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Intranet Document Center
Administrator’s Quick Reference
Updating a Document
Step  1.  LOGIN to the Document Center. If you don’t remember your ID or password use the ACCESS menu choice to request that they be mailed to you.

Step  2.  Select edit an existing document on the Administration Center’s main menu.

Step  3. If you are the administrator for more than one agency, select the agency whose document you’ll be adding from the agency selection dropdown list. If you are an administrator for a single agency, go to step four. 

Step  5. Change information about the document to be updated in the various fields on the document update form as necessary. 

Step  6.  If you are changing the document file’s contents, upload the new document file by clicking on the BROWSE button next to the Select a File box. 

Step  7.  Click the UPDATE button. Document Center will check your field entries and if there are no errors your document has been uploaded. 

Step  8. In case an error is detected, correct the error per the error message and press upload again.  You may need to browse for your document file again after an error is detected.  
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