
TI version 10.6

How to Upload Documents 
in Collaborate

APPLICABLE TO:

Navigate to the Documents 
Library.

1

Select the appropriate folder.
Drag&Drop your document into 
the grid, or right-click the folder 
name.

2

Choose the Add Single 
Document option.

3
3

You may be prompted to select a 
document type. Just click on the 
option relevant to the document.
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(not applicable to eISF) For certain 
controlled document types, you 
may have additional options 
regarding effectiveness and 
readiness to start the workflow.

6

Click Finish to upload the 
document.

7

6

7

Browse for a file to upload and 
complete the required and optional 
metadata fields. These vary based 
on room type/configuration.
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Upload method 2

Best for multiple documents.

The multi-document import window looks different but the process is similar. 
There are no requirements for specific metadata to be filled.
Options to unpack compressed folders and convert to PDF are present.
Click Import All & Apply Metadata to finalize.

9

Select the appropriate folder.
Drag&Drop your documents into the 
grid.

8
8
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