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Login Process  
 

1. Go to the RAMS Web Application: https://rams.unsw.edu.au 
 
2. The UNSW Multi Factor Authentication will ask to approve the connection when working 

remotely (from home). 

 
 
 

3. The RAMS Web Application opens once the connection has been approved in the 
Microsoft Authenticator application.  

 

 
 
  

https://rams.unsw.edu.au/
https://www.myit.unsw.edu.au/sites/default/files/documents/cyber-security-mfa-guide-setup-and-use-microsoft-authenticator_0.pdf
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Adding Records to your Favorite Records Tray 
 

4. Type the record number or the title in the ‘Search Bar’ located at the top of the web 
application and hit ‘Enter’ to run the search. 

 
 

5. The container or record is displayed in the search result. If multiple results are displayed, 
click once on an item to select it which will open more options, as below.  
 

 
 
 

6. Click the drop down in the ‘Add/Remove’ section, then select ‘Add to Favorites’ to add the 
record to the ‘Favorite Records’ tray.  
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7. Select ‘Home’ to return to the home page. 
 

 
 
 

8. The selected record will appear in the ‘Favorites Records’ tray. 
 

 

 
  



Page 5  

Save a Document  
You can save a document into RAMS as a New Record. 
 

9. Click on the container located in your ‘Favorites Records’ to access the available actions 
that can be conducted on the record.  

 

 
 
 

10. To save a document as a new record into RAMS, from the list of actions under the 
container title select ‘New’, then ‘New Record’.  

 

 
 

11. Select ‘Document’ record type. 
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12. The RAMS document registration screen opens. Enter the record title in the ‘Title (Free 
Text Part)’. Then, ‘Drag & Drop’ the document into the ‘Attach electronic document’ field. 
 

 
 
 

13. Wait for confirmation that the document has been successfully uploaded. Click ‘Save’ to 
register the record. 
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14. The document has been successfully saved into RAMS and given its unique ID number. 
 

 
 
 

15. Select ‘Home’ to return to the main screen. The newly added record now shows in your 
‘Recent Documents’ tray. 
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Viewing a Document 
 

16. Click the document from the ‘Recent Documents’ list or type the record number in the 
search bar and press ‘Enter’ to retrieve the record. 
 

 
 
 

17. Click the ‘Document’ icon to view it. The icon typically has the file extension in the picture 
if it’s a known extension type. 

 

 
 

The document will open in the RAMS Web Application document viewer.  
 

18. To see previous Revisions of the document (if there are any) or to Close the document 
viewer, click the x in the top right of the Web Application screen.  
 

 
 

19. If you prefer to view the document in its native application, click the ‘Download’ icon to 
download a copy to the downloads folder in Windows/Apple device.  
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Viewing all Documents contained within a RAMS Container 
 

20. Click on the container located in your ‘Favorites Records’ tray. 

 

 
 
 

21. Select ‘Navigate To’, then ‘Contained Records + Alternative’. 

 
 

 
 
 

22. The list of documents held inside the container will display in the results screen.  
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