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If you wish to create a new 

object, click the New button. 



The Create New window displays 

flat, alphabetical category list.

The following View options will be 

available on the Create New 

window:

1. Select All, if you wish to see all 

categories. 

2. Select Favorites, if you wish to 

create an object of favorites 

categories (by default). 

3. Select Recent, if you wish to 

create an object of recently 

used categories.

Click the Info icon for 

more information.

You can create a new  

record: 

• by selecting category 

from the Category List, 

or

• from a template – select  

available categories 

from the Template List. 

Such documents will 

have a template File 

attached.

Go back to Section 5: New Document or continue.



Create New record window supports 

Search functionality:

• Enter a category name in the 

search field.

• Click the Search icon.

Click Create to proceed.

Select category from the 

Category List tab. The 

Create button will appear.



Click OK to create.

Document Type window will open to provide 

the following options:

1. File – selecting this option you will have 

the ability to create a new record and 

attach a file to it. 

2. Hyperlink - selecting this option you will 

have the ability to create a new record and 

attach a hyperlink to the object. 

3. Physical Media - a stand-alone Physical 

copy (not attached to any Document) .

4. None - this option will give you flexibility 

to be able to create a record without 

attaching a document file or entering a 

hyperlink. 

The File option will be selected by default.



Browse to where you stored your document. 

Select file to attach and click Open.



Enter document Details and Save the 

record.

Note: Only the Save button will be 

displayed when  creating a new 

record.

The system will be able to assign sequence-generated 

(SG) numbers based on the document category.*

To override a sequence generated number for Internal 

Doc Number: 

1. Hit Override Number and enter the Primary 

Identifier.**

2. Click Save to commit your changes. If you 

didn’t Save, no changes will be made.

You will be able to create a records with the same SG 

number. A warning message will display to notify you.

**Override Number 

Primary Identifier is a mandatory field.

• If a category has no recipe, the Primary Identifier will be editable.

• If the category has a recipe, the Primary Identifier will not be editable. 

• If you wish to override the recipe rule, click the Override Number button and the Primary Identifier 

will become editable. The Override Number button will change to Generate Number.

When a new document is 

created - Change Info will be set 

to Rev 0 value.



Click Lock/Unlock icon to take/revoke 

ownership of the document.
You can see document Details 

on the Properties page.
By hover over 

the Modified

hyperlink, tool-

tip with the full 

user name will 

display. By 

clicking 

hyperlink, the 

User Details 

window will 

open.

You will be able to Change 

Category for the record. 

Note:

Change category will not allowed if 

it has more than one version.

You can add created record to the 

Favorites by clicking this icon.

Go back to Section 5: New Document or continue.



Select the Hyperlink type.

Document Type window:

• Hyperlink - selecting this Document Type 

you will have the ability to create a new 

record and attach a hyperlink to the object. 

Click OK to proceed.

Enter Hyperlink information 

and click OK.

By default, system inserts 

”Hyperlink” into the Text To 

Display field.

The Add Hyperlink window will open.

By default, system inserts 

”Hyperlink” into the Title field.

Enter document Details and 

click Save . Document 

“Hyperlink” has been created.

New Document (Hyperlink)

Hyperlink Version will display. 

Click to follow.

Go back to Section 5: New Document or continue.



The following buttons will be available for the Owner.

Action menu

Depends on Security settings, the Action

button will provide the following options:

• Copy - create a Copy of existing 

record.

• Delete – delete this record.

• Upload – you will be able to upload a 

file from the Properties page.

Go back to Section 5: New Document or continue.



The record can be Set as Template.



Click Save to complete.

The Template Information window will 

open. Enter Template Description.

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.

More information can be found in Section 16: Create a New Document Template

of this manual.

Go back to Section 5: New Document or continue.



Download File

From the Favorites Tab, you will have the ability to download attached file. 

1. Checkmark the box.

2. Click the Download button.

3. If your Sync is OFF, the warning message that this file will be 

downloaded from the cloud will display: “Are You Sure?”. 

Note: If you make changes to the file, make sure you upload it to the cloud 

through Tina Web after you’re done or your changes will be lost. 

4. Click the Download button.

5. The download options will display. 

Go back to Section 5: New Document or continue.

Select appropriate action button.

Alternatively, you can click the File 

Version:

• Left-click on any version link will 

result in View or Download per the 

user’s config in My Settings.

Note: If your Sync is OFF, the warning 

message that this file will be 

downloaded from the cloud will 

display: “Are You Sure?”. 

If you make changes to the file, make 

sure you upload it to the cloud 

through Tina Web after you’re done, 

or your changes will be lost. 

• Right-click on any version link 

results in a dropdown list with a 

viewable file available to download.



Go back to Section 5: New Document or continue.

If the file you’d like to download locked by you and has 

Sync turned on, by clicking document version number, 

the file will be opened from your Tina folder. 

Confirmation message will display. 

Or you can go to Tina folder and 

open File directly from there.

If you cannot see the file, click the 

“Don’t see it?” hyperlink. The “File 

didn’t open?” window  will open with 

some options how to fix this issue.

If you have Sync installed on two or 

more devices (same user), then the 

last Sync installed device will be considered 

as an Active device.

You have always to do “I am here” from 

Sync to activate your current device where 

you want to open a synced file from.



Right-click menu values will be determined by permission settings.

• If the user doesn’t have download or view permission, that option 

will not appear in right-click menu list.

• Only Master and Viewable files will show under right-click menu list 

(based on permission).

• If the master file is also the viewable file, then right-click 

menu will show only one file.

• If the master and viewable are two different files, two files 

will display.

• The Hyperlink and Physical Media will also appear under the list.

Version Number Right-click menu

Right-click on any version link in Tina 

results in a dropdown list.

Left-click on any download icon will 

result in the download of the file 

format that clicked.

Left-click on the View icon will 

launch the Image Viewer Page.

Go back to Section 5: New Document or continue.

The Copy icon is provided to copy the URL.



The header will display 

information as per the 

image selected.

Image Viewer Page

Go back to Section 5: New Document or continue.



Upload File

From the Favorites page you will have the ability to attach a file to the 

object:

• On the Menu select Upload.

Alternatively, you can Upload File from the Files window.

Note: You will not be able to upload a file greater than 1GB – the warning 

message will display:

Menu

To find additional record information, 

click the arrow to open dropdown Menu.



Browse to where you stored 

your document. Select file to 

attach and click Open.



The File version will be 

automatically updated.

File upload Status bar will be displayed.

Go back to Section 5: New Document or continue.



Files

From the options dropdown 

Menu select Files to open 

the Files window.



The Files window will open.

When you Lock the record, the following 

buttons will be available for you.

By clicking the hyperlink, the 

User Details window will open.

You will be able to Upload File, Add 

Hyperlink and Physical Media here.

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.



Time / Time Zone

Currently, Time and Time Zone are available 

on the Date Tooltip menu everywhere and 

by default – it’s your system time. 

Go back to Section 5: New Document or continue.



Upload a Sub-File

The Action menu contains Upload a Sub-File option. This will 

give the ability to attach a file as a subordinate file (sub-file) to 

the currently selected source file. Files that would be typically 

uploaded as a sub-file would be any PDFs or other alternate 

file formats that were created from the selected source file.

Go back to Section 5: New Document or continue.



Sub-File has been attached to the 

source file as a child. You can 

upload as many files as you wish 

but one file at a time.

Similar to this, you will be able to:

• Add Hyperlink, and

• Add Physical Media

to the selected file. 

Go back to Section 5: New Document or continue.

Share

You can share the file with other 

users. Click the Sharing Data icon.

Remove 

If you wish to remove the 

File link, click the X icon.Set as Viewable

You can choose what file will be 

downloaded from the version hyperlink. 

Select Set as Viewable from the menu 

dropdown list. This file will be highlighted. 

Document Icon will be changed 

accordingly.



Set as Latest

The Older file version can be set as a latest.

Select file Version 0.1.0.0 and click Set as Latest.



Selected file has been 

shifted up. File version has 

been updated to the next 

sequential number (0.1.3.0) 

and set as a Latest.

Document version number has been updated accordingly.

You can Delete All Older Versions.



Click Ok to proceed or Cancel to go 

back to the File Section window.

Go back to Section 5: New Document or continue.



You can Delete any file version by selecting X.

Note: If the file contains the sub-files attached, 

they also will be deleted.



Click Ok to proceed or Cancel to go back to the Files window.



Go back to Section 5: New Document or continue.

Version 0.1.2.0 and its sub-files 

have been deleted.

To see deleted file versions, 

check the “Show deleted 

versions” box.

- For the Deleted files, red Trash 

icon is showing.

- The context menu is not 

available for deleted file 

versions.

When downloading the 

deleted version, the warning 

message will display.



Add Notes

Add Notes option will be available on the File version 

context Menu. It will also be available on Physical Media 

and Hyperlink versions.

Note: No Security check for the Add Notes functionality. 

Any user can add notes, if user has Locked the record.



By entering notes, the Save & 

Close button will be activated. 

Click it to save your notes.

The Notes for the version 

window will open. 



Edit / Delete Notes

If you click the Version Notes icon, the Notes window will 

open. You will be able to Edit or Delete this note.

Note: Version Notes editability depends on the user‘s 

security permission:

• If user has no security of “Manage file Notes”, then 

notes will not be editable for that user, or 

• If this record is locked by someone else, notes will not 

be editable as well. 

Click the Version Notes button to 

open the Notes Summary window 

to review all notes.

The Version Notes

icon will appear.

You can Add Notes 

to the sub-file.

Note:

Notes will also copy after 

perform Set as Latest.



Go back to Section 5: New Document or continue.

You will be able to  Add, Edit or Delete notes 

from this window as well.

Note: Notes editability depends on the user‘s 

security permission and Lock of record.

You will be able to download any file 

version from here or open the User 

Details window.

Notes Summary

The Notes Summary window will open. 

Note Events will be shown in 

the Activity History window:

• Add Notes

• Edit Notes 

• Delete Notes



You can edit Hyperlink. By 

selecting this option, the Edit 

Hyperlink window will open.

Edit Hyperlink



You can update Text To Display

to replace the default 

(Hyperlink) value.

The hyperlink has been updated accordingly. 

Success message displayed.

Click Save to proceed.

The Edit Hyperlink window will open.

You can open any pop-up window in a 

separate page by clicking this icon.



To keep you oriented, the page type will show in 

the Breadcrumb and the browser page tab.

The Files window will open in a separate page.

Go back to Section 5: New Document or continue.



Activity History

If you wish to review the object’s history, select 

Activity History link from the Option menu. 



Activity History window will open.

The following buttons will be available in the Activity History 

window:

• Export – The activity history can be exported by 

clicking the Export button. Select the export format 

(Excel or CSV).

• Select Columns - If you wish to customize activity 

history window, click the Select Columns button to 

open Column Chooser window. 

• Save Layout – By making any changes to the window’s 

layout, the Save Layout button will be activated. Click 

it to save your changes. Confirmation message will be 

sent. This is a permanent change.

Clicking hyperlink will open the 

User Details window.

Go back to Section 5: New Document or continue.



Related Items Window

The system will be able to relate documents to each other. By clicking 

the Related link from the Menu, the Related Items window will open. 

The following Tabs will display:

• Related To Tab - The Related To Tab describes information 

between the current object and another object. It shows direct 

relationship from the source to destination. The information on a 

Related To Tab is editable.

• Related From Tab - the information is not editable on this tab. It 

shows reverse relationship from destination to the source and 

describes which data items are related to another data items.

The dropdown Menu is available from any window. 

Go back to Section 5: New Document or continue.



Document Tree

The system will provide functionality to relate documents 

in a hierarchal manner and show the document 

relationship in a tree-type structure.

By default, the Document Tree is showing in a separate 

window and in collapsed form.

Click +/- icon to expand it.

The Menu is available for 

any record in the Tree. 

Go back to Section 5: New Document or continue.



Where Used window 

The system will provide a ‘where-used’ functionality to 

show any document tree in which a document is used. 

Where Used data information is not editable.

• Same Document object can be in several Document 

trees - Where Used will have the ability to display all 

the trees where it can be found (based on document’s 

object thread).

• Use Count will show how many times this record is 

included in each tree. The count number will be a 

hyperlink that opens a tree with this record highlighted 

when clicked.

Go back to Section 5: New Document or continue.



Workflow window

The system will provide workflow functionality to assign 

documents to other users for activities related to that document.

The Workflow process will include the ability to create a chain of 

‘Action Items’, each assigned to a User or a User Group. As the 

Workflow progresses, the subsequent Action Items will be 

activated step by step, requiring input from the assigned User/User 

Group at each step.

The system will have functionality to email a user when a 

document is added to their workflow.

Go back to Section 5: New Document or continue.



Version History window 

The Version History is available for all categories. 

The information on this tab is not editable.

• The Hyperlink in the RID column will provide 

the ability to bring up the Properties screen.

• The Hyperlink in the Version column will 

provide the ability to download file for the 

corresponding version object.

The Version History window will display all Versions /Source Versions of the object.

Go back to Section 5: New Document or continue.



Security window

Security is available for all document categories. This is where you set the 

security settings for a record. Security settings can be selected from the Set 

Security Using dropdown list that contains the following options:

• Default (inherited parent object security). For this security selection type 

all buttons will be disabled.

Note: Cumulative Security can be added if security setting is Default. You 

can add Users and Roles in addition to the inherited security.

• Custom (edit parent security). For this security selection type all buttons 

will be enabled. By using the Custom security, you can edit/modify the 

security settings and can grant Access Level accordingly.

Go back to Section 5: New Document or continue.



Version Up

You can Version Up document record. 

• By Selecting Version Up, the Versioned Up record will be created and opened 

in new tab.

Note: You have to Lock the object to version it up.



New draft record is created, it is given the version number 

1.1.0.0 and the Lifecycle State In Work. 



From the Lifecycle 

pick list select 

Released lifecycle 

state and update 

the Status.

Click Save.

Set to Released

You should manually change In Work to Released. You 

have to Lock the object to be able to Release it. 

The Lifecycle State has been changed to 

Released and Version number was incremented 

to Final (2.0.0.0).

If this branch has already Released version, it 

will become Superseded. 

Released Date has been set to the current server date / time.



Change Info rules

This is only applicable to A&D Document categories:

1. When a new document is created - Change Info will be set to Rev 0

value.

2. Change Info value will not be changed during Lifecycle updates 

(change Lifecycle via the pick list).

3. Upon Draft (to In Work) version up the numerical part of Change 

Info will be incremented by one (1) only if:

• Change Info entry is in Rev Integer format ("Rev"-space-Integer 

Number).

For example, if the field value is Rev 1, upon Draft (to In Work) version 

up it will become Rev 2. If the value Rev 11, it will become Rev 12.

4. Change Info field is editable based on standard Properties screen 

settings - authorized user can change entry to any desired value.

5. If Change Info value is different than format described above 

("Rev"-space-Integer Number), then it is not affected during Draft

(to In Work) version up.

Go back to Section 5: New Document


