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If you wish to create a new 

record, click the New button.



Select Category from the category 

list and click Create.



Select the Physical Media (PM) Type.

Document Type window will open.

• Physical Media - a stand-alone Physical copy (not attached 

to any Document) will be considered as an Asset. There 

could be a Physical Media Asset for a Document. 

Click OK to proceed.



The Check Out/In tab will be disabled till 

you save the data on the Item tab.

Physical Media window 

will open on the Item tab.

Current Location

By clicking on Saves, 

system updates the 

Current Location field 

same as Home Location.

Enter Physical Media details and click Save. 

Confirmation message will display.

Close this window and save the record.



By default, system inserts 

”Physical Media” into the Title field.

Enter document Details and click Save. 

Physical Media record will be created 

and Primary Identifier will be assigned.

Note: Only the Save button will be 

displayed when creating a new record.

Go back to Section 13: New Document (Physical Media) or continue.



From the Favorites screen Options menu select the 

Files link to open the File Section window.

Physical Media Version will 

display. Click the link to Check 

the Physical Media Out.

Action Menu

All options will be visible which you can 

perform on selected Physical Media. 



Physical Media window will open.

Click to open the Check Out/In Tab.



Enter Check Out Details.

Issued Date – just a date and 

will default to the current date.

Default name of the user who 

has the Lock.

Click Save to proceed.

Due Date is not a mandatory 

field. You can Checkout PM 

without this date.



Checked Out record will display in 

the grid. System greys out the first 

four (4) columns on save.

Issue To

By clicking the Hyperlink 

Name will open the User 

Details window. 

The Checkin button will be activated.



Open the Item tab to verify 

Asset’s Current Location.

The Current Location value has been changed.

The Name, to whom the Asset has been assigned 

(Checked Out), will be displayed on the Item tab. 

Clicking this, will open the User Details.

Go back to Section 13: New Document (Physical Media) or continue.



Click Save to proceed with Checkin.

Click Checkin. The Returned By and 

Return Date fields will be populated.

Checking In

If you wish to Check In the Asset, 

Open the Check Out/In Tab and 

follow the steps provided.



Whole row became disabled.

By saving Checkin

information, system 

removes the data.

Open the Item tab to verify 

Asset’s Current Location.



Click Close.

The Current Location 

and Container ID values 

have been changed.



Go back to Section 13: New Document (Physical Media)

Note: 

When adding new Physical Media to the record, the Physical Item ID 

will auto-populate with the Primary Identifier of this record, but you 

can edit it to any other value – the Physical Item ID field is editable.


