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Sometimes it is necessary to update an existing PDF, Word, or other 
document that already exists on the website. The Media Library makes it 
easy to do this without having to find and edit the pages the document is 
linked from. 

To do this, you will need to search for the document in the media library. If you do not know 
the media’s name, you can find what document you want to replace and copy the linked 
text for that document. 

Click on the Content menu item and click the media link. This will take you to the Media 
Library. 

 

Once there you can search for the media item you wish to edit in the form at the top of the 
page. Enter the name into the Media Name field and click Filter. 

 

 

The results will display below: 



 

Click the edit button to the right of the media item to edit it. 

This displays the form that allows you to edit the item: 

 

If you want to change the display name, you can do this by editing the Name field. 

If you want to replace the document itself, click the Choose File button under Replace file. 
Adhere to the same naming conventions as in the How to Add a New Document tutorial. 

As files are saved based on the month they are added, new files will be given a new URL 
path (even if the actual file name is the same). 

However, if the document is likely linked from an external source, such as an external 
webpage, newsletters, etc., and you do not want references to the document to be broken 
or outdated, you can keep the “Overwrite original file” checkbox checked. This will upload 
the new document to the exact file path as the current document. However, be aware that 
you may need to request that the website cache be cleared for the document to be 
promptly updated. 

If keeping the exact current file path is not required, uncheck this option. 



A file ready to be saved may look like the following: 

 

When completed, click the Save button. This will automatically update links to the 
document on all pages that reference this Media Library item. There is no need to edit 
those pages and replace the links. 


