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Login Process

1. Go to the RAMS Web Application: https://rams.unsw.edu.au

2. The UNSW Multi Factor Authentication will ask to approve the connection when working
remotely (from home).

Approve sign in request

Open your Microsoft Authenticator app and
approve the request to sign in.

| can't use my Microsoft Authenticator app right now \

Mare information

Open Microsoft
Authenticator
app to approve
the connection

Refer to UNSW ldentity Manager to reset your
password.

3. The RAMS Web Application opens once the connection has been approved in the
Microsoft Authenticator application.

RECORD ~ ‘ OPTIONS ™ < Enter Search Query > Q

FAVORITE RECORDS RECORD IN OR DUE TRAY RECENT DOCUMENTS

o No records found o No records found o No records found

There may be matching records that are prevented from being There may be matching records that are prevented from being

displayed because of filtering, or for security reasons.

There may be matching records that are prevented from being

displayed because of filtering. o for security reasons. displayed because of filtering. or for security reasons.
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https://rams.unsw.edu.au/
https://www.myit.unsw.edu.au/sites/default/files/documents/cyber-security-mfa-guide-setup-and-use-microsoft-authenticator_0.pdf

Adding Records to your Favorite Records Tray

4. Type the record number or the title in the ‘Search Bar’ located at the top of the web
application and hit ‘Enter’ to run the search.

Search Bar

2018/00639]
HOME
FAVORITE RECORDS RECORD IN OR DUE TRAY RECENT DOCUMENTS
o No records found o No records found o No records found
There may be matching records that are prevented from being There may be matching records that are prevented from being There may be matching records that are prevented from being
displayed because of filfering, or for security reasons. displayed because of filtering, or for security reasans. displayed because of filtering. or for security reasans.

5. The container or record is displayed in the search result. If multiple results are displayed,
click once on an item to select it which will open more options, as below.

RECORD ~ ‘nrnnNS' 2018/00639 g Q  save

HOME RECORD - 2018/00... X
RECORDS Query: '2018/00639" <

O showing 1-10f1

+ NEW ) £ 2018/00639 av

INFORMATION MANAGEMENT - PROCEDURES - RAMS Training Material and Quick Start Guides

Checked out m
NEW v

Recent Documents
— LOCATIONS REQUEST v DETAILS v NAVIGATETO WORKFLOW v ADD/REMOVE v MORE v
avorites
e T ASSIGNEE DATE REGISTERED
Created Records
% PERRY, Robin since Tuesday, January 9, 2018 at 6:37 PM Tuesday, January 9, 2018 at 6:38 PM

a Classification

Browse via User Labe

6. Click the drop down in the ‘Add/Remove’ section, then select ‘Add to Favorites’ to add the
record to the ‘Favorite Records’ tray.

RECORD ~ ‘nrnnNS' 2018/00639 g Q  save

HOME RECORD - 2018/00... X
RECORDS Query: '2018/00639" <
O Showing 1-1of 1 Record Title
+ NEW ) £ 2018/00639 — av
INFORMATION MANAGEMENT - PROCEDURES - RAMS Training Material and Quick Start Guides First, click
Tl '‘Add/Remove’
Recent Documents o
P LOCATIONS REQUEST v DETAILS v NAVIGATETO WORKFLOW | ADD/REMOVE MORE v
avorites 2 d
Created Records ASSIGNEE DATE REGISTERED Add fo Favarites
PERRY. Robin since Tuesday, Janusry 9, 2018 st 6:37 PM Tuesday, January 9, 2018 at 6:38 PM X
Send to Recent Confdifel
Browse via Classification | m Second, select
e e U Send o Records Work Tray | 'Add to Favorites'
fouEE s eE e Add fo User Label
& Add to Check In Style
SHOW URL
Remove from User Label
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7. Select ‘Home' to return to the home page.

Click 'Home'

RECORD ~ OPTIONS ~ 2018/00639 x Q SAVE

HOME RECORD - 2018/00... X
RECORDS Query: '2018/00639' <
O showing 1-10f1
+ NEW v
o £ 2018/00639 =]

INFORMATION MANAGEMENT - PROCEDURES - RAMS Training Material and Quick Start Guides

Checked out m
NEW v

Recent Documents
— LOCATIONS REQUEST v DETAILS v NAVIGATETO WORKFLOW v ADD/REMOVE v MORE v
avorites
e T ASSIGNEE DATE REGISTERED
Created Records
% PERRY, Robin since Tuesday, January 9, 2018 at 6:37 PM Tuesday. January 9, 2018 at 6:38 PM

Browse via Classi ion

Browse via User Labe

8. The selected record will appear in the ‘Favorites Records’ tray.

RECORD ~ OPTIONS ~ < Enter Search Query > Q

HOME RECORD - 2018/00... X
FAVORITE RECORDS RECORD IN OR DUE TRAY RECENT DOCUMENTS
U INFORMATICON MANAGEMENT - PROCEDURES ...
2018/00639 o No records found o No records found
3 There may be matching records that are prevented from being There may be matching records that are prevented from being
displayed because of filtering, or for security reasons displayed because of filtering, or for security reasons

Newly added record
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Save a Document

You can save a document into RAMS as a New Record.

9. Click on the container located in your ‘Favorites Records’ to access the available actions

that can be conducted on the record.

RECORD ~ | 'OPTIONS ~ < Enter Search Query > Q

U INFORMATICN MANAGEMENT - PROCEDURES ...

2018/00639 o Mo records found

pocx  2019/05149-022

There may be matching records that are prevented from being
displayed because of filtering, or for security reasons.

Click the container
from your Favorites

b

10. To save a document as a new record into RAMS, from the list of actions under the
container title select ‘New’, then ‘New Record’.

m RAMS 9.4 Guide - How to Search for Records - Q...

o - | oo - | ] . -~

HOME RECORD - FAVORITE X
RECORDS Query: ‘favorite'

O showing 1-10f 1 . - |
First, click 'New'

NEW
+ o £ 201800630
INFORMATION MANAGEMEWRES - RAMS Training Material and Quick Start Guides
Checked out m F N
NEW “  LOCATIONS v REQUEST DETAILS NAVIGATETO v WORKFLOW v ADD/REMOVE v MORE v
Recent Documents I —
ASSIGNEE New Record DATE REGISTERED
I Favorites PERRY, Robin sin New Version i/ PM Tuesday. January 9, 2018 at 6:38 PM
Created Records
Browse Classification .
Second, click
Browse via User Labe 'New Record'

P sHOW URL

11. Select ‘Document’ record type.

N
l. = RECORD ~ | OPTIONS ~
-
HOME RECORD - FAVORITE X CREATE NEWREC.. X
RECORD

CREATE RECORD
cancel

Select Record Type

all

B bocument

Select 'Document’
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12. The RAMS document registration screen opens. Enter the record title in the ‘Title (Free
Text Part)’. Then, ‘Drag & Drop’ the document into the ‘Attach electronic document’ field.

HOME RECORD-FAVORITE X CREATENEWREC.. X
NEW DOCUMENT
RECORD

CREATE RECORD

Title (Free Text Parf) (Required) A value must be entered for the field 'Title (Free Texr Part)'.

Sefting started with RAMS - Capfuring Records with RAMS Web - August 2023

Select Record Type

B pocument

Container

2018/00639 INFORMATION MANAGEMENT - PROCEDURES - RAMS ’ralr‘lrl =

Author
Addressee
| = Enter Search Query > | + ‘
Date Created (Required)
06/10/2022 2:07 PM | = |
Document Category
< Enter Search Query > | =] ‘

NOTES

Attach electronic document

Click here or Drag and Drop o upload files

~

N

First, enter the
document title

Second, 'Drag & Drop'

the document into this

box

13. Wait for confirmation that the document has been successfully uploaded. Click ‘Save’ to
register the record.

Page 6

Second, click
'Save' to
commit the
record

Attach electronic document

Click here or Drag and Drop fo uplead files

First, the document

upload bar needs to
reach 100%

i Process - Installing RAM...

—
245 82 KB b d

UNSW

SYDNEY



14. The document has been successfully saved into RAMS and given its unique ID number.

O w‘] 2018/00639-011
DCCX  Getting started with RAMS - Capturing Records with RAMS Web - August 2022

m NEW e 9 LOCATIONS REQUEST DETAILS NAVIGATETO WORKFLOW v ADD/REMOVE MORE

ASSIGNEE DATE REGISTERED
In container 2018/00639 (At home: Records)’ since Thursday, October 6, 2022 at 2:18 PM Thursday, October 6, 2022 at 2:18 PM

15. Select ‘Home’' to return to the main screen. The newly added record now shows in your
‘Recent Documents’ tray.

X —
ks, = vecoro - | ormones - [ TN Q @ © =
HOME

No records found

[ INFORMATION MANAGEMENT - PROCEDURES - RAMS Training Material an o

2018/0063

201
There may arep because offitering, o fo security =
reasans W] RAMS 9.4 Guide - How fo Search for Records - Quick Search Bar - 2022
pocy  2019/05149-022

Newly registered document
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Viewing a Document

16. Click the document from the ‘Recent Documents’ list or type the record number in the
search bar and press ‘Enter’ to retrieve the record.

N =
l’ﬁ = RECORD ~ ‘ LR oo search Query > Q @ Q &
HoME
FAVORITE RECORDS RECORD IN OR DUE TRAY. RECENT DOCUMENTS
INFORMATION MANAGEMENT - PROCEDURES - RAMS Training Material an. " il Getting started with RAMS - Capturing Records with RAMS Web - August 20..
=] [D Norecords found Wl Son.
2018/00639 pocx 20
There ma because offitering. o for secury =
i i © ] RAMS 9.4 Guide - How o Search for Records - Guick Search Bar- 2022

— DOCX  2019/05149-022

-

Click the document from your 'Recent
Document' list

17. Click the ‘Document’ icon to view it. The icon typically has the file extension in the picture
if it's a known extension type.

Click to view the
document

F \_, -
ﬁ‘] 2018/00639-011
DCCX | Getting started with RAMS - Capturing Records with RAMS Weh - August 2022

m MNEW v e 9 LOCATIONS REQUEST v DETAILS v MAVIGATE TO v WORKFLOW v

DATE REGISTERED
Thursday. October 6, 2022 at 2:18 PM

ADD/REMOVE v MORE v

ASSIGNEE
In container '2018/00639 (At home: Records) since Thursday, Cctober 6, 2022 at 2:18 PM

The document will open in the RAMS Web Application document viewer.

18. To see previous Revisions of the document (if there are any) or to Close the document
viewer, click the x in the top right of the Web Application screen.

19. If you prefer to view the document in its native application, click the ‘Download’ icon to
download a copy to the downloads folder in Windows/Apple device.

Click to
download
document
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Viewing all Documents contained within a RAMS Container

20. Click on the container located in your ‘Favorites Records’ tray.

= L R e search Query > Q @ 9 &

FAVORITE RECORDS RECORD IN OR DUE TRAY RECENT DOCUMENT!

[ INFORMATION MANAGEMENT - BROCEDURES - RAMS Training Material an i) W] Gefting started with RAMS - Cspturing Records with RAMS Web - August 20.

No records found oy
DOCx  HAE/M

—

There may arep because offitering, o fo security .
W] RAMSS
\ pocx  2019/0

Click the 'Container'

- How to Search for Records - Quick Search Bar - 2022

21. Select ‘Navigate To’, then ‘Contained Records + Alternative’.

O £ 2018/00639 First, click
INFORMATION MANAGEMENT - PROCEDURES - RAMS Training Material and Quick Start Guides 'Navigate To'
m MEW LOCATIONS REQUEST v DETAILS v NAVIGATETO WORKFLOW v ADD/REMOVE v MORE v
ASSIGNEE DATE REGISTERED All Related Records
At home: Records since Thursday, October 6, 2022 at 2:21 PM Tuesday, January 9, 2018 Contained Records

Contained Records (+Alternative)

Container Records (+Alternative)
Second, click
'Contained Records
(+ Alternative)'

22. The list of documents held inside the container will display in the results screen.

Query: 'containerEx:[uri:31742461

O showing 1 - 10 of 10
O m 2018/00639-011
DOCX  Getting started with RAMS - Capturing Records with RAMS Web - August 2022

[m| m 2018/00639-010
DOCX  Create Te Do Items (Reminders) in RAMS 2020

O ﬁj 2018/00639-008

MP4 RAMS Quick Guide - How to Apply Access Controls to University Records (Containers)
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