BRORMS

Adding Published Documents and
Adding Webdrawer Code in Content
Manager

Adding a Single Published Document:

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

[ Records - favorite - = D X +
~ @i  E2 Record Number Title [ classification
W~ N avresn Ml owi votume TEST < T G J > Documents
B v B3 ARF/252 9 DWL Root TEST
vl AR5 ol DWL Classification TEST @ New X © ] 2 w L Sort = View
= ¥ B9 ASF/25/2 9 DWL Sub TEST 2
=] £ MOF/25/1 £ DWL Sub TEST Mame Date modified Type Size
<% Home ¥
El Gallery |@TEST 9/17/2025 10:23 AM Micresoft Word D... 13 KB
\E_] TEST2 Micresoft Word D... 13KB
> @ OneDrive
\Eﬂ TEST3 Micresoft Word D... 13KB

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

Create N d - TEST.d *
Step 3. If you do not have your Default e B o
Record Type selected in your OptiOﬂS, @8 Cortain new record within 4- Template Sub Folder: ASF/25/3: DWL Sub Test 3
you will see a pop-up window where you
. Select record type:
need to select which RECORD TYPE you ;
i'-l MName 9,'. Home 9,'. Ow

would like your new Document to be. B i _ |

(In this case, it will need to be your 5-Temp|ate Document Published

agency’s Published Document.) Beaverton Agenda Bills

@ Beaverton Records ... @ Bea

i Beaverton Agreements @ Beaverton Records ... @ Bea
Beaverton Archive Box
. . Beaverton BURA Agenda Bills @ Beaverton Records ... @ Bea
Step 4. Make sure that the option to .
. Beaverton BURA Resolutions @ Beaverton Recards ... @ Bea

“CONTAIN NEW RECORD WITHIN...“ | |k seaverton ca ru

is selected, then click on the OK button. -]
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Adding Webdrawer Code to a Single Document:

Step 1. RIGHT-CLICK on the document then click on PROPERTIES.

Step 2. Enter your Agency’s Code in the WEBDRAWERCODE
field, then click on the OK button.

@] 5- Template Document Published - DP/25/6

. al
; Details ] ——
re, Micro E— Title (Free Text Part)  fTEST
SECUrit}f and Audit 3 Record Actions s
Electronic
— Locations k Renditions
Contacts Classification
REqLIEStS b Related Records Q
Workflow 3 _
Container ASF/25/3 ~Q
Communications 3 :
Mot
Electronic L4
Archiving 3 ®
Administrative Tools L4
Send To [ Date Created 09/17/2025 " 10:23:02 AM I
Iwebdrawermde q

Eemove From k

Property Editor \
I L . I
Eﬁ Prn F' £ rtl S Alt_ EntE L <Enter an update comment for the audit log> Cancel

Your document will now be visible on your webdrawer website.
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Adding Published Documents and
Adding Webdrawer Code in Content
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Adding Multiple Published Documents at Once:

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

them to.
[ Records - favorite - 1 — Documents x +
v @i 3 Record Number Title [ classification
M~ M avesn Il Wi Volume TEST « o~ [&] [J > Documents
B v 3 ARF252 9 DWL Root TEST
[ w mll ACF/25/1 ol DWL Classification TEST @ New X% lis} & = W 1, sort = View
= » B9 ASF/2S/2 9 DWL Sub TEST 2
[=] 3 MOF/25/1 [ DWL Sub TEST -~ Name Date modified Type Size
Home
R Gellary |@] TEST 9/17/2025 10:23 AM Microsaft Word D... 13 KB‘
|El_] TEST2 9/17/2025 10:23 AM Microsoft Word D... 13KB
> @ OneDrive
|El_] TEST3 9/17/2025 10:23 AM Microsoft Word D... 13 KB‘
[

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... 09/17/2025 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
select TAG ALL.

B Process Documents in folder - C\Users\dlinscott\Documents

Yy Mame Type Size
v @)

VB 1EST2
VB 1EsT3

/

Tag All Ctrl=A
Untag all Ctrl=U

Invert all tags

-]

]

o}

=

-1}

=
& Checkin
iy 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

TAGGED ROWS is selected, then click on the OK button.
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B2 Process Documents in folder - Ch\Users\dlinscott\Documents
+ Mame Type Size
@)
2 Tag Al Ctri=4&
B TESTZ |Lonem
) Tes g uUntag all Ctrl=L
E Invert all tags
@ Checkin
[y view
Remove Document from Document Queue
Delete Document from Folder
Create Document Queue
Options
MName C3T

Step 4. RIGHT-CLICK again on one of your
Documents and select CHECK IN.

@ Check In an Electronic Document *

Apply To: ‘ /

O Al Tagged Rows
E ) Currerthy Highlighted Row Oy

B Aways Show This Dialog

Cancel Help
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Step 6. If you do not have your Default | ) Create New record - TEST.docx .
Record Type selected in your OptiOhS, 8 Contain new record within 4- Template Sub Folder: ASF/25/3: DWL Sub Test 3
you will see a pop-up window where you
X Select record type:
need to select which RECORD TYPE you -
‘i'-l Mame ﬁ'- Home ﬁ'- Ow

would like your new Document to be

FOR EACH DOCUMENT. E 5- Template Document Published

(|n thiS case it Wlll need to be your Eeaverton Agenda Bills @ Eeaverton Records ..,
)
. . Beaverton Agreements IE‘ EBeaverton Records ... |E| Bea
agency’s Published Document.) _ R
Beaverton Archive Box
i Eeaverton BURA Agenda Bills @ Eeaverton Records .., |E| Eea
i Eeaverton BURA Resolutions IE| Eeaverton Records ... |E| Bea
. . 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 has been added into Content Manager under the
Folder that you have selected.

S BEl=

+ Name Type Size Date Status

+ E] TesT Microsoft Word Da... 12.3 KB 09/17/2025 3t 1:23AM  Original

V ] 1esT2 Microsoft Word Do... 123 KB 09/17/2025 3t 10:23 AM | Original
M o...

09/17/2025 at 10:23 AM Original
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Adding Webdrawer Code to Multiple Documents:

Step 1. Located your Documents, then click to the left of them to create a T & TesT2
Y

PURPLE CHECKMARK. ¥ IEﬂ

Step 2. RIGHT-CLICK on one of your selected Documents, ais | @ et g
then click on PROPERTY EDITOR. security and Audit '
Hotes EF Locations r
Requests g
Workflow L4
Communications *
Electronic L4
Archiving g
Administrative Tools L4
Send To *
Remove From L4
Perform Scheduled Task
Property Editor I
=l Properties Alt+Enter
Step 3. On the pop-up window, click on the OK button. 3 Edit multiple properties and additional field val... X
Apply To:

D Al Tagged Rows
i) Cumertly Highlighted Row Only

@ Aways Show WM

Cancel Help
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wil Edit multiple properties and additional field values - All tagged Records O >
Step 4. Start typing “webdrawer” in the /
empty SEARCH FIELD and you will see webdrawer [x

WEBDRAWERCODE pop up. Property ~ Format Mew value

3H| Test for webdrawer

Step 5. Select the WEBDRAWERCODE
property then click on the MODIFY button.

[_J Only Custom Properties Clear Reset Maodify

«<Enter an update comment for the audit log=>

Step 6. Enter your Agency’s Code into
the empty field, then click on the OK @ Enter a new value for webdrawercode ey
button.

Please spedfy a new value for webdrawercode:

| Q
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Step 7. Click on the OK button.

Step 8. Click on the YES TO ALL button.

wil Edit multiple properties and additional field values - All tagged Records O *
. webdrawer . ®
Property ~ Format Mew value
E‘ Test for webdrawer a_EI string
E‘ webdrawercode a_EI String 025
[:I Only Custom Properties Clear Reset
<Enter an update coM_audit log=>
N I OK I Cancel Help
L_E Edit multiple properties and additional fizld values - All tagged Records *
( Jj DP/25/7
@ H DR \ Yes
I Yes to All I
Change properties and.for additional field values for Record ‘DP /25,77 Mo
Cancel
Help

The webdrawer code has been applied to all selected documents.
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