ANCOR Connected Community
Add a Document to a Library
You can add documents, PowerPoint presentations, videos, etc. to be used as resources by others in the community.

Select “Libraries” and “Add Document” from the top navigation bar.

The add document screen has three easy steps.

Step 1.  Identify your document.

In the first box, enter the name of your document

In the larger, second box, enter a description of the document.  This will usually include the source and author(s), the date, and possibly the circumstances (for example, a presentation at a conference).  Be brief but include enough information to clearly identify this document for someone who’s looking for it.

In the third box, activate the drop down window and select the library top which you want to add this document.  Once this processes, you can select another library for the same document, if this is appropriate.
Once you’ve selected all the appropriate libraries, click on “save” to save the description and library assignment for this document.

Step 2.  Upload the document.

Enter to location of the document.  Usually, it is easiest to select “browse” next to the document “select file” window and find the document in your library.  Double click the document or highlight the document and then click “open,” to add it here.  

After the request processes, you will see your document’s name replace the “select file” space.  Click “upload” to upload your document.

Step 3.  Assign tags.

Tags are essential to the library function, because they allow others to look for the document based on the subject matter.  

Go through the list of tags and click to check the box for any tag that applies.  When you are finished, click “continue” at the bottom of the page.  

You will then be taken to the new file you have just created.

