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Part 1: Access PowerDMS

* Browser requirements: Google Chrome or Mozilla Firefox. Please ensure you are using the latest version of browser.
* PowerDMS does not support Internet Explorer.
e Steps to login to PowerDMS:

]
P(Dwe r D M S Product Customers Resources Blog

1. Goto https://www.powerdms.com, click “Login” button on top
right

Try PowerDMSFor Free
Today.

Sign up now’and\try PowerDMS:

No commitment. No credit cards.

© Try PowerDMS

3@)[(‘) hitps://powerdms.com/ui/logina 2 ~ & & | () PowerDMs Login

File Edit View Favori p

2. Enter UNT for website key.
3. You will be redirected to UNT System single sign on interface;
use your email and password to authenticate.

4. If you have trouble logging in, e-mail Anna.Pechenina@unt.edu, Enter Site Key
or call 940.565.2145. 3
[ conie |
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Part 2: Editing Policy Draft in PowerDMS or Loading Redline into PowerDMS

Edit Policy Document in PowerDMS.

You may access assigned documents through your inbox via
documents in the dropdown, or you can find a document by using the
search bar.

If using the search bar, the PowerDMS default will display the current
published version. PLEASE DO NOT attempt to edit the document if you
see the green “P” icon on the top left by the title of the document.
Published versions are official documents and should not be edited.
Edits should only be made to Draft versions.

1. Hover over the policy title (see image below) click on either
“View Draft Revision” if there is already a draft; or

2. If no Draft Revision exists, you may click “Create Draft Revision’
to start a new draft to edit. Please do not create a new draft if
one already exists.

4

3. Whenared “D” icon is displayed in the top left by the title of
the document, you may begin editing.

Deena.Merrill@unt.edu

1

061008 Time Peried Exclusi... ~
OInfo QDiscuss
# Edit
Policies of the University of North Texas Status
Chapter & New (9/17/2015)

06.008 Time Period Exclusion from the Probationary Period

Faculty Affairs

Policy Statement: Excluding time from the probationary period allows balance between work
and life away from work for tenure track faculty members who experience significant personal
obligations (e.g. medical, family or other circumstances that interfere with academic work)

Published (7/8/2016)

I

Document Name
06.008 Time Period Exclusion from the
Probationary Period

[F) 06.008 Time Period Exclusi... -
> Start new workflow ind O nfo ®, Discuss
I; View Draft Revisicn I
& Download ot _— # Fdit
of Noi exas o
' Chaster & New (9/17/2015)

l o] Create Draft Revision !

usion from the Probationary Period

' Open in New Window

Faculty Affairs

Published (7/8/2016)

n

+ (N -
6.008 Time Period Exclusi... -

Inbox New

OK

Reports Help Welcome , Anna

i

Policies of the University of North Texas

06.008 Review of Tenured Faculty

Chapter 06

Faculty Affairs

(# Edit on Deskiop # Manage Document
O info ) Discuss
# Edit
Status
Revised (9/16/2016)

Document Name
06.008 Time Period Exclusion from the
Prohatinnarv Perind
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First Time using PowerDMS on your Computer.

1. Click Edit on Desktop (top right corner of the policy draft page). PowerDMS will initiate the download of the PowerDMS Author software.
2. Follow the installation prompts and once complete, refresh your browser.

3. Click “Edit on Desktop” button in browser. Word document will open once your computer has successfully paired with the software.

All Other Times.

1. Click Edit on Desktop; Word document will open in Microsoft
Office

2. Remember to always hit “Track Changes” in Word to record your
edits as required for OGC legal sufficiency review.

3. The system will automatically time out after 20 minutes of
inactivity, please save frequently.

4. If PowerDMS logged you out, log back in and hit save on the
document you were working on. PowerDMS will automatically
recognize the file and pull it back into the system.

[0) Fun Hat Friday ~

Now Pairing

javascript:_doPostBack( ct0SpageBodySIbEdit’, )

=[]

Welcome, Guest

@ Edit on Desktop # Manage Document

O info , Discuss

B8 workflow

Started By =
Anna Pechenina on 7/13/2016 4:26 PM
Status

In Progress

Collal
You may discuss this revision

~ |3 GuestGuest

»

Do you Approve or Deny this draft of
Document Fun Hat Friday?

Usemame Password

$# add Optional Explanation

.

B HS O-
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS DEVELOPER ACROBAT
e o
:/BC IE E] % éA?¢ ) 5 Simple Markup - 8
d ) 2] Show Markup + P3|
Spelling & Define Thesaurus Word | Translate Language | New  Delete Previous Next  Show Accept Reject
Grammar Count | - - Comment Comments [|Changes - 2] Reviewing Pane - | .~
Proofing Language Comments Tracking [} Changes
. . - x Track Changes (Ctrl+Shift+E) IR
Navigation )
Keep track of changes made to this ————————
document.
Search document o~
This is especially useful if the
HEADINGS | PAGES | RESULTS - document is almost done, and Edit-Document
- you're working with others to make
N visions ve feedback.
‘| revisions or give feedbac \-First Time-usi
Create an interactive outline of your -

document.

It's a great way to keep track of where you are
or quickly move your content around.

@ Tellme more
—wrrenetoprright-con
=-PowerDMS-will-initiz
*-Follow the-installatic
*-Once-softwareisins
Anrnment-chanld-nna
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Load a Redline File from Your Computer

If you have a redline draft you want to load because you marked up the Word document outside the system:

1. Check the current draft revision (red “D”) in PowerDMS to see if
this is the draft you want to edit or if you want to replace it with
your file (if you create new draft revision, your changes to the
current draft will be archived).

2. Once you determined that you want to replace the draft revision
(red “D”), click “Manage Document;” You will be taken to the
“Revisions” tab of the document.

3. Click “Add New File” button at the bottom to drag and drop your
redline draft into the system

4. PLEASE DO NOT hit “Publish this Revision” button; UPO only
publishes drafts approved by President.

6008 T|me Period EXC'USi... - (& Edit on Desktop # Manage Document |
I 0 Info Q Discuss
E # Edit
Polici f the Unis ity of North Te Status
clicies of the University of Morth Texas Chapter 06 Revised (9/16/2016)
06.008 Review of Tenured Faculty Faculty Affairs Dacument Name
06.008 Time Period Exclusion from the
Prohatinnary Perind

(# View Document

[2) 06.008 Time Period Exclusion from the Probationar...

[Draﬁ m] shed (1)
A

ok |

Review

Assignments

Signatures  Activity ~ Security

| A | Archive this revision IOK

| Publ

Revision Date: 9/16/2016
Comments:

Test Attached Workflow Due Date:

Signature Due Date

Signature Timer. minutes

Signatures: 0 Discussion: 0

Current File @ 9/16/2016 8:41 AM - Anna Pechenina  [Edit on Desktop] [Add New File] Eonvert to HTML]™ Show File Histary

Workflow: Mot Started [Start New]
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5. Drag and drop your Redline word document into the page and

the system will do the rest.

[0] 06.008 Time Period Exclusion from the

Probationary Period
Upload a New Active File

o

Drag and Drop a File
or Click to Browse Your Computer

Or Create New

n At N N N

From From Word PowerPoint Excel Web
Published Document
Revision Template

Reports

Deena.Merrill@unt.edu

Help Welcome, Anna
Manage Document
A info
Status

Revised (9/16/2016)

Dacument Name

06.008 Time Period Exclusion from the
Probationary Period

Description

Document Type

UNT

Tagged With

W Faculty | W Chapter6

Related Standards
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Part 3: Policy Routing and Approval

1.

Once your draft is ready and you would like to route it, please
email the completed Routing Request form to UPO
(Deena.Merrill@unt.edu).

UPO will initiate the routing workflow and you will be listed as
the first step.

PowerDMS will send you a notification once the policy draft has
been routed to you.

You will need to login to PowerDMS and check the To Do list on
your Dashboard.

Click on the policy title assigned for your review

University of North Texas

To Do

Approve Fun Hat Friday

Dashboard

Welcome, Guest

‘ = vou have 1 new message

x

[Z] You have 1 new document to sign

UIN1

UNIVERSITY

OF NORTH TEXAS
EST. 1890

UNT Policy Management
(Beta)

Welcome to the Beta version of PowerDMS for
UNT.

This software is currently being populated
with the most recent drafts of UNT policies.

The estimated deadiine for the project
completion is late August, 2016.

| Users Groups Documents Workflows Training

6. This will open the page that contains the policy, discussion
options, and approve/deny button.

Wihile you are working with this software,
please let us know about any questions or
issues you encounter so we can address them
prior to full implementation in September
2016,

Looks like everyone is on top of their To Do list

[p] Fun Hat Friday -

Welcome, Guest

(# Edit on Desktop # Manage Document

7. On the right side of the screen click Discuss button. .
- @i

8. Please add one to two sentences regarding the nature of your
submission for benefit PAG, OGC, and President. Please include
a) policy action (revision, deletion, new); b) reason for policy
action (response to legislative actions, update in Regents Rules, - hyhdm.ddk H
etc); ¢) timing priority (standard routing or high priority with e e e . o e e e e o & gt e of e
explanation); d) any key stakeholder involved in revisions,
particularly if an OGC member has assisted with initial/informal s

of the hats, and the performance scores will be reported ta the public. The office with the most
development. L. Fodars, "y means the st do of the warkueek, sl the dey tha

) Discuss E;Ea Workflow

Started By =
AAnna Pechenina on 7/13/2016 12:32 PM

Policies of the University of North Texas Chapter 05 _—

In Progress

Human Resources

‘Youmay discuss this revision

+ [ GuestGuest

Application of Policy.

Do you Approve or Deny this draft of

fun hats will be honored at the annual Fun Hat Celebration and will receive a budget to purchase » Guest Guest
Document Fun Hat Friday?
preceded by a Thursday.

9. Click Approve button to start the official routing process. . Fun et cabesion, “rm bt aans 3 Unirsande svent ek an o

i=3
October 31% each calendar year honoring the winners of Fun Hat Fridays in the past Add Optional Explanation
year. | approve this policy change

Lo

Usemame Password

~

w

. Fun Hat. “Fun hat” means a covering for the head, usually with a crown and brim,
especially for wear outdoors and is a source of enjoyment, amusement, or pleasure.

4. Morale. “Morale” means the state of the spirits of a person or group as exhibited by
o sacye

nrfidance shasriiness Aicsinling snd willinanacs tn rarfarm azcin
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