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AGENDA

1. Status
2. Training
3. Documents

1. Internal vs External
2. Archiving
3. Migration
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STATUS

Committees: 41
Pages: 172+
Complete: 53%
Target: 11/15
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TRAINING

• Flex week Spring 2024
• 2 Parts
• Beta Group in December
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DOCUMENTS 5



INTERNAL VS EXTERNAL

• Who should see this?
• Is it required for Brown Act or Accreditation?
• Is this for public consumption?
• Is this a final or working document?
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ARCHIVING 7



DOCUMENT MIGRATION – THE OLD SITE 8



COMMITTEE MEETING – OLD SITE
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ADDED TO COMMITTEE PAGE



APPEARANCE ON PAGE



ADD TO CONTENT



ADD ANYWHERE



SINGLE FOLDER 14

> 20,000



NEW SITE FOLDER STRUCTURE 15



ONEDRIVE



FILE NAMING RULES

• Maximum filename length is 128 characters
• No spaces
• No periods other than the one before the file extension
• No special characters such as !@#$%^&*(){}[]<>|~
• This leaves:

• Upper or lower case letters A-Z
• Numbers 0-9
• Hyphens –
• Underscores _
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NAMING GUIDELINES 2017-18

• cc-2017-18-agenda-20171006.pdf
• cc-2017-18-f-bp-2430-deleg-of-auth-20171006.pdf
• cc-2017-18-g-program-pathway-mapper-20171006.pdf
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NAMING GUIDELINES 2017-18 (cont.)

• File name: cc-2017-18-agenda-20171006.pdf
Appearance: cc 2017 18 agenda 20171006.pdf

• File Name: cc-2017-18-f-bp-2430-deleg-of-auth-20171006.pdf
Appearance: cc 2017 18 f bp 2430 deleg of auth 20171006.pdf

• File Name: cc-2017-18-g-program-pathway-mapper-20171006.pdf
Appearance: cc 2017 18 g program pathway mapper 20171006.pdf
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ACADEMIC SENATE 
EXAMPLE



REDUNDANT FILES

• Filename.pdf
• Filename_0.pdf
• Filename_1.pdf
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MARCHING ORDERS (Summary)

• Look for Training in 2024
• Organize files
• Rename files
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QUESTIONS 23
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