ADDING AND UPDATING DOCUMENTS IN LDRPS

Log into LDRPS and click on the Document ant Report Manager.

Dictionaries

Enter details sboutthe Core Components, Logistics, Resources and People used inyour business operations.

ey O PSPt Core Components, Logistics, Resources and People tothe Plan; set Plan-specific details, and create Call Lists.

Document and Report Manager

Manage LDRPS Reports, upload Documents to LDORPS, and deffe Tables of Contents used for publishing LDRPS data and Documents.

Administration
Configure LDRPS features; set User security; define your Plan Structure; build Plan Navigators; customize screens and terms; import, export and manage data; communicate via Messaging.

E Publish Plans
Print LDRPS Plans using Tables of Contents, thereby ensuring consistency in the output of your Plans.

Then click the All category under Documents.
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Adminictratinn




Then click the plus sign, for a new document.
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Fill in the information you wish. The File No., Description, Agency Number, and Agency
Subsection Number are required fields. The File No., Agency Number, and Agency
Subsection Number should automatically populate for you. Unless you have some
numbering that you are positive no one else uses then | would recommend you don’t
change the File No.
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Document Details | Checked Out I

Description: Enter a description or title of the document

DOC0000201 1 Mumber of Pages: b

|Test Document J

* File No:

* Description:

Document Category: | Browse Clear

Document Owner: | Browse Clear

Author: | Browse Clear

Share Document: r Document Replacement Type: j

Document Group: |

m

Additional Detail
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* Agency Number: [11000

< * Agency Subsection Number: j L

Viewl Add F\Iel Check Inl Check Outl Undao Check Outl

cearh or S ~ G 2 1

110150

,E,ﬁ’ﬁ Record 1 of 2468




After you have completed the information, then select Add File.
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The following window will pop up click Browse and it will take you to your local drives
and then select the document you wish to upload to LDRPS.

+  Select File -- Webpage Dial [

Select File to Upload

Upload File ” Cancel ]




After the file has been selected then click Upload File.

3 Select File -- Webpage |

C-\Wsers\dmmoen'Desktop\LDRPS\LDRPS Error.docx | Browse..
_ Upload File | [ Cancel |

Next click the Save icon.
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Put a check mark next to the Auto Refresh, after the program has attempted to convert
your document to a PDF, it will indicate a status. Either it will indicate Conversion
Success or Conversion Failed.
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Document Category Document Catggaory

Test Document {ConversionSuccess
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Document Details | Checked Out |

UPDATING DOCUMENTS IN LDRPS

Now you have a document in LDRPS that you would like to replace with an updated
version. First, log into LDRPS and click on the Document and Report Manager. Then
under the Document click on the All category. Then find the document you would like to
update and click on it once so it is highlight it. Next click the Check Out button.

-Document | I

¥ Auto Refresh

Description DocumentCategory  DocumentCategory  Document PDF Conversion Status [Document PDF Conversion Status Namel
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Test Document
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Document Details | checked ot

Created on: 6/1/2009 9:53:18 AM  by: 'DMMOEN N "
Last Updated on: 6/1/2009 9:54:50 AM  by: 'DMMOEN *X B @20 H b
Additional Detail: Any additional information about this document.

rDocument Detail o

* File No: DOC0000201 Humber of Pages:

* Description: |Te5t Document

Document Category: | Browse Clear

Document Owner: | Browse Clear

Author: | Browse Clear
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Document Group: |

Additional Detail

Additional Detail: - ?

’—Agenw Number
£ - N 1 it

view| add File| check 1n|  check out| unda check out




Then this screen will pop up. Click Cancel.

-lle Downloac

Do you want to open or save this file?

% Mame: LDRPS_Error.doo:
Type: Microsoft Office Word Document

From: Idrps.nd.gov

[ Oen |[ Save | Cancel |

While files from the Intemet can be useful, some files can potentialhy
@ harm your computer. f you do not trust the source, do not open or
save this file. What 's the rslk?

This screen will also pop up. Click Close.
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Click Check In.
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Click Browse.

Browse...

| Upload File || Cancel |

After you have selected the file click Upload File.

Select File - Webpage Dial

Select File to Upload

C\Users\dmmoen\Desktop\LDRPS\LDRPS Error.docx | Browse...

| Upload File ][. Cancel |




Click the Save icon.
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