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Individual Documents

You can make changes to the meta data of individual documents in your library by navigating to your Documents
cards library, finding the applicable document and click on edit. This allows you to not only review the revision
history but you can also modify any of the meta data and even upload a new file if required.

Documents cards library

To update a new files in the cards drag and drop files into Document cards, or create a new card and place a file there,

Sub-Supplier | Select or type ahead... “ | DocName @ Q Folder = Select or type ahead... v
Disabled [ @ Expired Only © Grid Row Calors %) Export to CSV o Import from CSV 3 Dawnload ZIP
[[]  Sub-Supplier = Sub-Supplier Doc Name | Sub-Supplier Expiry Date of Doc | Wolfe PA Doc Name Wolfe PA Last Review Date | Card Expiry Date = Folder Tools Sub-Supplier Doc Ref |
[ | BB Electric Actuator Electric Actuator O&M | 2019-06-20 Manual | & & T
[F1 | ABB Pneumatic Actuator 2019-12-16 Pneumatic Actuator O&.. | 2019-06-13 2019-12-16 Manual f‘
] | ABB ABB 2020-06-14 Pressure Test Procedure 2019-06-13 2020-06-14 Test Pr... | & & Tl
4 »
No more pages Show on Page: 20 |

Multi Documents

You can make changes to the meta data of multiple documents in your library by navigating to your Documents
cards library, selecting applicable documents and pressing the Export to CSV. When you open your document you
can then make changes to the applicable columns. Note there are two columns that you do not change, ID and File
Name (Do Not Touch) and any columns with an asterisk are mandatory. After all changes are complete save your
file in CSV format, navigate back to DocBoss and press the Import from CSV above your grid.

Documents cards library

To update a new files in the cards drag and drop files into Document cards, or create a new card and place a file there.
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