BORMS

Adding Documents into
Content Manager

Adding a Single Document:

Step 1. Locate your Document on your PC and the Folder within Content Manager that you wish to add it

+ mi 3 Record Number Title [} classification
I~ W avesn I pwi volume TEsT &~ T [&] @ > Documents
B v E ARF25/2 2 DWL Root TEST
vl AR5 ol DWL Classification TEST @ New % i8] & 2 0] L Sort = View
[=] % B8l ASF/25/2 B8 DWL Sub TEST 2
= 3 MOF/25/1 £ DWL Sub TEST A Home Mame Date modified Type Size
) el |@TE5T 9/17/2025 10:23 AM Microsoft Word D... 13 KB
allery
@J TESTZ 0: Microsoft Word D... 13 KB
> @ OneDrive
@ TEST3 Microsoft Word D... 13 KB

Step 2. Click on your Document then DRAG AND DROP the file ON TOP of the Folder.

|
Step 3. If you do not have your Default [ Create New record - TEST.docx X
Record Type selected in your options, Iﬂ Cortain new record withingd- Template Sub Folder: MOF/25/1; DWL Sub TEST
you will see a pop-up window where you ‘\
need to select which RECORD TYPE you | >®lect record fype:
' mi Mame # Home & ow

would like your new Document to be.

. . . EX s empiote Document |
(i.e. Published vs. Non-Published)

| ] 3-Template Document Published

i Beaverton Agenda Eills @ Eeaverton Records .., |E| Eea
Step 4. Make sure that the option to B Beaverton Agreements |E| Beaverton Records .. |E| Eea
Beaverton Archive Box
“CONTAIN NEW RECORD WITHIN... ¢ . _
. Beaverton BURA Agenda Bills |E| Eeaverton Records .. |E| Eea
IS SeleCted, then C“Ck on the OK bUtton- . Beaverton BURA Resolutions |E| Eeaverton Records .. |E| Eea

B Eeaverton CARM

—-——' Cancel Help

Your Document will now be added into Content Manager under the Folder that you have selected.

= ~ B MOF/25/1 E2 DWL Sub TEST
] 1 av/2s/275 1 TeST
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Adding Multiple Documents at Once:

Step 1. Locate your Documents on your PC and the Folder within Content Manager that you wish you add

[5 Records - favorite - 1 - Documents X+
+ @i B2 Record Number Title [ classification
M~ M avesn Il owi volume TesT < ~ [&] [J > Documents
B2 B8 ARF2S2 £ DWL Root TEST
[ w mll ACF/25/1 ol DWL Classification TEST @ New X% lis} & = W 1, sort = View
= » B9 ASF/25/2 2 DWL Sub TEST 2
[=] 3 MOF/25/1 [ DWL Sub TEST -~ Name Date modified Type Size
Home
R Galery |@] TEST 9/17/2025 10:23 AM Microsoft Word D... 13 KB‘
|El_] TEST2 9/17/2025 10:23 AM Microsoft Word D... 13 KB‘
> @ OneDrive
&) TesT2 9/17/2025 10:23 AM Microsoft Word D... 13 ke
|

Step 2. Select all your Documents then DRAG AND DROP the file ON TOP of the Folder.

When adding Multiple Documents, you will get a new window showing all your Documents with the
Status set as Draft.

2 Process Documents in folder - C:AUsers\dlinscott\Documents =N =R
< Name Type Size Date Status
Microsoft Word Do... 12.3 KB 03/17/2025 at 10:23 AM
] TesT2 Microsoft Word Do... 12.3 KB 09/17/2025 a1 10:23AM  Draft
] TesT3 Microsoft Word Do... 12.3 KB 09/17/2025 a1 10:23AM  Draft
Name TEST
Type Microsoft Ward Document
size 123 KB
Date 09/17/2025 at 10:23 AM
Full Name  C:\Users\dlinscoth Documents\TEST.dock
Record ID
Record Title
Status Draft
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Step 3. RIGHT-CLICK on one of your Documents and E3 Process Documents in folder - C:\Users\dlinscott\Documents
select TAG ALL. v MName Type Size
]
2 Tag Al Ctri=4&
2]
& TEsT2 —
@__] TES a ntag all Ctri=U
E Invert all tags
@ Checkin
[y view
Remove Document from Document Queue
Delete Document from Folder
Create Document Queue
Options
Mame C3T
B3 Process Documents in folder - CAUsers\dlinscott\Documents
v Name — cire Step 4. RIGHT-CLICK again on one of your
Vv O T — Documents and select CHECK IN.
J @_] TESTZ 8 Tagan Ctrl+A
v B 1esT3 2  Untag all Ctrl=U
2 Invert all tags
& Checkin
/ &y View
Remove Document from Document Queue
Delete Document from Folder
Create Document Queue
Options
| name TEST
Step 5. On the new pop-up window, make sure ALL [ Check In an Electronic Document X

TAGGED ROWS is selected, then click on the OK button. P /
ply lo:

© Al Tagged Rows
() Cusently Highighted Row Only

B Always Show This Dialog

Cancel Help
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Step 6. If you do not have your Default
Record Type selected in your options,

[A Create New record - TEST.docx bt

IH Contain new record withir§d- Template Sub Folder: MOF/25/1: DWL Sub TEST

you will see a pop-up window where you

need to select which RECORD TYPE you  saiect record type: ‘\

would like your new Document to be =i Mame % Home ® ow

FOR EACH DOCUMENT. Bls-emomtesoemene ——________§
| 5-Template Document Published
i Beaverton Agenda Bills |E| Beaverton Records .. IE| Bea

(CheCk below on howto set your Default . Eeaverton Agreements |E| EBeaverton Records ... IE| Eea

Record Type to make adding multiple Beaverton Archive Box

Documents easier.) . Eeaverton BURA Agenda Bills |E| Beaverton Records ... @ Bea
. Eeaverton BURA Resolutions |E| Beaverton Records ... |E| Bea
i Beaverton CA RM

Step 7. Make sure that the option to - ™)

“CONTAIN NEW RECORD WITHIN... « -
is selected, then click on the OK button.

Cancel Help

Repeat Steps 6 and 7 for each Document you are adding.

Step 8. The Status of your Documents should be changed to ORIGINAL.
Click on the RED X to close the window. Your Document will now be added into Content Manager under
the Folder that you have selected.

o e e =BEl=

+ Name Type Size Date Status
+ E] TesT Microsoft Word Da... 12.3 KB 09/17/2025 3t 10:23AM  Original /
+ & 1EsT2

Microsof ft Word Do... 123 KB 09/ 025 at 10:23 AM Original
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How to Set a Default Record Type:

Step 1. Click on the blue FILE button in the top
left corner.

tent Manager

Step 2. Click on the OPTIONS tab.

HOME SEARCH VIEW MANAGE ADMIN
ave Copy Record B
Open Dataset
Clear Delete
1 Properties [A Reference
‘ ’ Work Offline File
: r Search by
E Options Irils ~ .AII

@ Get Global O Configure your desktop environment options
LD

Step 3. Click on the DOCUMENTS tab | [® Centent Manager option: o x
under the selections of options. Q

Locale OUse a check in style for new records

User Interface _ChECk In Style .

Edit Fields | .

H 73 Spelling Use the following settings for new records

Step 4. Select the option to “Use the Record pes et

Search [

following settings for new records.”

Search Results

| Y

Viewsr B E o o o oo
Document Store Caching .Default Container )
Email Q
Step 5' ClICk on the magnlfylng glass Outlook Integration [] Confirm check in action before continuing
. Startu
[[ef0]]] q Under the DEFAULT RECORD R r: C]Displaydata entry form when creating new records
eporter
TYPE section to Open an add|t|0nal GI5 Settings ] Automatically open document in viewer when processing
pop_up WindOW. Dro&zone If document is a Windaows file:
e —— I ] Delete document after it has been processed
Dropped Folders Update style for an email message that has been processed
|Lea\rethe email message as it is e
C] Automatically remove offline record containers when they become empty
r ] Add documents to ‘Recent Documents’ when they are extracted or viewed
Cancel Get Global Help
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Step 6. In the new window, select
which RECORD TYPE you would

wi Select from Record Types - name:™* - 80+

O X

i llame

like to become your Default Record

T . WatTTT-TT 2

Type, then click the OK button.

[

i 5- Template Document |
. e emp te DocUment paonsned

|E| Beaverton Records ... |E| Beavert
|E| Beaverton Records ... |E| Beavert

—— - al - - Tl - .
[ - |
MName . 5-Template Document e
Hame
Charner
v
Propertiﬁf{'Nntes f
’ Cancel Search Help
Step 7. Click the OK button. [ Content Manager options ] x
Locale OUsea check in style for new records
User Interface _ChECk In Style _
Edit Fields B
spelling O Use the following settings for new records
Record Types Default record type
Search ' E- Template Document e q

Search Results

Wigwer

Document Store Caching
Email

Cutlook Integration
Startup

Reporter

GIS Settings

Dropzone

Documents

Dropped Folders
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—> | x |

E] Use the default record type in integrated authoring applications

Default Container

[CJ Confirm check in action before continuing
E] Display data entry form when creating new records
[C] Automatically open document in viewer when processing
If document is a Windows file:
[ Delete document after it has been processed

Update style for an email message that has been processed

| Leave the email message as it is

[C] Automatically remove offline record containers when they become empty
(] Add documents to ‘Recent Documents' when they are extracted or viewed
Get Global

Cancel Help
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