Working with Documents

This is the fourth video in the DMS training series. In this video, we will cover uploading, editing, and updating documents.

We will start off in the DMS Training Transcripts folder that was created in the last video. There are currently no documents in this folder, so let’s add the transcripts. 

From the sidebar, click “Add new file”. A modal window will pop up with instructions to upload the files. Click “Choose a file”. I am going to select the three transcripts. The modal will be updated to show input fields for the transcripts that were uploaded. 
1. The first field is the File Name field. The name should be easy to read and Understand. I will enter the names for the transcripts now. 
2. The next field is the File Description field. It should be brief and give an overall explanation of the document. I will enter those fields now. 
3. Next, is the File Tags field. The DMS uses the tags for additional search parameters. The tags should be comma separated. 
4. The next field is the File Access field. These will be listed as Public. In the future, they will probably be updated to Employee Only, but for now, we will select Public.
5. Next, we enter the File Publication. Any sites currently using the DMS system will show here. Currently, only the BatesTech website has a connection to the DMS. It is important to select which site you want the document to be on. If you do not select a site, the document will not be available to access on any of our sites, other than the DMS application.
6. Finally, File Accessibility. Files need to be checked for Accessibility before being uploaded to our website. Bates provides a service known as Sensus Access to all students and employees to use for accessibility conversion. Bates also provides Adobe software for checking accessibility of documents. For more information regarding Accessibility, please reach out to the Accessibility Committee.

Once the fields have been filled out, click Upload. The DMS will upload the documents. The time it takes to upload will vary with file size and how many files are being uploaded. It is STRONGLY suggested that you limit the document uploads to no more than five at a time.

The documents now show in the DMS Training Transcripts folder. From the document tree, you can share the documents and use the ellipses functions that were shown in the Working with Folders video.

Finally, I think we need to make a change to the Creating Folders transcript. The file is named incorrectly and as well as the Word Document itself. I need to edit the transcript and upload a new version. Let’s update the document first. Then rename the file. Then, head back over to the DMS and go into the document. Click the Edit button. Rename the file and update the description. Now, to upload the new version, click the Replace button. Click Browse. Select the transcript, and click Replace File. The document page will refresh and you should see in the preview that the file was updated. Note, in some cases, you may need to clear your browser cache for the preview to update. The file will have been updated, but the browser stored the previous document for the preview. For assistance with clearing your cache, a simple Google search will provide you with your answers. 

[bookmark: _GoBack]That is it for Working with Documents. In the next video, we will look at how to link documents on the DMS using the DMS client plugin.

