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A Template is an object record in the system that 

is searchable by a user. It is related to a specific 

category.  A template has its own metadata. Click Create New Record 

to open the category list.



Create a Blueprint

Select the category you would 

like to create a Template for.

Click Create to proceed.



Click OK to proceed.



Enter required information on the Properties page.

Click Save. 



Blueprint has been created.  

Blueprint is an object within the system that is not 

searchable. It is specific to a category. When you create 

a new object based on a template, the blueprint is used 

to preload the object’s values.

Click Set as Template to 

create a template record.



Enter Template information 

and click Save.



Object of Template 

category has been created. 

Blueprint object 

has been attached.

Note:

After creating a Template, it should be set to Released Lifecycle state in 

order to see it in the create new from Template List tab.

1. From the Lifecycle pick list select Released.

2. Click Save.

3. Releasing the Template record will release the blueprint record as well.

You can delink the blueprint by clicking the D-Link 

button. This button will be disabled for the Released 

Template.

If you mistakenly define a template for category A 

but wanted it for category B – just click on the 

Upload button and select the proper category. By 

saving it, a new blueprint record will be attached to 

the Template.

You can also search for the existing record to attach 

it as a blueprint. By saving it, a new blueprint record 

will be attached to the Template. A blueprint record 

is not searchable.

Template object will display the icon of blueprint file. You will 

be able to Download and View blueprint file directly from the 

Template by clicking on Version number of the Template. The 

Version number click behaviour will be determined by 

permission settings.

Note: Template object will display its own icon in the 

following cases:

• if Template object doesn’t have a blueprint attached, or

• attached blueprint doesn’t have a file. 



Note:

After Template has been Released, 

template quantity on the Category 

List tab has been updated and  you 

will see this Template in the 

Template List tab.

Go back to Section 16: Create a New Document Template or continue.



Existing Template that is already 

Released can be versioned up.

This will automatically version up the 

corresponding blueprint and link it to the 

versioned up template. 

The blueprint record is not searchable.

Versioning Up a Template

How to:

1. Lock the Template.

2. From the option Menu 

select Version Up.

Note:

Versioning up a template will 

inherit the master file by default.



4. Click the blueprint RID hyperlink or 

select the Properties option from 

the Blueprint Menu to open the 

blueprint record. You can modify it 

now.

5. After the blueprint record has been 

updated, the correspoding 

Template record should be set to 

Released in order to see it in the 

create new from Template List tab.

Note: By releasing a new template 

version, previous Template and 

Blueprint version will be Superseded.

3. The Template and blueprint 

records have been versioned up.

Go back to Section 16: Create a New Document Template or continue.



• The Template record does not have its file and uses a Blueprint file to download 

and view.

• For the Template records, left-click and right-click menu security will be of the 

Template category and not Blueprint.

• If the Template record does not have security to download and view but the 

blueprint record has, then these options will not work for the Template record.

• If the Template record has security to download and view, the Version number 

click behavior will be as per the user’s config in My Settings.

Download and View from the Template

Go back to Section 16: Create a New Document Template or continue.



Click the Version Number:

• Left-click on any version link will result in View or Download 

as per the user’s config in My Settings.

• Right-click on any version link results in a dropdown list with 

a viewable file available to download or view.

Select the Template records and click the 

View All Selected in Carousel icon.

Image Carousel page will open in a new tab.

Template Version Number click behavior

Go back to Section 16: Create a New Document Template or continue.



Image Carousel Viewer

The header will display 

information as per the 

image selected.

The following icons available:

• Download as per My Settings.

• Launch the Viewer page.

• Context menu of the currently 

selected file.

The items in the Carousel will appear in 

the same order as in the grid and not in 

the order they were selected.

Image count will display in the right corner 

with the selected image number and the total 

number of images in the carousel.

Multi-select check box - if 

checked, all images in the 

filmstrip will be selected.



You can select multiple images through this checkbox.

The Download and Favorites icons will 

appear when the image(s) are selected.

• Download as per My Settings.

• When clicking on the Star icon will 

add the record to the Favorites. The 

Add to Favorites pop-up will open.

Click on Image to View. 

The Image Viewer page 

will open in a new tab.

Go back to Section 16: Create a New Document Template or continue.



The header will display 

information as per the 

image selected.

Image Viewer Page

Go back to Section 16: Create a New Document Template or continue.



From the Preview window, you will be able to 

download the file or preview it on the Image 

Viewer page.

Thumbnail Viewer Behavior

In My Settings, you can specify the hover 

over version number behavior: 

• when hovering over the version number, 

show a thumbnail preview of the file. 

Go back to Section 16: Create a New Document Template or continue.



Go back to Section 16: Create a New Document Template

If you don't have the Download/View permissions, 

by clicking the version number, the following 

message will display:

“View or download not permitted. Right-click on 

the version number to explore other ways to 

access this file".

If you don't have the Download/View permissions, 

the Version Number right-click menu will not 

display the Download and View icons.

Note:

If you don't have permission to download 

all selected files, the following red 

message will display:

“You don’t have permissions to download 

the selected files”.

Multi-Select Download

After multi-selecting the records and then 

clicking on the Download icon, the 

Choose Version Type pop-up will present 

with setting pre-set to reflect the user’s 

config in My Settings.

Click Download - zipped folder will be 

created in the Downloads folder.


