Asite Data Migration Using Bulk Upload Template
Note: Requires Internet Explorer + Java Runtime Environment. May not work properly on Chrome.
Template File saved at /:\J032100\BIM\07_Document\Asite\ABOS_Asite_Template.xls.
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2. Go to “Files” Tab
3. Browse to the Directory you want to upload
4. Click “Add Files”
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5. Choose “Click here for Applet Upload”.
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Preview of Bulk Upload Template Excel File.

All the Mandatory Fields must be filled up. File Path must be exactly the same as the file location and file
names.

ABOS_Asite Templatexls [Compatibility Mode] - Excel Lordson Duran &3l

Insert Page Layout Farmulas Data Review View Help ACROBAT Q@ Tell me what you want to do

ol -
D % Arial -[11 ~| A p
= Bz - ) Delete = e
aste ' 7\ : o ¢ Fin
- ~ i £ Al o 2T ! Format = Calact~
Clipboard = Font Alignment Mumber Styles Cells Editing -
B3 & Fe C:\Users\lod\Desktop\Asite_Test\Document Listing.xlsx v
2 - e —— E e 6| H | 1 K [1]
~ [Purposeof | Attach File  Im
1 |Fields  |File Path Doc. Ref Rev. Document Title |Issue Status Rev. Notes |path |Series  |Paper Size
Mandatory
{Optional for defining
2 |Proped Placeholders. Refer Note #4) Mandatory Mandatory Mandatory Mandatory Mandatory | Optional Optional Optional _ [Optional
ChUsersiod\Deskiop\Asite_Tes [ARC-001 1 FF Plan For =
3 fiDocument Listing.xlsx Information
C\Users\od\Deskiop\Asite_Tes |ARC-002 A SF Plan For Approval  |—
4 tTestfile 1.t
Chilsers\lod\Desktop\Asite_Tes |ARC-003 2 TF Plan For Review —
5 fiTest file 2.td
6
7
8
9
10
11
12
13
14
15
16
17
18
19 -
| Notes | Import-Data | Sheetl | ® K] ]
Ready | e + 80%




On the Publish Documents Applet, select Use Excel Spreadsheet to Define Files.
(Optional: you can choose “Click here to download a document template”) or,
6. Browse to the location of the Template, and drag & drop the template file to the Applet.

Notice, file location and file names on the lower left.
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If successful, documents should appear in the Applet as shown.
7. Click “Enter Document Details”.
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8. Review or Change Mandatory Fields. Check the box
9. Click “Start Upload”.
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10. Input the Site location.
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11. Click “Document Distribution.

12. Select on the list. Then click “Add to Distribution List” button.
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13. Important, make sure “Instant Email Notify” check box is checked.
14. Select Action on the drop-down list.
15. Pick the Calendar button to select Action Due Date.
16. When done, click “Distribute” button.
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17. Review, then click “Start Upload” button.
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If successful, a notification will appear.

18. Click “OK” to dismiss.
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In case of any queries, please captact Asite Support at support@asite Jfo
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Uploaded files, shown on the Directory.
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