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How To Guide – GovDocs Manager 2.0 
 

 

 

 
 

  
Go to Intranet/SharePoint 
Click on Governance Doc Search button 
Click on Launch GovDoc Search V2 
(automatically direct you into to Chrome or Edge 
browser) 

   
From GovDoc Search you can open GovDoc 
Manager 
Click on GovDoc Manager Tab  

 

 

 
Click on Dashboard Tab 

 

 

 

 

Click on My Documents Tab 

  

 

 

 
To work on an individual GovDoc  
If you have many – please use the search by – eg. 
Keyword or code 
 
Go to My Documents Tab and then 
Select your document by clicking on edit icon –  
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Click on Create New Version at the bottom on 
the screen – (new draft GovDoc will be already be 
in developed mode.)   

 

 

 
Overall - Document View 

LHS is the list GovDocs 
A. Click on the title of document  

RHS is the details of the individual GovDoc  
B. the individual GovDoc 

If you are just Stakeholder – Go to 12. 
 

 

Details – Review all the details in this section 
Stakeholders – where you add the stakeholder of the Gov Doc 
View – where you view the entire document (scroll up & down) 
Scope/Categories and Keyword – mandatory sections 
Comments – where the stakeholder comments are recorded 
 

 

 
Your new version on your document – 
Has many tabs 

• Details 
• Status 
• Sections 
• Scope/Categories and Keywords 
• Stakeholders 
• Comments 
• View 

Just click on the heading to go from one to 
another  
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Status Tab – Checklist  

Last column shows the document checklist – all 
must be tick green to enable the GovDoc to be 
ratified and published 

 

 

 

  
Working on your individual GovDoc 

Details – Document Details, Ownership and 
Development Dates 

Please remember to save details on each tab – if 
not save your work will be lost 

 
 

 

 
Working on your individual GovDoc 

Section Tab – to move between the sections go 

to the down arrow in the Section box – RHS  

 Please remember to save details on each tab – if 
not save your work will be lost 
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Working on your individual GovDoc 

Scope/Categories and Keywords 

Go to each area and add or delete info from each 
drop down box  

 
No need to save as information is automatically 
saved . 

 

 

 
No need to save as information is automatically 
saved . 

Stakeholders 
 

 

 
Working on your individual GovDoc 
Comments 
A. Select a Section  
B. Enter your comments 
Please remember to save details on each tab – if 
not save your work will be lost 

 

 

  
Working on your individual GovDoc 
View 

 


