
How to change 
document attributes

b) The document upload mask appears. You can now change any attribute in the document and 
save at step 7.

Once you have uploaded a document, you might decided that you want to 
add it to another page, or change its description, or replace it with an up-
dated version. Here is how to do this:
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a) Find your document and click on Edit. 
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c) If you want to change your document from private to public or from public to private, you need to create 
a new entry. This is because the document needs to be uploaded to a different ShareWeb place. One that is 
either accessible to the general public or one that is accessible only to members..

d) In this case, you need to delete this entry: Click Delete item. This will delete the document for the entire 
ShareWeb page. For all other changes you don’t have to upload the document again.
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e) You can overwrite the existing document with a new document from your computer. Click choose file and 
select your document on your computer.
f) Click the Overwrite existing file box, and click on Insert.

Remember, these fields are mandatory: Title, DocumentUrl, Language
Without those, you will not be able to save your changes properly.
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g) At the end (step 7) you can save your changes. 

h) You can save your changes at any time with the Save button on top of the page. But if some fields are miss-
ing, this save button will not let you know where you made a mistake. Use this button when you are more 
experienced with the document edit mask.

i) The changes you have done might take up to 5 minutes before they become visible on ShareWeb. This is 
due to the internal update mechanism.
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