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Document Library Guide 
Adding New Document Link  
There are three functional areas where to add new document link in CADENCE,  

1. Constituents under Data Steward Tab 
2. Support & Training  
3. Analysis under the Information Library section 

 

Click Add button and input the following information for each document 

 

1. Document title 
2. Description to summarize the purpose and content of the document 
3. URL link to the document or where it is stored 
4. Functional area from the dropdown 
5. Data Steward Responsible  
6. Date Last Reviewed or Created 
7. Document Type from the dropdown 
8. Team Name 
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Edit Existing Documentation Library Record  
Click the chevron button to expand the document details then click Edit button: 

 

Update details example when the document was reviewed Data last reviewed field will be 
updated manually and click save button. 
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Filter Document Record 
Each column can be filtered example below type search word then click apply. 

 

Sample result below: 
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How to upload and edit file in Development Intranet (BBIS) 
1. Go to the file repository https://forever.clemson.edu/di/cadence/file-repository 

 
 
 

2. Select the corresponding team example annual giving  

 

https://forever.clemson.edu/di/cadence/file-repository
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3. Click Add document then it will ask you for Name and Description then choose file to 

upload then click UPLOAD. 

 
4. Next step is to add the new link of the added document to CADENCE Document Library 

Page. 
 
 

5. While to replace the existing file with updated version click Edit button 
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6. Edit Description and choose the updated version of the file then click UPDATE button. 

 

Note: When editing, do not update the NAME field to avoid confusion with the initial 
file name. 
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Document Library Process Flow 
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