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AVDC Document Management System — Getting Started

Login
Upon entering the AVDC document management system (http://www.avdc-dms.org/dms/

or via the link on the AVDC web site Home page), the initial screen presents you with the
welcome message and the login area. If you don’t have an account, or you have forgotten
your password, instructions are on this same page under “Get Your Login Information”.
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Welcome! Get Your Login Information

Welcome to the AVDC Document Management System. This system

facilitates the submission and approval processes for applications, pre- For registered applicants and diplomates, you are already registered
approval documents, and reporting for AVOC diplomates and in the system as a user. To obtain your username and password for the
applications system, click to have your Login Information e-mailed to you

This system is restricted to authorized applicants, diplomates, and staff.  For new applicants, please contact the Executive Secretary at
Any attempt to access this system by an unauthorized person is strictly  execsec@avde org for more information.
prohibited.

Username

Password:
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E-mail My Login Information

If you are an AVDC applicant or diplomate with an account in this system, you may request that your username and a temporary password be e-
mailed to your account

Please note that this system will not provide on-screen confirmation that an account with the provided e-mail address exists or does not exist. If you
do not receive an e-mail within 10 minutes following your request, please contact the AVDC Executive Secretary at execsec@avdc.org

E-mail Address: |

[ Request Login Information ]

Username

Password:

After entering your email address and clicking “Request Login Information”, you will
receive an email with your user name and a temporary password. If the email address
you entered is not in the AVDC database, you will not receive an email. If you do not
have an email with your user name and temporary password within 10 minutes after
sending your request, contact the executive secretary at execsec@avdc.org.


http://www.avdc-test.org/dms/
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Once you receive your temporary password, you can use it to logon to the system. You
will be prompted to select a new password
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Change Password

New Password:

Change Password

Once you enter your newly chosen password, and click “change password”, you
will be logged in to the DMS. Don't forget to make a note of your new password!
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Change Successful

Your password has been successfully changed

Return to the main page

Registered
AVDC-user is
currently logged in
to the document

b

mananaman

Click on “Return to the main page”
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Welcome, Registered AVDC-user ! Main Menu

Welcome to the AVDC Document Management System. This system ApplicantJ'Diplomate Information
facilitates the submission and approval processes for applications, pre-
approval documents, and reporting for AVDC diplomates and

applications » ViewEdit Your Personal Information

# Diplomates Directory
This system is restricted to authorized applicants, diplomates, and staff

Any attempt to access this system by an unauthorized person is strictly Documents
prohibited.

+ View Existing Documents and Pre-Approval ltems

Please choose from the menu on the right side of this page. * Beaqin a New Document for Submission to AVDC
Registered - a
AVDC-user is Communication
currently logged in
to the document » Read Messages
management + Send a Message to the Executive Secretary

system
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On the main page, make your choice from the menu options on the right.

View/Edit Your Personal Information
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View Personal Information
Main Page | Edit This Information

Username: AnApplicant
Last Name: AVDC-user
First Name: Registered
Desired Name: Andy
Spouse / Partner:

. Children:
E-mail: WaltSr@gmail.com

Registered Website:
AVDC-user is
currently logged in
to the document

Vet School / Degree:

management Vet Graduation Date:
system Other Degrees / Qualifications:
Internship:
If this is not you, Resid .
or you are esidency:
finished, please AVMA Class:
Logout
N ¥ User Status: Active Applicant
hange My . -
Password Diplomate Since:

AVDC Program:

From this view of your personal information, choose “Edit This Information” on
the menu bar at the top of the page to make changes - be sure to click on the
“Save Changes” button at the bottom of the page.
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Diplomates Directory

The “Diplomates Directory” choice on the main page will display Diplomate
contact information by Country and/or State.

AVDC Diplomates Directory
United States
Last Name First Name Office Address City State Zip
ALABAMA
Beard Gary Auburn University 105 Greene Hall Auburn University AL 36849-551
ARIZONA
Lyon Kenneth Arizona Veterinary Dentistry and Oral Surgery 86 W. Juniper Avenue, Suite 6 Gilbert AZ 85233
Lyon Kenneth Southern Arizona Veterinary Specialists 141 E. Fort Lowell Road Tucson AZ 85705
Visser Christoffel Aid Animal Dental Clinic 7908 E. Chaparral Road Scoftsdale A7 85250
CALIFORNIA
Anderson Jamie San Francisco Vet Specialists 600 Alabama Street San Francisco CA 94201
Beebe Donald Animal Dental Clinic 987 Laurel Street San Carlos CA 94070
Gammon Ronald 1107 Silverhill Court Lafayette CA 94549
Hall-Essoe Katrina Bay Area Veterinary Dental Services, Inc. 2803 Ygnacio Valley Road Walnut Creek CA 945908
Holmstrom Steven Animal Dental Clinic 987 Laurel Street San Carlos CA 94070
Lommer Milinda Agaie Animal Dental Service 5796 Paradise Drive Corte Madera CA 94925
Mulligan Thomas 1372 Tracey Lane El Cajon CA 92021
Niemiec Brook Southern California Veterinary Dental Specialties 5610 Kearny Mesa Road, Suite B1 San Diego CA 92111
Shipp Anthony Dr. Shipp's Animal Hospital 351 N. Foothill Road Beverly Hills CA 90210
Teninawa Ancon ralifarnia Animal Hacnital 172R & Coniihiada Ranlavard Cnite ™ I ne Annaloc ~a annA

Begin a New Document for Submission to AVDC
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Begin a New Document for Submission to AVDC

Instructions

Before you begin, make sure that you have read the appropriate introductory and instruction material, available on the AVDC website, pertaining to
the document you will be submitting

In the AVDC DMS, a document is an item for submission {an Annual Training Report or a Case Report, or Radiographs) that may contain multiple
files, such as a Word document or PDF, with multiple images, Excel log files, or other information.

Registered IMPORTANT NOTE: If you have already begun a document for submission, and simply need to submit the document or upload additional files, DO
AVDC-user is NOT use this screen. Go back to the main page and choose the option to view your existing documents

currently logged in

to the document Step 1 is to enter the basic information about the document -- the type of document, the category, and a title. You begin that on this page.
management

system Step 2 is to attach (upload) the individual files that will be submitted with this document

If this is not you,
or you are
finished, please
Logout Document Type: |-- SELECT A DOCUMENT TYPE - -

Applicant/Diplomate File: AVDC-user , Registered (WaltSr@amail com)

Change My {The diplomate/applicant to whom this document primarily pertains.)

Password
Save and Next —>

From the Begin a New Document screen, choose the type of document you wish to
create, and click “Save and Next”. (If a title or a category is required for the type of
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document you have chosen, then fields will appear for you to provide the information.)
You will be taken to the “Document Page”, where you can now attach files to the
document — note that it is headed by the Document type you selected in the last screen.
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Main Page | Aftach File | Save Changes | Edit Details | Delete Entire Document

Case Report

Title: Title for 07/11/06 feline endontics case
Category: Endodontics

Current Document Status:

Not Submitted
{Last update )
Applicant: AVDC-user , Registered [WaltSr@gmail.c 4 upaate )

3 - I
Created: Jul 20, 2006 by AVDC-user , Registered (\Walt: 1 SuUbmitthis:docuimert end s

attachments for review. {You will
not be able to reverse this
decision.)

Date Submitted: Not Submitted (DMS)
Date Supervisor Approved: Not Approved

Registered

AVDC-user is Make sure to "Save" if you have
currently logged in made any changes in this

to the document section!

management

systemn

There are no files attached to this document.

Ifthisis notyou, | For documents submitted on paper or CD, this may be entire|
or you are

tnicher meace | Click to upload and attach a file.

Notice the menu across the top of the page. It is important to “Save Changes” after you
modify anything in this section.

To select the files that will be uploaded within the document, click on “Upload and
Attach File”.
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Attach File to Document that will be Uploaded to AVDC

Return to document (without savin

pe on the AVDC web site (information for

{irg) ~,

File Applicant Files / Communication
Category:
" Creator: AVDC-user , Registered (WaltSri@gmail.com)
Registered
AVDC-user is Created:
thy | d i

&u{giﬂdgcgfn%em i Upload |C:\Documents and Setings\administrator\DesktopWwabc2006 jpg
management File:
systern

If this is not you,
or you are Aftach File

finished, please Click this button only once. If you are uploading a file, this may take a few moments
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Insert a file name, using the file-naming format described in the AVDC web page
information specific for that document type. Select the file type (format) - the file types
on the dropdown list are the only file types accepted. Next, click on “Browse” to
navigate in your own PC to the file you wish to upload. Use the “Attach File” button to
upload the file. A large file may take a minute or two to upload — you can watch progress
in the crawling window on the bottom right of the screen. Once the file has completed
uploading, you are returned to the Document screen, where you will see listed the file(s)
you have selected for uploading in the document.
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Main Page | Attach File | Save Changes | Edit Details | Delete Entire Document

Case Report

Title: Title for 07/11/06 feline endontics case report Current Document Status:
Category: Endodontics Not Submitted

(Last update )
Applicant: AVDC-user , Registered (WaltSr@gmail.com) : e
Created: Jul 20, 2006 by AVDC-user , Registered (WaltSr@gmail.com)

[0 Submit this document and its
attachments for review. (You will

Date Submitted: Not Submitted (DMS3) not be able to reverse this

Date Supervisor Approved: Not Approved

decision.)
Registered
AVDC-user is Make sure to "Save" if you have
currently logged in made any changes in this
to the document section!
management
SYSlen Title Creator Uploaded Actions
If this is not you, Applicant Files / Communication
OF YOu ere Title for 07/11/06 feline endontics case report AVDC-user , Registered 07/20/2006 edit detalls | delete

finished, please

Note that you can edit the file details or delete it if necessary, via the buttons at the right
of the line. You can add more files to this document now using the “Attach File” menu
item at the top of the page, or you can “Save Changes” at this point and return later to add
other files to this document.

When you have finished uploading all required files to this document and  |[ora et s
it is ready to be submitted to AVDC, click the Submit this document ol
check-box on the top right corner of the screen to indicate it is ready |5 St socumert and s

altachments for review. [ You will
not be able to revarsa this

for submission and then click *“Save Changes” on the top menu. The &35
document is then sent to AVDC and you will receive an e-mail message  |uas srsto sae it you nave

made any changss in this

from AVDC acknowledging successful submission of the document. secton!
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View My Existing Documents

Click on “Main Page” (on the menu at the top of the page) to return to your Welcome
screen and main menu page.
Click on “View Existing Documents” to see documents you have submitted, their current
status and to see all of your Pre-Approval items.
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Each document created is listed by
document type and (if applicable)
category.

Until a document is submitted, it
remains above the line and can be
modified, deleted or files can be
appended to it. Click ona
document in the list and you will be
taken to the document page.

The status of each
document as it
advances through
the process is listed
here for feedback to
the applicant.

Typel/Category Title

Annual Training Program Report

Annual Training Program REPOFt s -ssrsersessseuseeaseasseasas,

Submitted Finalized Status
Not Submitted
Not Submitted

. Category
N Case Report i 07/11/2006 Pending Supervisor Approval
Gk Mg SR
Registered
AVDC-user is e .
currently logged in Annual Training Program Report 07/19/2006 Pending Review
to the document Cadaver Procedures Log Cadaver Title 07/18/2006 Pending Review
gﬁye;r;:r%ement Dental Charts case 1234 07/11/06 07/11/2006 Pending Review
Dental Charts 07/11/2006 Pending Review
If this is not you, Annual Training Program Report 07/10/2006 Pending Review

or you are
finished, please
Logout

Change iy
Password

After submission, each document is
moved to the lower section and the
submission date is added.

This is the springboard for all
applicant actions, from creation of
new documents to modification,
submission and monitoring of
documents.
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