PROMAPP HELP

LINK TRIM DOCUMENT TO PROMAPP pro

A. Context URL method
Extract document URL from TRIM

a. Open TRIM and search for the document

b. Inthe [Properties ] tab at the bottom right click and select [Customize]
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c. Record View Pane window will appear
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d. Scroll down on the left hand side until you find [Context Url ], select this and click [ Add ] so

that it appears in the list to the right hand side. Click [Ok] to save your changes and close this box.
T4 Record View Pane - Electronic Document 1: @@

Available Fields

ab: Address

3 Addressee
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All Contacts

All Holds
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All Record Requests
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All Thesaurus Terms
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() Alternative Container
Alternative Containers

Select Context URL
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to add to [Displayed

Fields] at right hand
side list

Displayed Fields

Record Number
Title

Date Created
Date Registered
() Container
Enclosed?

P& Assignee
8 Author

Edit Status
Revision Number
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Right click on this box and select [Copy]
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Record Number | D12/7423

[Context URL] field should be displayed in the Properties box

Title | Project Unify - Attachments User Training Manual
Document Queues [Context URL 7325)
Date Created | 22/08/2011 at 12:44 p.m. [ cony Ctri+C
Date Registered |« 8/02/2012 at 8:17 a.m.
Folder {80 EF11/574: Strategic & Corporate Services - Support Si
Enclosed? No
Assignee [E] Carlyle, Chelsea since Wednesday, 8 February 2012
i Customise
Edit Status Checked In

Revision humber | 1

Document Detalls| In TRIM Store, Microsoft Office Word Document, 708 KB (725,704 bytes), Document Stare ID: Main Document Store:21i+c001kgdg.docx
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Open Internet explorer and paste this link into the address bar and hit enter

(= Horowhenua Distr

Council Intranet - Windows Internet Explorer provided by Horowhenua District Council
2 ttp ity et awer rebdravser webdravi jrec201 73251
Fie Edt View Favorkes Toos Help

WO 53| (O WebDraver -DI2i74Z3 B Horombernsa District Cou... % | Google =

GNP e

S T
g ._{'rg,; 7/

Unfy  WeeklyWord  Dawd's Desk

StafRoom  TimeFder  Help  Authorty

tem for the social club raffie winners

Help Tab Competition

“WHaes

ngratulations
end of the las

as! Codes released at 8.30am . Nek Minnit . All
to be able

ts have found

by 3.57am Keep your map p fe and remember work as a team you need to put your map t

happenings are?

Visit D% | Check out our Help Tab
Information g T
S

Services to
find out @

L % we launched the
answers to how to questions

Tab on the Intranet .. If you haven't already had a look at this page make sure you take some time to go and check it out This will become your go to paint for haw to fix some error messages and

Social Club Raffle

h. Webdrawer will open with your document properties on screen.
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Right-click on the document name and select [Copy Shortcut] , note this URL link

(= WebDrawer - D12/7423 - Windows Internet Explorer provided by Horowhenua District Council

Add TRIM document link to Promapp Process / Document List

a.

Prerequisites : please ensure:
i) Users have added Promapp site to the trusted site list [in IE] to access file(s) linked to TRIM
i) The TRIM document URL link has been added as valid URL on your Promapp site - send the

TRIM document URL link to support@promapp.com and request it be added

Open Promapp and edit the process you want the document to link to, or select [Documents >
Add a new document ] option from the master banner menu as applicable

Navigate to [Link Document Jtab on [Upload / Link Document | window

Select an appropriate type of the document from the [Type] dropdown
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e. Select process group or category from the [Group or Category ] dropdown if known

Type: Group or Category:
Guide [v]  Selecta Group or Category [¥]

Display name: .
The [Display Name] should be the document

name as displayed on the system where this
documentis located

© Link to a network file

o Link to an external/internet file Choose [Link to an external/internal file] and capture [External

location:] to link to a document that is located in your Document
Management System or your intranet

External location:

Specify the URL of the document located in your

Ensure the link is a valid url. e.g. eg. hitp://www.promapp.com .
: e 9. €9. WP np PP Document Management System or your intranet

Please provide a brief description of this document.

Provide a brief description of the document X X
Select [Link] to link the

e.g. Lodge Complaints Form linked for use

document to Promapp

m 1—4“}
,,,,,

f.  Enter brief description of the document and click [ Link ]

g. Navigate to the [Process Map / Procedure] view or navigate to the chosen [Type] tab at Document
List, this will list the newly uploaded document. On clicking this link — this will open the document
from TRIM
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B. File [.tr5] link method
Extract [.tr5] file from TRIM
a. Open TRIM and chose the file to connect to [file type .tr5 ], right click on the file

b. Select [Send To ] and the select [Mark Reference]

Equal To

tz_r '+{ Records - favorite - 22 Records Found
Records v 2% Record Type (£ Record Nu... Title
- A == General Files £=108-12 (Z=) PUBLICATION - Annual Report - Department of Local Government - 2011-2012
g;:f |5 AlLDLG & E1227961 & Annual Report Cost of Hours
Workflows |2 ALLDLG W 1227877 “ Annual Report 2012 Reporting of Production Costs to PSC
—1 [jsﬂ External Document (Incomi.. "% D1202003 “X State Library of Western Australia - 2011-2012 Annual Report
@ ALL DLG ] E1226078 “] DLG Annual Report 2012 Word D it
Locations g i £1225383 Il Lessons Leamt Tag All Ctrl+A
|2 ALLDLG =% E1224561 "X Letter - Annual | 481129 i

L

|2 ALLDLG "% £1224560 "X Letter - Annual Untag All Ctrl+U
il |2 ALLDLG X E1224530 “% DLG Annual Re| Invert All Tags
Classifications |2 ALLDLG X £1224529 “Y DIGAnnualRey 84— —
o B AlLDLG L E1224392 % Web Publishing| 1 Ut Gulx
| = ALLDLG [jd E1224386 [} Web Publishing| =)} Copy Ctrl+C 2
Saved = ALLDLG "X E1224158 “L Annual Report Clear Ctri+Delete pd Printed)
Searches |2 ALLDLG 7 E1224151 % Annual Report E—————
% £ Ministerial (DLG) W E1224096 W7 Ministerial Mint New
o |2 ALLDLG X 1223678 X Edit Confirmati Search » 12 =
T [ ALLDLG #]E1223257 %] DLG Stakeholdq M Navigation » |Report
Queues g ALLDLG 1 E1222401 7 Annual report t 2 August 2012
|2 ALLDLG 4€1222395 ({4 DLG 2012 Annul (2] View Tl Mail Recipient bt
2 W Wi .
g ALLDLG !JA E1221718 ;‘{ DFG 2012 Annu- - Edit Ctrl+O Make Reference @ Ctri+M ‘
g ALLDLG ] 1221707 | Director Generg Check Out "
2 ALLDLG ©]EL221663 %] DLG 2012 Annul S Brint Report
|2 ALLDLG WQE1221502 ) DLG 2012 Annu S 2URSTCOPY Y Print Document
2 AuLDLG B4E1221343 G Guidance on Mi M Details » |23 Print Merge
< Locations 4 Web Publisher
Record Nu | = F1225383 Workflow » Export XML
Creator m Erwin Swasbrook Communications » Add To Recent Documents
Title ) Lessons Learnt — Annual Report 2011-2012 Electronic » Add To Records Work Tray ~ F3
Date Cre: Wednesday, 10 October 2012 at 1:49 PM 7Seng e 1 Add To User Label
Date Registel Wednesday, 10 October 2012 at 5:00 PM R F
File Number (£-1108-12: PUBLICATION - Annual Report - Department oy om
Enclosed? No ﬁ Properties Alt+Enter
Assignee @ Erwin Swasbrook since Wednesday, 10 October 2012 at T49PM
Author IE Erwin Swasbrook
Edit Status 'g] Checked In

Ravician N W S

c. [Mark Reference] will launch a Save Dialogue Box

d. Save the “Reference” file (.tr5) to your desktop by renaming within the file name field if required.
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Add TRIM document link to Promapp Process / Document List

a. Prerequisites : please ensure:

The TRIM document extension [.tr5] has been added as accepted file format on your Promapp site -
send the file extension to support@promapp.com and request it be added

b. Open Promapp and edit the process you want the document to link to, or select [Documents >
Add a new document ] option from the master banner menu as applicable

c. Navigate to [Upload Document Jtab on [Attach / Upload / New Document ] window

d. Browse and select the TRIM file with [.tr5] extension that you have just saved on your desktop

e. Provide a brief description and click [Upload]

Attach / Upload / Link Form x

Always check the documents section to ensure that this document has not already been uploaded

Select [Browse] / Select a document:
(ELE D RILUTI | Choose File | No file chosen Max 10MB
the document you
wish to upload

Please provide a brief description of this document.

Provide a brief description of
the document e.g. Lodge

Complaints Form uploaded
foruse

Select [Upload] to
upload the document
to Promapp

f. Navigate to the [Process Map / Procedure] view or navigate to the chosen [Type] tab at Document
List, this will list the newly uploaded document. On clicking this link — this will open the document
through the TRIM application.
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