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DOCUMENT MANAGEMENT DEEP DIVE
The Document Collection 

The document collection stores files that should be downloaded by site 
visitors. Examples include, Word, PDF and Excel documents, for example 

This is different from the media collection which stores images, audio, and 
videos files that are experienced while you are on the site and not intended 
for download.

Managing Documents
CATEGORIES & TAGS

Using categories and tags can help organize your documents and make it possible for you to display dynamic 
lists of files. Categories and tags will save you time in the long run, but they do require some thought and 
planning initially. It is important to consider your strategy for organizing your files. There is not one right 
way to do it, but some time planning how your office will organize its files will make managing files easier.

Each document can have up to four categories (one primary category and three secondary categories). 
Categories must be created before they can be specified for a document. Categories can be hierarchical; you 
can organize categories with parent- child relationships. You can think of categories like file folders.

Tags are less structured than categories. A single file can have an unlimited number of tags and tags can be 
created on the fly.

DOCUMENT URL UPLOAD

If the document you want to add to your collection exists on the Internet already, you can use the URL of 
the document to add it to your collection. When adding the document, switch to the File URL tab of the 
document uploader. You can copy the document onto our server, or redirect the user to the original file URL. 

UPDATING DOCUMENTS

You can update a document without having to edit any of the pages it was on. For example, you may have 
a form posted on your site. When you have an updated version of the file, find the document you want to 
replace in your document list. Choose Edit and upload the replacement document on the Edit File page. The 
updated document will appear in all of the places where the old document appeared. You will loose the old 
document.

PRESERVING URLS

By default, your document’s URL will include the filename of the document. This means that if you upload a 
new file, even using the Edit File page, the file URL may change. To prevent this, change the filename of the 
document before you upload it, or use the Rename option in the File Upload box after you upload the file.

OBJECTIVES
Build and insert files and file lists 
into pages.

Learn best practices for 
managing document libraries on 
the web.

Generate dynamic file lists.

Utilize the Alternate Title and 
Override Title features.

NOTES
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NOTES

Creating File Lists
File Lists are dynamically generated. They can be useful because they will automatically update when you 
add new files to your collection and you don’t have to specify each file individually.

Both tags and categories can be used to sort a document list. For example, you could have a document list that 
includes documents with a category of Meeting Minutes and a tag of “Board.”

SORTING

You can sort a list by almost all of the fields associated with the document. (A notable exception is the 
alternate title.) If you aren’t using it for something else, description is one field you can use to create a custom-
sorted list.

Alternate Titles
ALTERNATE TITLES

Alternate Titles can be used when you link to a document from multiple places on your site and you need to 
refer to it by different names in different places. For example, a document might have a “short name” that is 
used in text, and a “long name” that is used in lists.

Choose the “Use Alternate name if available” option when inserting the document or document list. If this 
option is chosen and the document (or a document in the list) does not have an alternate title, the main title 
will be used.

TITLE OVERRIDES

You can also override the title of the document ad-hoc as you are inserting it into you page. This should be 
done only when the link to the document is not descriptive, for example “Excel,” or if you are referring to the 
document in a paragraph. 

To use the title override when inserting a single file, specify a Display Name Override. Title overrides are not 
available for document lists.
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