
Using ETDM Library

Getting Started

You can access the ETDM Library by clicking on the HELP 
menu.  Once you have the HELP menu open, locate ETDM 
Library and click on the link.  When the ETDM Library opens, 
you can search by entering a keyword, selecting a category, or 
both.  Clicking on the name of the document will open it in a 
new window and allow you to view it.

To print the selected 
document, click on the printer 
in the toolbar.
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Using ETDM Library

Adding a Document 

To add a document:

1. Enter the name of the document.
2. Select one or more organizations that would be allowed to edit or delete the document.
3. Select the file to be uploaded into the ETDM Library by clicking on the Browse button to 

navigate to the file on your computer or local network. Only PDF, JPG, PPT, and XLS files 
are allowed to be uploaded.

4. Enter the publication date of the document. The date can be formatted any way you like.
5. The last thing you do is select a category you would like the document to be associated  

with.
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Editing a Document
If you are an administrator and/or are associated with the organization relating to the 
document, you will see the edit (    ) and delete (X) icons next to the document.  If you don’t 
have access, you will see “read only” next to the document.

Click the Add button 
to open the form to 
add a document to 
the ETDM Library.
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Editing a Document Cont…
If you are authorized to edit a document and choose to do so, use the “Edit” screen (which is 
identical to the “Add a Document” screen). When you select a document, the “Edit” screen 
will open, populated with the selected document’s information.  Make changes by clicking in 
the fields, and then revising or adding information.


