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Overview

On Your Desktop:
Get your PDFs organized for Upload

In Tina:
Create a folder in your Favorites

In Tina:
Create a Folder Rule to extract the
Document Number from the filename

In TinaSync:
Drag and Drop (or Copy) PDFs to the folder
with the rule

[5 DFTO100016W3121.pdf
5 DFTO100017W3121.pdf
5 DFTO100018W3121.pdf
[5 DFTO100019W3181.pf

[ . )
I“E File Version 1.0.0.0

File Version 1.0.0.0

Outcome:
All PDFs with Parent DWGs in Tina
are appended as sub-files

Go back to Table of Contents or continue.




User Guide Example Set Up
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N » PDF
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#F Quick access
[ Desktop -
* Downloads
Documents
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4 itermns
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0 Mame

L DFT0100028W3181,pdf
T DFT0100027W3181,pdf
L DFT0100026W3181,pdf
T DFT0O100025W3181. pof

— [m| *
- u} X
w Q| | Search PDF @ @ Fovorites x |+
Date modified Type Size <« C & hitpsy/demo.tinaSs.com/gmail/BugleEngineering/All-Files * Eh 0 K = ©
. . o TiNA Help +
Adobe Acrobat D... 20 KB
. . 02 Kl < Favorites
Adobe Acrobat D... 103 KB
Adobe Acrobat D... 28 KB g |~j ¢ 8 EiNew & Upload
Adobe Acrobat D... 76 KB
'L DFT-010-0027 1000 Released Uncontrolied -
T Title: Gear Pump Subassy Effective: 18/00/2018
DWG | RID: 2555028 Size: 202.07 KB Change Information: Rev 0 Drafting ~ Modified: 18/09/2018 Jimmy O
'l DFT-010.0028 1000 Released Uncontrolled  [F5Y) [ o] -
I Titie: Wheel Casing Effective: 18/09/2018
DWG | RID: 2555928 Size: 85.87 KB Change Information: Rev 0 Drafting Modified: 18/09/2018 Jimmy O
Wl DFT-010.0025 1000 Released Uncontrolled =
I e Botom Plate Effective: 18/09/2018
DWG | RID: 2555926 Size: 89.59 KB Change Information: Rev 0 Drafting Modified: 18/09/2018 Jimmy O
Wl DFT-0100026 1000 Released Uncontrolled 3 =
KL Twe:Dnectan Effective: 18/09/2018
DWG RID: 2555927 Size: 165.83 KB Change Information: Rev 0 Dratting Medified: 18/09/2018 Jimmy O

The PDF files on the left exist in a folder outside of Tina (desktop, network
drive, etc).

On the right, Parent DWG files exist in Tina and are in a Released state.

The filenames on the left all contain the Primary Identifiers (i.e. Drawing
Number) as shown in Tina on the right. However, note that the filenames do not
contain the hyphen separators as shown in Tina.

Go back to Table of Contents or continue.




Creating a Folder Rule



Creating a Folder Rule

@ Favorites X 4+

Create a folder to upload the sub-files to © s o

B New & Upload

Title: PDFS to be Uploaded
Folder Count: 0 File Count: 0

RID: 2555030 Size: 0 Bytes

DFT-010-0027 1000 Released
Title: Gear Pump Subassy

RID: 2555928 Size: 292.07 KB Change Information: Rev 0 Drafting

Uncontrolled

DFT-010-0028 1000 Released
Title: Wheel Casing
RID: 2555628 Size: 86.87 KB Change Information: Rev 0

5 2 fionn — Choose ‘Create Rule’
s T from the Action Menu
DFT-010-0026

Title: Driveshaft
RID: 2555927 Size: 165.83 KB

1.0.0.0

javascriptvoid(0)

Note: Parent files are shown here, but they do
not need to be in your Favorites to upload the
PDFs as sub-files

Create Rule (Wizard)

Folder Rule Summary

Rules currently associated with this folder: Create Rule

Files that you upload to this folder are managed as sub-files. Parent files in Tina will ched for and found based on the following rule criteria:

‘ ‘ Rule Name Sub-file Type |Malched file
Choose ‘Create Rule’ on the
Folder Rule Summary Pop Up

No data to display

4 ] »

0-0 of 0 EE

Go to page: 1| Show rows:

If a single parent match is found: the file you upload to this folder will be automatically attached fo its parent as a sub-file and it will be automatically
delinked from this folder.

If there's no parent match (or more than one parent match): it will be upleaded as a new file in Tina and will remain linked fo this folder so you can
take further action on it later Check Matches

Before uploading sub-files to this folder, check parent matches based on the current rule setting and the names of the files you plan on uploading

Create a folder rule to specify what happens to files that are uploaded into Tina as sub-files.

Describe and name you rule and identify the

e type you’ll be uploading as a sub-file

Rule Name * Upload PDF to Released DWG
Rule Description Upload PDF fo Released DWG
Select the action you want to perform | Create Sub-file
Choose the file types that will be uploaded as sub-file * | pdf

Parent files for your sub-files need to be found — specify what you know about the parent files to narrow the search down.

Parent file category | Drafting
(if you ton't specify a category then all will be searched)

Parent file type | awg
(if you don't specify a file type then all will be searched)

Provide information that you know about the

Parent files

Parent file lifecycle state | Released
(if you don't specify a lifecycle state then all will be searched)

[sove [ smeciose | ciow |




Creating a Folder Rule (Cont’d)

The objective of this pop up is to FULLY define the
pattern of the filename which is comprised of discrete
sequences that are either alphanumeric (Text) or
Separators (like ‘-’ or ‘_’ for example).

Note that this example does not contain any
separators in the filenames:

%L DFTO100025W3181,pdf
L DFT0100026W3181,pdf
L DFT0100027W3181,pdf
L DFTO100028W3181. pof

Edit Rule-Upload PDF tc,

+ Add Filename Pattern

Breakdown the filename into -
ALL of its sequential elements

Filename Pattern Name ~

Breakdown the file €s of the sub-files you'll be uploading

If more than one pattern exists,
you can add multiple patterns to
the folder rules.

The defined pattern for this
example has 4 distinct sequences:

XXXXXXAXXXXText

Provide an appropriate name

Filename Contains PID

for the filename pattern L/

Pattern | X>OCOCO0OC Text

* Delete

Sequence Field Type Value H Length H Delete

1 Text 3 x

2 Text 3 x

~Text 4 x

Choose from the options ‘Text’ or 4 Text _— x
‘Separator’ that present when you
click in each cell.
Specify the Text or Separator Value if it If no value is specified, you can specify the [ Back | Save  SaveClose
consistently and exactly appears in the —— number of characters in the sequence. If
filename pattern otherwise leave cells blank. the length varies, don’t specify it.




Creating a Folder Rule (Cont’d)

This pop up is focused on refining the Parent search
criteria based on the filename pattern sequences you

just defined on the previous pop up.

The goal is to refine the search criteria to the point
where only one single Parent in Tina can be found for
each of the PDFs you’ll be uploading as sub-files.

As you build it out, the
search filter you define will
appear here.

Click on the ‘Add’ button to
add a criteriarow

Note: all defined sequences do
not need to be used to refine your
search. In this case, Sequence 4
is not relevant to finding a single
parent match

Edit Rule-Upload PDF to Released DWG

Category = Drafting
File Type = dwg
Lifecycle State = Released

defined.

Filename Pattern Name

Filename Contains PID

Based on the folder rules you've se

«Tar, Tina will search for sub-file parents as follows:

‘ Pattemn

‘XXXXXXXXXXT&)H

These search criteria were defined two
pop ups ago — use the ‘Back’ button if
you want to make any changes.

To find a one parent match for each sub-file, refine the search by setfing up filters based on key fields in Tina that are associated with|

‘ Filter

Choose appropriate operators, fields and criteria as
they relate to each pattern sequence of interest

+ Add Filter Criteria Primary Identifier Conains Filename Centains PID(1) AMD Primary |dentifier Contains Filename Contains PID(2) AND Primary Id¢
Operator Field Criteria Filename Pattern N__. Pattern Sequence Delete
Please Choose: w | Primary Identifier « | Contains ~ | Filename Contains 1 - X
AND w | Primary |dentifier w | Contains Filename Contains 2 - X
AND w | Primary Identifier w | Contains * | Filename Contains 3 x
m Save Save & Close




Creating a Folder Rule (Cont’d)

This pop up is focused on checking before
uploading to confirm that all files have a single

. . Copy and paste a list of the
Parent in Tina. Py b

filenames (no extensions) you will

be uploading as sub-files Click on ‘Check
Parent Match’

TIP: To quickly create a filename list, choose all
files in Windows Explorer, press and hold the
Shift key and right click to expose the menu. Upload PDF to Released DWG
Select the otherwise hidden option ‘Copy as
Path’ and paste intO Excel- Th|S “St can be Filename Pattern Name ‘Paﬂern |Fi|terCrileria -
quickly massaged using the Excel Text-to- Filename Contains PID | XO0CO0KKATaE
Column feature to arrive at a list of filenames -
that can be copied and pasted into this pane. Check Parent Mzteh in Tina u
Copy and paste a filename list of the sub-files you D U018 -
will be uploading DFT0100025W3181 -
Sub-file Title Parent Count |RID Identifier Title Version Change Information
ﬁ DFT0100025W3181 .pdf DFT0100028W3181 il 2555929 DFT-010-0028 Wheel Casing 1.0.00 Rev 0
T DFT0100026W3181.pelf DFT0100027W3181 1 2555928 DFT-010-0027 Gear Pump Subassy 10.00 Rev
m DF|'{)1{)[)[)2TW313‘|.pdf DFT0100026W3181 il 2555927 DFT-010-0026 Driveshaft 1.0.00 Rev 0
m DFTO100028W3181 .pdf DFT0100025W31&1 il 2555926 DFT-010-0025 Bottom Plate 1000 Rev 0
4] | 4
Go to page: 1 Show rows: 1-4 of 4 E”Zl
These are the 4 files in Windows
Explorer that we’ll be uploading as
sub-files.
In this case, every sub-file has a
single and unique Parent file in All goon! If not, you can always go back
Tina — all may be successfully or modify your rules later.

uploaded.

Go back to Table of Contents or continue.




Uploading Sub-Files



Uploading Your Sub-Files

Once the sub-files have been dragged

I’ and dropped (or copied) to the folder in

T ® 91/:1503/2;10 B TinaSync with the rules, they will appear

‘)

as usual and then disappear one by one.

Click on the TinaSync tray icon
to open TinaSync Folder

. Any sub-files that have more
Navigate to the folder that you than one Parent (or no

: just created the rule for Parent) will not be uploaded
| = | metro@bugle and will remain here for you
Home  Share  View J' ' to take further action on.

&« v » Jimmy Olsen » Tina » metro@bugleengineering

-

A O Name

#F Quick access

[T DFT0100025W3181.pdf This folder

[~1TL DFT0100026W3181.pdf

1L DFTO100027W3181.pdf
[~1TH DFTO100028W3181.pdf

0items

[l |
IE File Version 1.0.0.0

This is the outcome for all

files with Parent matches File Version 1.0.0.0

Go back to Table of Contents.




