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\  Working with documents and items

How to add new documents
'3 cClassic View

Using the Add Document icon

1. Navigate to the folder where you want to add the document
Enterprise * HUMAN RESOURCES MANAGEMEN... *
|| AWARDS AND RECOGNITION
REIRE]
B copy | G Move | 3¢ Delete | [} Zp & Download | [] Zip & Email | [ Emaillink | ¥: 27 | [§ b Add Item

[0 Type Name Size Modified
O | £ EXCEPTIONAL ACHIEVEMENT AWARD I 1ltem 2019-01-18 10:20
[0 B3 InsTanT AWARD 0ltems 2019-01-18 10:20

Bl copy | i Move | 3¢ Deletz £} Zp & Download | [] Zip & Email | [ Email Link

Ej

3. Select New and, then select the pull down menu

O

New

2. Select Add Document

Microsoft Word 2010 \%

4. Select an application (e.g. MS Word, MS Excel, etc.)

Add

5. Select Add

6. Create the document

7. Select Save ﬁ and, then select Close “
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Using the Add Item menu

1. Navigate to the folder where you want to add the document

Enterprise * HUMAN RESOURCES MANAGEMEN...

rj AWARDS AND RECOGNITION

B copy | G Move | 3¢ Delete | [} Zp & Download | [] Zip & Email | [ Email ink | 7¥: 27 | [ | &k Add Item

[1 Type Name Size Modifisd
I:‘ I L] EXCEPTIONAL ACHIEVEMENT AWARD | 1Item 2019-01-18 10:20
I:‘ ]  INSTANT AWARD 0 Items 20159-01-18 10:20

% Copy g Move 3 Delete J: Zp & Download | [] Zip & Email ., Email Link

. Select Add Item <= Add Item

N

JJ Discussion

~»| Document
Select Document from the pull down menu

4. Select New and, then select the pull down menu

®

New
5. Select an application (e.g. MS Word, MS Excel, etc.)

w

Microsoft Word 2010 v

Add

6. Select Add

7. Create the document

8. Select Save [.' iand, then select Close n
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