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If you wish to add an object to the Document Tree, 

checkmark the box and click the Link a Record (+) 

button. A search tool will be provided to search 

and add existing document record as a node.

Add Node

(Link a Record)



Enter your search criteria. 

Click the Search icon.

By selecting the record (checkmark the box), the Link buttons will be activated. 

• Click Link to link the records to the Document Tree and keep the Search 

window open to continue selection.

• Click Link & Close to link the records and close the Search window.

Search result set will be displayed in the search window.



The Save buttons have been activated. The Close button changed to Cancel. 

Select the following options:

• Click Save to commit the added records and keep the Tree window open.

• Click Save and Close to commit the added records and close the Tree window.

• Click Cancel and any change made within the tree will be cancelled.

Colour of newly added nodes are different until applying Save.

Confirmation message will display.



The Save buttons will be disabled and 

Cancel button will change to Close.

By saving your changes, the Confirmation message will display.

The root node will 

show the record 

count in the brackets.

Go back to Section 7: Document Tree Functionality or continue.



If you wish, you can add a document record as many times as you 

need. For the Document Tree duplicate records are allowed. 

Note: Duplicate records will not be displayed in the Grid view, 

instead their count will be displayed in the Count column.

Click Link & Close.



The warning message will display.

Click OK to proceed.



Duplicate records are displayed, 

and the record count is updated.

Note: Duplicate records will not be displayed in the Grid view, 

instead, their count will be shown in the Count column.

Go back to Section 7: Document Tree Functionality or continue.



Deleted item records will be shown in ‘font with Strikeout’. By deleting a node 

that contains the child nodes related, will remove all child nodes as well.

Click Undo icon 

to cancel deletion 

process.

Delink Record 

If you wish to remove an object from the Document 

Tree, checkmark the box and click the Delink button. 

Click Save to commit the changes and keep the Tree window open.

Click Save and Close to commit the changes and close the Tree window.

Click Cancel and any change made within the tree will be cancelled.



The Save buttons will be disabled and 

Cancel button will change to Close.

By saving your changes, the Confirmation message will display.

The root node record 

count will be updated.

Go back to Section 7: Document Tree Functionality or continue.



Using Drag and Drop function you can 

move the node within the Tree structure.

Note:

By moving a node that contains the child nodes 

related, will move selected node with its child nodes.

Move Node



Move

Click this button to move 

selected node to a new location.

Cancel

By selecting this button, the 

Move To process will be 

cancelled and no changes 

will be made.

Move to Node window with two (2) options will display.

Click Move to continue.



Selected node has been moved to a new location. 

The Save buttons will be disabled.

By saving your changes, the Confirmation message will display.

Go back to Section 7: Document Tree Functionality or continue.



Some records in the tree will appear with indication (an arrow), if they contain 

own trees. By clicking the arrow, a sub-tree will open in the same window.

Click the Back arrow to go back to the previous tree.

Document Sub-Tree

You can open Document 

Tree in a separated page.



Checkmark the box to 

see Deleted Records.

Go back to Section 7: Document Tree Functionality or continue.



If you wish to create a New 

Folder, checkmark the node 

and select Add a Folder.

Add a Folder

You can organise document 

records in the Tree.



In the New Folder window, enter 

the folder Title and Description. 

Click Save to create it.



New Folder created and 

added as a child node.

You can link the 

records to this folder.

Rename Folder

You can rename your folder on 

the Tree:

- From the Menu, select Rename

- Enter New Title name.

- Save.

Go back to Section 7: Document Tree Functionality.


