#7 Cascade Content Management System Quick Sheet

M File:

Update a PDF File

SITE CONTENT escholarshipfrostburg_creativecojr 4 ®
Library: / _files / pdfs Edit Details !
1. Loginto Cascade at W Trash
cascade.frostburg.edu:8080 Library X PN e o orees
and select your SITE (in _cms
the upper left area of files ?
S5 . . N .
the Dashboard). _
images “fou may add & Creative Cammons License to your iem. These foenses help inform others how the item
may or iy ot be wsed. Adding = Creative Commons lioense is generally recammended. Visit the
includes ey [Drwm i or contact your repositary administrator o find out which icensing options are.
2. In the SITE CONTENT R T S R
. holarshipfrggth ;
area to the left, find and B escholarship {?D" 1 © | pustc Donain | Choos i optn £ gy 1= o5t on e femou =
. . B iournal or datd u Chnse thie. anfinn in wake all corurinhts io the fem
click on the PDF file you
want to update (1 in top image). Very often PDF files are in the _files/ or _files/pdfs/ folder.
3. Next click on the Edit button in the upper right area (2 and outlined 5 S = -
1 1 = Close Save_&
N tOp Image) Eentetlll Metadata | Configure | Fullscreen 2
Display Name
4. Click on the choose link in the “Drop a file here or choose one escholarshipfrostourg creativecomm
from your computer” sentence (1 and outlined in second e
image).
. . 1
5. Find the file on your computer that you want to upload to Dropanwenereermmyommputer
replace the current PDF with and click Open and Ok. Next click
Save and Preview and the new PDF file you selected will open
on the screen.

When you save this PDF as described below, it will replace/overwrite
the original PDF file keeping the original file name. The file is not
saved until you complete the Submit

and page check process below. SITE CONTENT @ B File: escholarshipfros
Library: / files / pdfs Dis
1. Clle the submit button (Outllned |n 'i'-rrash You are previewing a draft. To make these changes permanent
bottom image). vy .
2. Then click Submit again _cms
. _files » Revised eScholars
3. Address any reported issues. _ License Form
4. Your page is now saved. images You my 2 3 Crestu Compons Lsee o o e, e e
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