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Editing Communities, Sub-Communities, and Collection 

What will this document help you do?: 

1. Edit or Add Community, Sub-Community, or Collection level description information. 

2. 9Řƛǘ ƻǊ !ŘŘ ǘƻ ŀ /ƻƭƭŜŎǘƛƻƴΩǎ ǘŜƳǇƭŀǘŜΦ  ¢Ƙŀǘ ƛǎΣ ŜŘƛǘ ƻǊ ŀŘŘ ǘƻ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ that will be 

included in the item record of every item in the given Collection.  A Collection template is not 

required. 

3. Edit or Add a logo to the Community, Sub-Community, or Collection 

What you will need to Edit a Community, Sub-Community or Collection: 

1. A computer with internet access. 

2. Access to an IDeA administrative account.  Contact IN-ULIB-IDEA@exchange.iu.edu  if you have 

questions regarding this administrative account. 

STEP 1 

Go to the IDeA homepage at: https://idea.iupui.edu/dspace/  

Click on My IDeA 
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STEP 2 

Login to IDeA using an IDeA administrative account: 

Click  

 

 

 

 

 

 

 

 

 

STEP 3 

You should see the page below.  Click on  
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Scroll down till you see the Community, Sub-Community, or Collection which you would like to update. 

Click on it. 

 

 

 

 

 

 

 

 

STEP 4 

Click                    in the upper right hand corner of the Community, Sub-Community, or Collection page. 
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STEP 5 

Edit or add descriptive information as desired, then click                      . 

 

 

 

 

 

 

 

 

 

 

 

 

 


