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1 Adding Hyperlinks to a Document 

When a document is imported into OnPolicy it receives an internal URL (permalink). This can be used as a hyperlink from another document within OnPolicy. 
When clicked, the hyperlink will open the currently effective version of the target document. If a procedure references a form, you can create a hyperlink in the 
procedure. When a user clicks the link, the form will open. 
 
Click on the “Documents” tab and click on the target document. 
 

 
Figure 1 
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On the “Document Detail” screen there is a “Released PDF Permalink” field. This is the URL that will be used to link to this document. Release the document to 
ensure that the hyperlink becomes active. For information on releasing documents see OP-005 Approving and Releasing Documents. 
 

 
Figure 2 

 
 

Note: 
Only released, currently-effective documents can be reached through the hyperlink function. This ensures that your readers cannot access a document 
that is in the process of review and approval. 
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The URL from the “Released PDF Permalink” field of the target document will be used as your hyperlink when added to the referencing document. Upload the 
referencing document to OnPolicy. Once the referencing document and the target document have been released, the hyperlink will be active for your readers. 
 
Your readers will now be able to view the referencing document which has the hyperlink, and use the hyperlink to display the target document. 
 

 
Figure 3 
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Clicking on the hyperlink will bring up the target document. 
 

 
Figure 4 

 
The original document is still open under the target document. Simply move the top document by clicking and dragging the title bar to show both. 
 

 
Figure 5 
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2 Working with New Documents 

The target document needs to be imported into OnPolicy before the referencing document. By importing the target document first, a permalink will be 
generated that can be used by the referencing document. For instructions concerning adding a document to OnPolicy, see OP-004 Adding a Document.  
 
 

Note: 
Only released, currently-effective documents can be reached through the hyperlink function. This ensures that your readers cannot access a document 
that is in the process of review and approval. 

 

3 Working with Existing Documents 

Find the permalink for the target document as shown in Figure 2 on page 2. Open the referencing document and click on the pencil  icon of the most current 
revision.  
 

 
Figure 6 
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This will open the file for editing. Insert the hyperlink at the appropriate spot in the document and save the file. 
 

 
Figure 7 
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This will create a new draft of the document. For the document with the hyperlink to be usable by readers, it must be released either through the review, 
approval and release process or through the quick release process. 
 

 
Figure 8 
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4 Permalink Report 

A new report is available within OnPolicy that will list all of your documents with their permalinks. The report is in the form of a .csv file which can be 
downloaded from the “Reports” tab of OnPolicy. 
 
Click on the “Reports” tab. In the “Document Work Flow” section click on the down arrow to activate the dropdown menu. The second option in the dropdown 
menu is the “Document Permalink” report. Click on this option. 
 

 
Figure 9 
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A dialog box will open that will allow you to save the .csv file in the directory of your choice. Open the downloaded file. The file will list the document name, type 
of document, department, description and permalink. 
 

 
Figure 10 
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5 Related Docs Screen 

The “Related Docs” screen has been updated. You can search for related documents and permanently add them to this screen 
 
 

Note: This screen is for reference only. Adding documents to this screen does not relate, link or connect these documents in any way within the system. 

 
 
You can search for related documents by typing part of the name or description of the document in the search field. You can check or uncheck the type, 
department and description options to control what is displayed on the screen. Click the magnifying glass  icon to initiate the search. 
 

 
Figure 11 

 
  



 
OP-006 – Using Hyperlinks 

 

 

[11] 

The search will return all of the documents that meet your search criteria. Depending on the options selected the search will return the document name, 
document type, department, description and permalink. 
 
 

Note: This is an alternate method to finding the permalink for an existing document. 

 
 

 
Figure 12 
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Click on the plus  icon to add the selected document to this record. Click “Save” to save the record. 
 

 
Figure 13 

 
Returning to this screen in the future will show the related document. 
 

 
Figure 14 

 


