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Adding a Document Library entry
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A Latest News
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1. Documents > Add New
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2. Add the title of the document and ....
3. if required, a summary or overview can be added to the Editor below

Button *

No file selected Add File

4. Click on the ‘Select File’ button.

No items found.

Drop files anywhere to upload

or

Select Files

Maximum upload file size: 8 MB.

5. Choose your document and click on the ‘Open’ button in the bottom right hand corner

of the screen.
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Freedom of Information Statement Il Publication of Information
File name: Freedom-of-Information-Statement-II-Publication-of-Information-3.pdf
File size: 192 KB

6. Your file has now been loaded.

Categories

Add

Separate Categories with commas

E hoose from the most used Categories

Annual Reports

Freedom of Information

Quality Account

Statement of

Priorities

Strategic Plans

7. On the right hand side of the page, in the ‘Categories’ box, click on the ‘Choose from the
most used Categories’ link. If a suitable link is not provided, add a new Category
yourself. Use the field provide and click on the ‘Add’ button.

Categories

Add

Separate Categories with commas

€ Freedom of Information

Choose from the most used Categories

8. This is how the Categories Box will look once a Category has been includes/added.
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9. Click on the ‘Publish’ or ‘Update’ button to save your entry.

Filter: Categories v O Reset Show 50 v entries Search:
Document Summary Categories Date v Download
Freedom of Information Statement Il Freedom of 24/09/2018
Publication of Information Information

10. Now go to your Document Library on the front end to check your entry.
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