Sign In

This is the second video in the DMS training series. In this video, we will cover how to sign in to the DMS system. 

To sign in to the DMS system, use the Employees link in the navigation bar. This link can be found on any page of the DMS.

To sign in, use your provided username and password, and click sign in. Once signed in, you will notice a layout change. The navigation will vary based on your user role within the DMS. For many users, the Admin navigation link will not be present. The Employees link has been replaced with a Sign Out button. You should sign out whenever you are not using the DMS.

You will also notice a new sidebar with an Add New File button, as well as a New Folder button. We will cover these options in future videos.

Lets go back to the Human Resources HR Reporting Form that we looked at in the introductory video. You will now notice a new ellipses option at the end of the row. These options are View File, Rename, Move, or Delete. These options will be covered in the editing folder or files video.

On the document page, you will now see three new options. Replace, Edit, and Delete. Again, these options will be covered in the editing a file video.

[bookmark: _GoBack]In the next video, we will cover adding a folder to the DMS.

