
Logging into PowerDMS 
1. To log into PowerDMS, enter your Username and Password into the appropriate fields of 

your PowerDMS login screen then click the green Login button. 
  

2. You may be prompted to enter a Site Key.  Your site key is “unifiedfire”. 

 
 
  

 
 

3.  If you haven't verified your email address with PowerDMS before, you may be prompted to 
do so.  Click, select Send Verification Email, and you will receive an email message with 
instructions on how to verify your email address. 

 
  



 

4.  To verify your email, click on the Confirm Email Address button.  PowerDMS will let you 
know once your email address has been verified.  

 
  

 

5.  If you are on a public computer DO NOT check the remain signed in option or anyone will be 
able to access your account.  

 

 

 

 



PowerDMS Homepage 
Your homepage shows a snapshot of your assignments, what you completed, as well as any other 
notifications or messages you receive.  Your To Do list is a snapshot of all the items you are required 
to complete or sign.  You can access those documents by clicking the appropriate item title. 
 
 

  
 
 

 

 

 

 

 

 

 



File/Document Search 

1. To access the document search feature, place your cursor over the Find Anything search 
box at the top of your blue left-side menu.  You can choose to browse a category or enter 
keywords in the Find Anything search box.  In the example pictured below, we used the 
keyword, "harassment" and several sexual harassment policies popped up.  PowerDMS also 
offers the option of adding filters to enhance your search.  To accept a suggested filter, click 
the suggested word(s) or press your tab key.  

  

 
  

  
2. To view all items in a specific category (Documents, Courses, Users, etc.), hover over Find 

Anything and select the applicable category from the drop-down menu or click the 
appropriate category in your blue menu.  



 
 
  

  

 
 
 
  

3. Using Advanced Filters, you can search for a file based on the following criteria: 

• Name 

• Description 

• Type 

• Revision Date range 

• Tagged With (Keyword Tags) 
 
 
 
  



 
 
 
 
  

 
 

 Signing a Document  

1. To sign off on a document you've been assigned, go to your To Do list and click the title of 
the document.  Once your document opens, enter your username and password in the boxes 
in the bottom right of the screen.  PowerDMS records your electronic signature as soon 
as you click the Sign button, which acknowledges that you read the document.  Each 
document disappears from your To Do list and Inbox once you read and sign them. 
  

2. If someone changed a document from a prior version you had signed, you may want to look 
at the previous version to see the changes before you sign off on the new version.  When 
changes are made, you may click the three dots in the upper right corner of the Document 
Viewer window and choose Compare to Last Revision I Signed from the drop-down 
menu.  Click that link and both versions will open side by side in your window.    



 



 

 

  



 Bookmarks 

1. PowerDMS allows you to bookmark specific items you'd like to keep handy and access 
quickly and saves them for you in a special Bookmark folder.  To create a bookmark, locate 
the file you'd like to mark and click the bookmark icon to the right of the title.   

  

  

 
 
  

2. You can also bookmark a file while it's open in the document viewer by clicking the 
bookmark icon in the title bar above the document. 

  



 

 
 
  

3. Once you bookmark files, they are linked from their original folder to your Bookmark 
Folder.  You can now avoid a long search through all your documents and quickly find within 
your Bookmark Folder those files you may use most.  You may have as many bookmarks as 
you want and can delete a bookmark at any time by clicking the minus symbol next to the 
name of the bookmarked file.     

  
  



 

 
  

 

Help 
If you need more information about other aspects or features of PowerDMS, you can find our 
extensive library of help articles and videos under the Help menu in your top menu bar.  Hover 
over Help and select Success Community from the drop-down menu.  
 
 
  

  



 
  

  

 
 
 
  
From the PowerDMS Success Community homepage, you can type into the top search bar the topic 
you want to know more about, and a list of applicable items will appear. You will also find customer 
suggestions for software and feature improvements under Popular Ideas, and discussions on 
various topics, such as customer questions and PowerDMS answers, in the Discussions section.  If 
after searching through the Success Community you are still unable to find the information you 
need, check with your site Administrator.  

 
 
 
  



 

 
  



Logging Out of PowerDMS 
Logout of PowerDMS by hovering over your name and clicking Logout.  Some site Administrators 
also set your site so that your account will automatically log out after a certain designated period of 
inaction.    
  

  
  

 
 


