorer

BB 2 520/@ B8 G008

© Eile Edit View Workflow Folders Help

Views
& FM Archives by Building Name

G 0000-Campus Wide
5% 0001-Kennedy
G 0002-Macy
% 0004-Atkins Dalton Tower
G 0005-Cone Center
% 0006-Heating Plant
G 0007-Oil Storage Tanks
% 0008-Denny
G 0009-Garinger
5% 0010-Winningham
G 0011-King
56 0012-Smith
G 0013-Belk Tower
% 0014-Receiving Stores
G 0015-Niner House
5% 0016-Barnard
G 0017-Belk Gymnasium
5% 0018-Memorial Hall
G 0019-Rowe
5% 0020-Mceniry
G 0021-Grounds Storage
5% 0022-Solvent Storage
G 0023-Facilities Management
% 0024-Athletic Storage
5 0025-Grounds Greenhouse
% 0027-Observatory
G 0028-Harris Transmitter
% 0029-Residence Hall Cafeteria
5 0030-RDH Boilder House 5

7 x

m

Search

+ .

Buiding Code sta

C ¥

0008
0008
0008
0008

0008
0008
0008
0008
0008
0008
0008
0008
0008

0008 Dena

Application Plan
Select an application plan

FM Archive Import

Document Options

- &

("] Use as default application plan
Location

Drawer

FM Archives

Name

Submit to Content Server
[ send to workfiow queue.

[T create shortcutin folder

321Y79C_01CGIWE3D000STK

Properties.
Denny  guiging code
Denny [0008 -
Denny Building Code Name
[penny -
Denny  project pame
Project Number
Denny  ungwe
m"m 321YZSC_01CGK3E3D000KVO
Denny '!’: 3
Denny
Custom Properties-
Denny -
ngineer Type Architectural
Denny | pocument E
Denny | Document Year 2008
Denny{ |FMContoct
Floor Code A
Denny

< i ]

3

<[

FM Archives by Building Name  Filter: 0008-Denny.

[Tuse defauit values

)





image2.png




image8.png
iIma

PERCEPTIVE

g SOFTWARE

®




