
Document Manager 

Features and Functionality 
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PROJECT FOLDER STRUCTURE 

Documents and 
folders within 
folders Folders 
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DM FOLDER STRUCTURE 

Folder structure has 
been defined by 
OAKS CI and can be 
extended 

Access to the DM is 
permission based 

 



FIND DOCUMENTS  

Supports searches for data within data and keyword 
search within documents 

 
Supports search based on file content 
Search includes earlier versions 
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DOCUMENT MANAGEMENT 

Document Upload  
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FILE TRANSFER PREFERENCES 
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• Prior to uploading 
insure your 
Preferences are 
correct 
 

• Intermediate file 
transfer option 



UPLOAD 
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Choose 
folder 

Click 
Upload 



UPLOAD 
Upload Files and 

Folders Window 
Opens 

Click Add 
Choose file or folder 

to upload 
Click Open 
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UPLOAD 

File or folder is populated 
into Upload list 

Click Upload 
Box will pop up indicating 

the upload is Complete 
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What if it doesn’t  work? 
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If you attempt  upload and you receive an error message, you 
may not have completed your first time user set up this includes 

reviewing the level of Java you are currently running.   

A quick fix is to  click on Preferences, Options and change your 
File Transfer Option from Intermediate to Basic, log out of OAKS 

CI log back in and reattempt the upload (see page 11) 
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