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How- to reorder documents on the workspace
Step 1 : Log onto the back-end of the workspace, Joomla! Panel using your same workspace login information
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Step 2: Select Components( DOCman(Documents from the drop down menus 
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Step 3: Find your folder under which the files you would like to reorder are located. Do this by scrolling through the folder list in “Select Category” option (‘categories’ are the technical term for ‘folders’)  
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Step 4: Under the order column, you can either use the green arrows to move documents up or down (ideal for a folder with only 2 or 3 documents) or use the number field next to green arrows in order to number the order (ideal for larger number of files). If you use the second option, please click on the save floppy disk icon next to ‘Order’ so your numbering is saved.
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Step 5: Go to the workspace and refresh your folder page to see the new ordering of documents and whether the changes were saved and if further amendments are needed or not. 

Any questions or difficulties? Write : nicki.mokhtari@undp.org or admin@unredd.net
