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This is the introductory video for the Bates Document Management System, or Bates DMS. The DMS acts as the central repository for documents that appear on the Bates websites. Some documents may appear on multiple webpages and/or websites, and the DMS makes it easy upload and update documents across multiple locations at the same time. 

In this video, we will go over the basics of navigating the DMS. To visit the DMS, go to dms.batestech.edu. From there you will see a document tree much like what you would see in File Explorer for PC or Finder for Mac. You can see the name of a file or folder, the last date is was uploaded or modifies, and who created or modified the document. You will also have an easy share button that creates a short link to folder or document.

Lets start with the Human Resources folder. As you can see with the Share button, we get a link that will open us directly to the Human Resources folder. From within the Human Resources folder, you can find additional documents, as well as folders that can also be opened that contain more documents.

We are going to open the HR Reporting form and see what a document page looks like.

From the documents page, you will see a few things. On the left hand side, you will see a preview of the document. With the DMS, we can preview PDF, Word, or Excel files, right from the browser. On the right hand side, you will find the document title, modified or uploaded date, and who modified or created the document. You also have a download button. The download button will automatically download a Word or Excel file to your machine. For PDF documents, the document will open in the browser and allow you to download or print.

Underneath the download button, you will see the document description, which can be used to give more clarity as to what the document is for. You will also see tags, which aid in search, an access level, and what sites the document is published on.

When a Bates employee is logged in, there are additional options available, that will be covered in a separate video. 

In the next video, we will discuss how a Bates employee can log in to the DMS.
