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Under Favorites you will find all the 
objects which are locked by you or 
linked to your Favorites.
Note:
Locking/Unlocking Objects and 
Favorites are Configurable options 
in the My Default Settings control.

Click the Lock icon to see all objects own by you.*

From the lock icon you will get info 
about object’s ownership.



To open the object record, click the RID Number. The object’s 
Properties screen will open in a separate web page.
The application will allow you to have the same record open twice. The 
confirmation message  will display with OK and Cancel options.

To Download a document File, 
Click the Version Number.



For the Favorites tab, the following 
View options are available:
•Content View
•Grid View
Tina will always remember the 
Favorites page settings (Content or 
Grid view) - the last view you were on.



Menu 
Dropdown Menu lists all the information you can open on selected 
Object/Folder, depending on category type and security settings.



The Properties screen will display 
object’s metadata.

Dropdown Menu is also available from the 
Properties page and lists all the information you 
can open, depending on category type and 
security settings.

For the Workflow, Supporting Items (Relationship, 
Reverse Relationship), Tree and Where Used links 
the green icon will appear, if there is any 
information. 
For example: if record has any workflow or any 
record is added in the relationship grid.

Clicking the Tina logo, the 
Favorites page will be loaded.



Action buttons and More menu
1.Checkmark the box for the File to be managed.
2.The Download, Lock/Unlock and More buttons will 
appear on the top of the screen to provide the ability 
to manage selected object. By clicking the More
button, the dropdown menu with additional options 
will appear.



Add To Favorites
If you wish to Add the record to the Favorites, 
click the Search and Add to Favorites icon.

Note:
Add to Favorites icon will be available from the 
Properties page and any pop-up window.



Enter the Search criteria 
and click the Search icon.

Checkmark the box to select 
the record to be linked.

Click the Link & Close button to proceed.
By selecting the Link button, this window will remain 
open and you can continue searching/linking objects.

Selected record will be added to the Favorites.
Confirmation message will display.



Remove From Favorites
If you wish to remove any object from your Favorites:
1.Checkmark the box for the File to be removed from Favorites. 
The More button will appear on the top of the screen to provide the ability to manage 
selected object.
1.Click D-Link.
The system allows multiple objects to be selected. All actions listed in the More
dropdown menu can be performed on the selected objects. 

Selected object will be removed from the Favorites page.
Confirmation Message will display.



Sharing Data
You can share the documents with other users: 
1.Checkmark the box for the record to be shared.
2.The More button will appear on the top of the 
screen. Select Share.



Enter Share With information (email) and click Share.



Confirmation message will display on the top of the screen.
Notification email will be sent to the assigned user.



You can organise document records in the Favorites. If you 
wish to create a New Folder, click the New Folder icon.



The New Folder window will open. 

Enter the Folder Title and Description.
Click Save.



New Folder has been created on the Favorites.



Add To Folder
You can add any record to the Folder. To 
do this, checkmark the box for the record 
to be moved to the Folder. 
From the More dropdown menu select the 
Move To option to add selected record to 
the Folder.



The List of existing Folders will display. 
Select the Folder.

Move To/ Link to the Selected Folder 
window will open. 

Select the Move To button to proceed.



Selected document record has 
been moved to the Folder.



The following rules/messages have been implemented:

1. If you copying a record that locked by you - success message 
prompts "Files and Folders copied successfully.“

2. If you copying unlocked (or locked by someone else) record -
warning message prompts "You need to lock all documents 
before copy“

3. If you select to copy one unlocked record and record locked by 
you, only one file that locked by you will be copied. Message 
“Selected files and folders were copied to the Favorites, but few 
records could not copied as lock or security for the records is 
not with you” displayed

4. If you don’t have security permissions of Copy,  the warning 
message "You don't have security to perform this action“ will 
display.

Copy Record/Folder
The system allows multiple objects to be 
selected. If you wish to copy any object:
1.Checkmark the box for the folder or 
document record to be copied. 
2.From the More dropdown menu select the 
Copy option.
3.From the Copy to the Selected Folder
window select the folder and click Copy to 
proceed.



Delete Record/Folder
The system allows multiple objects to be 
selected. If you wish to delete any object:
1.Checkmark the box for the folder or 
document record to be deleted. 
2.From the More dropdown menu select the 
Delete option.
3.You can confirm or cancel deletion 
process. Click OK to confirm.



Confirmation message will be sent.



Assign Lock To Someone Else
Users who have the permission can assign the lock of documents to 
any other user:
1.Checkmark the box for the record. 
2.From the More dropdown menu select the Assign Lock option.
3.The Assign Lock window will open. Type and Search any user to 
assign lock.
4.As soon as user is selected, pop-up will be closed and lock will be 
assigned to this user.
5.Notification will be sent to the user from whom the lock is taken away 
and to the user who gets the lock.

Both the assigner and the assignee must have 
security permissions:
•Assigner – Override Lock (take lock from 
another),
•Assignee – Take Lock.


