Filebank - Finding & Replacing a Document
September 28, 2015
In the Civica CMS, all documents, such as PDFs, are kept in the FileBank. FileBank makes it easy to find and replace documents without breaking existing links.
If you already know what folder the document is in, you may skip this section, and drill down to the folder using the folder tree view, and proceed to the section of this document, Replacing a FileBank Document.
Finding a Document Using the Blob ID#
In order to find a document in the FileBank, you need to have a link to the document. Most times, you will receive are report that a PDF is out-of-date on the website, and you will want to replace the out-of-date document with a new one. In this example we will find the following document Municipal Code document from the document link:
http://www.santabarbaraca.gov/civicax/filebank/blobdload.aspx?BlobID=12151
1) Login to the Civica CMS Administration Site.

2) Click on the FileBank icon.

[image: ]

3) Hover over the Manage menu, and then click on the File Search menu item.
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4) The BlobID is the number that starts after the …?BlobID= in the URL string above. In this example, the BlobID is 12151. Enter the number into the BlobID field, and then click on the Search button.
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5) Click on the directory link on the search results page. This will take you to the folder (or directory) where the document is saved.
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6) Once you have found the file, you may proceed to the next section on replacing the document.

[image: ]
[bookmark: _Replacing_a_FileBank]Replacing a FileBank Document
1) Once you have found the document you wish to replace, click on the Edit Info link next to the document you wish to replace. [image: ]

2) You may wish to update the Title of the document. This will change the name of the file displayed in the web page and will not break the link.

3) In the upload section of the Modify File page, click on the first Browse… button.

[image: ]




4) Browse for the document. When you find the document, click on it to select it and then click on the Open button.

[image: ]

5) [bookmark: _GoBack][image: ]Update the Revision Date with the date you uploaded the replacement document. 

[image: ]6. Update the File Description and Keywords

7. When you have finished, scroll all the way to the bottom.
8. Check “Is File Active?”, then press “Submit”

[image: ]

Congratulations! You have successfully completed this procedure.
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