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How to upload and edit documents - a quide

Central Authentication Service

Login with central username You are seeing this page because a website needs to
and password check your identity. After vou log in vou will be
returned to the website you wish to access.

Go to http://documents.manchester.ac.uk/admin
assword: Enter your University username
and password.

sites Your IT Accounts and Online Identity

« Sign Up to get vour IT Account, or check vour IT

account infermation
Login | clear ¢ Change vour password
* Recover a forgotten username or password or

Web Authentication Advice unlock vour account

& Contact the IT Servicedesk for help with vour IT

i. Always check that this page has the accounts
correct URL
Lhttps ://login.manchester.ac.uk/cz=/)
efore logging in.
2. Log out and close your wab browser
whan you hawve finished using services Available Features
that require authentication.

You may use these types of credentials to log in:
Read more security advice from IT Services » Central username and password

Integrated services include:
& Single Sign On authentication: CAS
& Federated identity: Shibboleth, SAML

« Legacy compatibility: Resource Proxy
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How to upload documents

StaffNet

The University of Manchester

/A\ Working here  News

Departments  Resources Community A-Z

StaffNet / University documents

< staffNet

V' University
documents

Documents (admin)

Upload a document

Guidelines for upleading
agocuments

Search and edit
documents

Policy menitering
Document archive

List of documents
(Staffnet)

Document search
(Staffnet)

Document hit counter

Admin You are logged in as mjrssfc

Welcome to the Documents and Exam Papers system - Adr
section

For con = - - = i technical issues email documents@manchester.ac.uk
Click on Upload
document

Note:

The default setting for new documents is now "Yes" which means that a University username and password are rec
to access the document. This should only be changed if the information should be accessible by the general public.

For more information see our guidelines.
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How to upload documents

MANCHESTER
1824

The University of Manchester

News

tattNet

Departments  Resources  Community

StaffNet / University documents

< staffNet

N University
documents

Documents (admin)

Upload a document

Guidelines for uploading
documents

Search and edit
documents

Policy monitering
Document archive

List of decuments
(Staffnat)

Document search
(Staffnet)

Document hit counter

Admin

Upload a document

Remember to read our guidelines befag
Document name*:

Document name: Compulsory. You can enter up to
180 characters in this field

Enter document name

Summary; >

Enter summary

Summary: Optional. Write
document synopsis.

You can enter up to 1000
characters in this field

Document type: Compulsory. Select one. Type could be a policy,

guideline, procedure, form, etc.
Typet: / If document is not in this list select ‘Other document’

Select type v

Owner: Compulsory. Select one. Owner should be a

Owner#:
Select owner

Password protected? (CAS-authenticated)®:

established unit in University structure. If your
departments is not on the list contact
documents@manchester.ac.uk

Yes ¥

Contact email*:

Authentication: Compulsory. Select Yes
(default) or No

EntaNgad contact email

Upload Tile™:
Choose fila | NoN

Select file: Compulsory. Browse for file to upload then select. File
extensions permitted are: .doc, docx,.xls, .xIsx, pdf, .ppt , pptx

Related document 1:

Reciprocal Select subject Ema_”
; email

Select subject
need

: Compulsory. Enter document owner or lead contact
. This does not necessarily
to be the email of person uploading the document.
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How to upload documents - a guide (continued)

Related document 1

Reciprocal Select category Select type

] Select category ¥ || All types ¥

Related documents. Optional. Select up to 4 related documents.
Select document Check the ‘Reciprocal’ checkbox if you want this relationship to be mutual

Mo document selected W

Related document 2

Reciprocal Select category _ Select type
] Select category All types

Select document

No document selected W

Related document 3

Reciprocal Select category
] Select category

Select document

No document selected W

Your document has been added to our database. Th

Related document 4

o to uploaded document page

Reciprocal Select category Select type

O Select categary All types Upload another document

X |

Select document

No document selected W

Upload: Once ready, press the Upload button. The resulting

Upload — page will show you a link to the doc info page (with doc url) or

to upload a new document
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How to edit documents

StaffNet

The University of Manchester

/A\ Working here  News

Departments  Resources Community A-Z

StaffNet / University documents

< staffNet

V' University
documents

Documents (admin)

Upload a document
Guidelines for upleading
documents /
Search and edit

documents

Policy menitering
Document archive

List of documents
(Staffnet)

Document search
(Staffnet)

Document hit counter

Admin You are logged in as mjrssfc

Welcome to the Documents and Exam Papers system - Adr
section

For con = - - = i technical issues email documents@manchester.ac.uk
Click on Search and edit
documents

Note:

The default setting for new documents is now "Yes" which means that a University username and password are rec
to access the document. This should only be changed if the information should be accessible by the general public.

For more information see our guidelines.
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How to edit documents

AAINCI l‘,?})_lll:l&

Le K4

University of Manchester

Working here News Departments Resources  Community

affNet / University documents / Admin

- StaffNet Search for a document to edit

7 University Doc ID:

if known, search by DocID which

documents ——————— ] isthedigit at the doc url, for

. example enter 48835:
Documents (admin) P

Keywerd(s): http://documents.manchester.ac.
Upload a decument uk/display.aspx?DoclD=48835
Guidelines for upleading
documents select owner: All owners v
Search and edit Select document type: | All types v
documents
Policy menitering Select output: | All outputs v
Document archive Select if student-related: |All ¥
List of documents sdded by: [Al .
(Staffnet) Added by | A
Document search Selact if CAS-authenticated: All ¥
(Staffnet)

. Status: Available »
Document hit counter

Exam Papers (admin) Order by: By relevance v

Exam upload
Exam publishing

Eormmme b e Lo moumom


http://documents.manchester.ac.uk/display.aspx?DocID=48835
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How to edit documents

Community A

Upload a document

Guidelines for uploading

documents Select owner: All owners _|In.l to up Oad df_"“_._J'T':‘ﬂtS i—-| —In":.

Search and edit Select document type: All types v Cﬂ iﬂe DCCU ment 5}"51@[“’]

documents 0739

Palicy manitaring Select output: Al outputs v o

Document archive Selact if student-related: Al ¥ Click on Edit this

List of docurents T You will see search -] document

(staffnet) results at bottom of page.

Document search Selact if CAS-authenticated: All ¥ Click on relevant link - ot e
(Staffnat)

- Status:| Available ¥
Document hit couniter

Exam Papers (admm} Order by:| By relevance v

Exam upload
Exam publishing

Exams to go live soon Your search returns 1 item(s).

Restricted papers D Title

search and edit exams 7391 | How to upload documents in the Online  University Marketing Guideline
Document System T

Availzble academic years

Past papers system

Editing page: edit as
needed and click on
Update







