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This Reference Guide focuses on the File module and can be used in 
conjunction with the ‘User Training Exercises’ resources.
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The Files ‘parent’ link is to a Department.
The File provides a repository for Documents.
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Department



Add a New File

A new File can be added either 
from the Department File page 
or via the ‘new’ button on the 
Main Menu -  Add New > File 
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The File details include a Title, 
select the Department it belongs 
to, Type, Level, Deadline 
(optional), Visibility (public or 
private), Status, Contacts, 
Contact message and check 
boxes to show the File name and 
Entity or File name in email 
requests.



The File Record

1. File menu
2. File Details
3. File Action items
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File Documents

1. File Documents Action items list
2. Click on Document detail to view the content in the Preview pane
3. Document list filters to search for a Document from list.
4. Clear Filters – Show All
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File Duplicates

The File Duplicates page shows Entities that are potential Duplicates of existing Entities. These can be 
reviewed and duplicate Entity merged into the existing Entity. 
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1. Search field 
Type filter

2. Select the 
Entity to view 
to preview 
their properties 
and review 
against the 
Existing Entity

3. Click the 
checkbox to 
select a 
Potential 
Duplicate 
Entity to Merge

4. Click the 
‘Merge 
Checked Items’ 
to merge 
duplicates



File  Users

Select Users from the File menu

Existing File members are listed 
File users can be added by clicking the Add User button, select the User and assign a 
role. 
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Note: Only Users that are a member 
of the (parent) Department can be 
added to the File.



Make the Connection

Recommended next topic;
            Documents
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