Adding a Document to the Content Collection
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3. Click on Upload
File.
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4. Click on Browse

and find your file.

Select options.
For example,

Share Comments.

Add File

% Indicates a required field

1. File Information

Browse to select a file to upload.
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W oprons

Select Options

[ Lock File

If the file is locked, only the person who locked it may unlock it.
[] Share Comments

If Comments are Shared, users with Read permission may view and add Comments.
[] Enable Tracking

If Tracking is enabled, each instance that a user interacts with an item is recorded.

- ... __________________________________________________________}

5. Submit.




You will receive a
message that your
file has been
created.
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Next, click on the
down arrow, and
click on
Permissions.
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Choose
Permissions and
click OK.
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Your file is now in
the Content
Collection.
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