Columbia University Finance Training
Job Aid: How to edit and upload files to the forms and documents library

This job aid details the process of adding new files to the forms and documents library and how to
update existing documents. It is designed for users who make edits to the following websites: Finance;
Travel & Expense; Student Financial Services; Registrar; Student Service Center; and University Policies.

What is the forms and docs library?

The forms and docs library is where documents are hosted on the site and accessed by users. The purpose of housing
documents within their own content page type is for ease of updating. When you update the document on the document
content page, any instance where the document page is linked throughout the site will be updated as well, minimizing the
upkeep we must do to keep the content our site current and accurate. The section is titled “Forms and Documents” because
some of the PDFs and Excel Sheets uploaded might be forms that users need to print or fill out. Please don’t click on the
Forms button on the top navigation bar when you’re logged into the site — this is something completely different.

Example of a document content page:

C O LU M B IA F I NAN C E Home - Contact Service Center - Organizational Charts

Finance Topicsv  Systemsv  Forms & Documents  Training Policies About~

Home Forms & Documents Chase Cash Concentration Unclaimed Funds

View Edit Delete Revisions Clone

Document Categories

Chase Cash Concentration
Unclaimed Funds

Tools

Document Topics

Accounting Operations

June 20, 2023

Refer to the Chase Cash Concentration Unclaimed Funds document to assist your month-
end closing procedures.

I Chase-Cash-Concentration-Unclaimed Funds.pdf 215.44kB

Example of the forms and docs library:

C O LU M B I A F[ N A N C E Home - Contact Service Center - Organizational Charts

Finance Topics v  Systemsv Forms & Documents  Training Policies About~

Home Forms & Documents.

View Edit Delete Revisions Clone

Forms & Documents

ARC Natural Account List

B Sort Documents By
BE Keyword filter:
O Last updated: June 23, 2023 [ ocit document }

Type keywords to filter Q
Alist of all ARC account numbers with descriptions. Demara Cotenmrios N
Topics: Systems, ARC Topics -~

ARC Segment Pivot Tree

0

O Last updated: June 22,2023 [ esit ocument ]
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How do | add a new document to the library?

This is for when you are adding a new document to the library that hasn’t previously existed on site. If a previous
version of the document exists (example, Cost of Attendance Document from last year) please edit the existing
document content type rather than create a new one.

1. Log in to the site you’re trying to edit. To log in, go to the homepage URL and type “/user” at the end of the URL
(do not include the quotation marks), then hit Return to navigate to that page. You will be asked to authenticate,
which will log you into the site and return you to the homepage.

2. On the editor toolbar at the top of the page, Click Add Content. You will be taken to a list of different content
items you can add. Click Document.

IMCE IMCE Content library Add Content Menu Taxonomy Site Settings People URL aliases Forms Redirects
| Adda content

Home

Used by Graduate, Faculty Profiles, News Articles.

Alert

An alert with status level attributes that can get local or globally syndicated to other sites in the platform.

Basic Page
Use basic pages for your static content, such as an 'About us' page.

Bookshelf

Provides information for Bookshelf content.
Deadline

Decision Tree

Document
Provides document content type and related configuration.

Event

Image
Item for image gallery

Landing Page
Provides Landing Page content type and related configuration. Use /anding pages for your dynamic content, such as a 'homepage'.

News Article

Use articles for time-sensitive content

Person Profile

3. Fill in the Title Field with the title of your document. Add the current date to the Last Updated Field.
Click Open File Browser to add your new document. This will take you to the IMCE.

Documents

Add a new file

Open File Browser

Unlimited number of files can be uploaded to this field.
100 MB limit.
Allowed types: txt pdf doc docx xIs xisx jpg jpeg png gif ppt pptx.

5. Within the IMCE, find the folder where your content will be housed. It is important to keep the IMCE organized so
other users can find what they are looking for. Once you find the correct folder for your new document, Click
Upload. Once your file has been uploaded into the IMCE, Click Select.
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[ NON ] File Manager | Columbia Finance

& finance.columbia.edu/imce/public?sendto=imceFileField.sendto&fieldld=edit-field-cu-files-0

3 Refresh PgNew folder 1 Upload f[j Delete « Select

o I public:// NameV Size Width Height Date ‘
= [ content Job-Aid-Uni-Protect-Pages-SFS.p: 198.9 KB 2023-07-05
= I Trainic Job-Aid-Tables-SFS.pdf 2023-07-05
= I pri Job-Aid-Related-Content-Block-SFS. pdf 2023-07-05
Job-Aid-Hyperlinks-SFS.pdf 2023-07-05
Job-Aid-Cloning-Best-Practices-SFS.pdf 1MB 2023-07-05
Job-Aid-Basic-Page-SFS.pdf 680.2 KB 2023-07-05
: Job-Aid-Accordion-SFS.pdf 1.6 MB 2023-07-05

7 items (7.9 MB)

o)

After you click select, you will be brought back to the back end of the document page and your document will
appear here.

Documents

Job-Aid-Tables-SFS.pdf
ot Remove

Add a new file

Open File Browser

Unlimited number of files can be uploaded to this field.
100 MB limit.
Allowed types: txt pdf doc docx xis xisx jpg jpeg png gif ppt pptx.

6. Fill in the Document Categories and Topics fields with the corresponding content. The taxonomy will autofill as
you type (ex. If the category is “Tools” and you type the letter T, the category “Tools” will appear).

7. Add a brief description of your document to the Summary Field. This is what will appear in the larger forms and
documents library menu to give users information about your document.

8. Below the summary, Click Add Text and add the brief description of your document there too. This text will
appear on the document page itself above where users will click on the link to your document.

9. Ifyou want to keep this document uni-protected Click Require Login to View This Content.
10. Click Save to Create the Document Page
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Text format | FulHTML v About text formats

Content
No Paragraph added yet.

Add Text ~ | toContent

¥ Published

(:JRequive login to view this content

If this checkbox is selected, a user will be required to login in order to view it.

11. After you select Save, you will be brought back to the user view of the document page you just created. There will
be a green bar near the top navigation to alert you the document page has been created. Your new changes will
appear immediately on the page.

How do | edit an existing document in the library?

This is when the document you want to add to the site already exists in a previous iteration. You must update the
document on the document content page, rather than locally on the various basic pages it may be referenced,
because updating here will update the content everywhere it is linked.

1. Log in to the site you’re trying to edit. To log in, go to the homepage URL and type “/user” at the end of the URL
(do not include the quotation marks), then hit Return to navigate to that page. You will be asked to authenticate,
which will log you into the site and return you to the homepage.

2. Look for the editor ribbon on the page and select Edit. This ribbon is toward the top of the page underneath the
main navigation menu. It will only appear if you are logged into the site. Once you click Edit, you will be taken to
a backend editor’s view of the page.

3. Click Remove on the document you want replace. Click Open File Browser to add the new document to the
IMCE. This will take you to the IMCE.

4. Within the IMCE, find the folder where your content will be housed. It is important to keep the IMCE organized so
other users can find what they are looking for. Once you find the correct folder for your new document, Click
Upload. Once your file has been uploaded into the IMCE, Click Select.

5. Update the Last Updated Date Field to the date the new document was uploaded. If the document hasn’t
significantly changed from the prior version, you should not need to update the summary and text box along with
the date.

6. Scroll down to the bottom of the back end of the page and select Save.

7. After you select Save, you will be brought back to the user view of the document page you just edited. There will
be a green bar near the top navigation to alert you the document page has been created. Your new changes will
appear immediately on the page.
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View

Edi

t Published

Last saved: 06/20/2023 - 11:20
Home / Forms & Documents Author: mw3583
Tite * [ Create new revision

Chase Cash Concentration Unclaimed Funds
Last Updated URL ALIAS

06/20/2023 O
¥ Generate automatic URL alias.

The date the document was last updated. ] Uncheck this to create a custom alias below.
URL allas
O Featured Document

Specity by which thi For example, type “/about” when writing an

Documents Coln

Remove F
Add a new file
| omsmon |
Unlimited number offles can be uploaded o Whisfsd

100 MB limit
Allowed types: txt pdf doc docx Xis Xisx jpg jpeg png oif ppt ppt.

Document Categories

Tools (515)

Topics.

Accounting Operations (400)

C O LU M B IA F I NAN C E Home - Contact Service Center - Organizational Charts

Finance Topics v Systemsv Forms & Documents  Training Policies About~

Document n Inclaim nds has been updated.
Home Forms & Documents Chase Cash Concentration Unclaimed Funds
Vie! Edit Delete Revisions Clone

Document Categories

Chase Cash Concentration .
Unclaimed Funds

Document Topics

Accounting Operations

June 20, 2023

Refer to the Chase Cash Concentration Unclaimed Funds document to assist your month-
end closing procedures.

I Chase-Cash-Concentration-Unclaimed Funds.pdf 215.44 k8

Getting Help

While editing a page, if you accidentally delete the wrong content and need to start over, simply click the back arrow in
the top left of your browser or close out of the browser tab or window completely.

As long as you do not save any mistakes you will not publish any mistakes.

If you need assistance creating, editing, removing, or recovering an accordion on your website, please contact the Finance
Web Team at financewebteam@columbia.edu with a summary of your needs.



