Filebank - Changing a Folder Name or Folder Description
June 9, 2014
The Folder Name is always displayed in the website at the top of a Filebank Recursive Display page layout as seen below. The Folder Description is displayed below the Folder Name and above the list of documents in the folder. 
Changing the Folder Name and Folder Description will not break any links to the document. The change is instantaneous and will be visible the next time the page is refreshed.
In this example, Living Wage Information is the Folder Name and Effective July 1, 2014 - June 30, 2015 is the Folder Description.
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Procedure
1) Login to the Civica CMS website:
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp 

2) Click on the FileBank icon.
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3) Use the Manage Folders tree to open folders by clicking on the plus-sign [+]. Click on the folder icon to open the folder to which update the description.
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4) Click on the Manage menu and then select Manage Folders.
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5) Click on the Modify / Rename Selected Folder link.

[image: C:\Users\SNelson\AppData\Local\Temp\SNAGHTML590ff9.PNG]

6) You may update the Folder Name and the Folder Description. Click on the Submit button when you have made your changes.
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Congratulations! You have successfully changed a Folder Name and Folder Description.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Filebank_Changing_a_Folder_Name_or_Description.docx
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