
Using the Document 
LibraryPMM



DOCUMENT LIBRARY
The Document Library allows users to store documents related to 
the monitoring of this program.  Items can be stored as word 
documents, Adobe(PDF) or even pictures.  Tools used for monitoring 
can be scanned and added to the record as needed to support 
any items written in monitoring summary. 

The primary documents that should be stored within the library are 
those to which the provider would need access.

Users can upload a document as part of a chronological note and 
have that item put directly into the document library as well.



DOCUMENT LIBRARY

The document library allows 
providers and external team 

members to access documents stored 
in PMM for a given program as well 

as upload new documents.



DOCUMENT LIBRARY
The document library 
is a list of folders with 
documents related to 
monitoring.  You can 
look at the documents 
in each folder by 
clicking on the folder 
to generate a list of 
the documents in that 
folder. 

You can click the 
Show All button to 
see a list of all items 
in all folders that 
have been uploaded 
for a program.



DOCUMENT LIBRARY
To add a new item to 
the document library, 
click the New button.

A menu will then 
appear which allows 
user to name the item 
(description), enter a 
document date and 
indicate which folder 
this document should 
appear in.

Click Browse to select 
the document to 
upload.  



DOCUMENT LIBRARY ~ VIEWING OR EDITING DOCUMENTS
Once you have located 
the document you wish to 
view or edit, click Select.  

A menu will then appear 
that allows you to edit the 
description name or date 
if needed. 

Once editing is complete, 
click Save to save your 
edits.

To view the document, 
click on the link and the 
item will open in a 
separate window.  

Once viewing is complete, 
click Cancel to select 
another item in the 
library.



DOCUMENT LIBRARY

Once user has added all needed data then click the Save button.



DOCUMENT LIBRARY

Once saved the item will be 
available in the folder selected to be 
viewed by all other PMM users. 



QUESTIONS?

Contact your local DIO for answers

http://www.djj.state.fl.us/partners/data-integrity-jjis

http://www.djj.state.fl.us/partners/data-integrity-jjis
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