
Documents

Before you can upload documents, the administrator (or 
someone with appropriate access) will need to set up 
Document Groups.

1. Log into Mentor and access the group

2. In the upper navigation bar, click on Document Groups
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Document Groups

1. Enter a 4 digit File Code

2. Enter the Display Name

3. Click the “Active” box to 
make the group active

4. Click “Update” to save 
the changes

Remember the document 
groups are also used to 
filter documents.
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Documents

Now go to the Documents area by clicking on the navigation bar 
to upload documents

2/22/2011 3



New Document

If your role permission allows you to upload a document, you will 
see the “New Document” link.  To upload a new document, 
click on “New Document”
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New Document

1. Choose the “Group” from 
the drop down

2. Provide a Document Title

3. Enter in the Authors 
Name and Affiliation

4. Click “New Document”

Note: if you are uploading a 
revision to an existing 
document, do NOT do 
this through the “upload 
new document” area.  
You should upload 
revisions to in the 
“revise” area.
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New Document

Now Browse and upload the 
document.

Notice that the system 
provides each document 
with a Document Number.  
This number represents 
the following pattern:

1901-11-0008-00-DRST

– 1901 = the Mentor 
group

– 11 = the year

– 0008 = the document 
number

– 00 = the revision 

– DRST = the document 
group
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Allow Public Documents
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If your group allows “public” documents the option 

will be available at upload to make the document 

available to the public.



Documents

You can now see the document in the list and download it.
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Documents Filter

Use these drop downs to filter your view of the documents.
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Revise Documents

If you need to update a document, simply click on “Revise” (if 
your permissions allow you will see this link.
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Revise Documents

Enter the Author and affiliation, then click on “Revise Document”.
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Revise Documents

Enter the Author and affiliation, then click on “Revise Document”.
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Revise Documents

Enter the Author and affiliation, then click on “Revise Document”.
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Revise Documents

Browse and upload 
document.  Notice 
that the document 
number now  
changed to 1091-
11-0008-01-DRST.  
The 01 means this 
is the first revision.
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