How to Update a Scribe -
Document in the System

1  Navigate to Cascade CMS

2  Click "Go to a Site"

=)
Welcome back “"180 TNhEWdCOﬂEQbI’.E T—
; i is widget must be configured with a Site be
Matt hE‘.N Garcia content. Use the settings icon in the upper rigl

this widget to configure it.
+ Add Widget (2 Reset Dashboard

My Content
Sticky Announcements m

Recent Owned Content

Workflow Submission Hours
You have no starred assets.

« Monday - Thursday 7:30 a.m. -5 p.m. C5T
* Friday - 7:30 a.m. - 3:30 p.m. CST
+ No workflows accepted on UIW holidays
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3 Navigate to the site you would like to update.

Select a Site X

Q, Type here to filter Sites list
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4  Expand the site's folder system.
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5 Click"_docs" folder
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6 Click on the document you would like to replace.
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7 Click "Edit"
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ydate a document in Cascade

1. Log in to your Cascade user account at
https://uiw.cascadecms.com/home.act
2. Click the “Go to a Site” field at the top left corner or the

8 Click "choose"
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9 Select the document you would like to replace the current
document with and click on it to open it.

Click "Preview
10 Draft"

Close

_________________________________________________________________

11 Click "Submit"
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