Armament ACE Desk Top Instruction
No. Armament ACE-IS-008

TITLE: Creating a Link to a Document Stored in

Windchill

DESCRIPTION:

The intention of this information sheet is to demonstrate how the user can copy a link to a document stored in Windchill and paste it into an email. This allows the receiver access to the document without having to navigate through the cabinet structure of Windchill.

Instructions:
	1. Use the [image: image10.wmf] 

to search for the document or navigate through the cabinet structure to find the document.
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	2. Open the Properties window of the document by clicking on the name of the document.
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	3. Double click on the URL address of the Properties window to select it and then right click your mouse and select ‘copy’.  You may also press ‘Ctrl C’ to copy.
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	4. Open your email tool and create a new email. Paste the URL into the email (Ctrl V). If the URL does not show up as a link you must select it and insert it as a hyperlink.  


	[image: image9.wmf] 

[image: image5.png]@ Inbox - Microsoft Outlook

e £t yon Fovartes 1o At b

|Binew - [ & |5 % | oty Soreny ol oEroas | Bsendire

Tnbox

Folder List /1|0 From
=} Outook Today - [Maibos - e

2 Buiding 12

€ Calendar

B Contacts

(9 Deleted tems

B orafts

B Famiy

0 Friends

€ Inbox

8 2oual

@ Notes

&3 Outbox

B Savedtems

B Sent Ttems







5. When the receiver opens the email, they will click on the hyperlink. This will send them directly to the properties window of the document. If the receiver is not logged in, they will be prompted to do so. 

6. To access the document, the user may click on the Primary Content link.
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