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How to
Attach and Edit Linked Documents


If you have any queries please log a call with the IT Helpdesk on:
Tel: 01443 864111
             Email: ithelpdesk@caerphilly.gov.uk

Attaching a New Document.
From a pupil’s record click on Linked Documents on the Links panel
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To attach a new document click New and you will be given the option to choose the type of document to be attached.
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Click on the spyglass and navigate to where you have the document saved.   Choose the document, select OPEN | OK.
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Viewing and amending saved documents
Select document & select OPEN
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To view the document in its current state, simply select VIEW
Only select OPEN if you intend to edit the document.
[bookmark: _GoBack]When you select either VIEW or OPEN, the document will be downloaded to the workstation you are using. VIEW opens the document in READ ONLY view.
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If you select OPEN & make changes to the document, once saved you will then have the option to upload the file back to the document server.
Once you have saved any changes to the document and are returned to the Edit Note/Document: screen, you must select OK and not Cancel. You will be returned to the Documents linked to: screen.
NB: If CANCEL is selected to close the screen then the updated document WILL NOT be uploaded back to the document server. When the document is then viewed again on that particular workstation, it will show the local version that includes any changes but anyone else viewing or opening the document on another workstation will get the version from the document server which will be minus the changes.
You should now be back on the Edit Note/Document: screen & now have the SAVE option available & also the document should have a new blue symbol (pen & clipboard). The new symbol denotes that the file has been updated but has not been uploaded to the document server.
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To upload the file back to the document server:
Select the SAVE option
On the next screen, Upload Modified Documents, enter a tick to select the document to be uploaded.
Select UPLOAD.
[image: ]
The screen should now be showing that document has been uploaded to the document server.
Select CLOSE then OK to return to your starting screen.
If you have forgotten to upload documents, you can do so by also going to Routines | Documents | Upload Documents
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