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Check before you submit: 
 Has your document been approved by the appropriate Committee(s)? 
 Are the details you entered for approval body and date correct? 
 Have you used the correct title, e.g. title of policy, for your document entry and 

document title? 
 Is your document in PDF format? 
 Has a link been provided for further information and related documents? 

PLEASE NOTE: The Governance Document Library only holds official approved versions of 
regulations, policies and procedures. Any additional documents related to a policy or 
procedure should be made available locally by policy owner. 

 

ADD YOU AS USER 
Before you can submit a document we need to add you to the Infohub 
submission system as a user. If you are not already a user, please 
contact univsec@ucd.ie. 

INFOHUB SYSTEM 
To submit a new document or make amendments to an existing entry 
login to Infohub with your UCD ID and go to Systems > Governance 
Document Submission > My Governance documents. 

ADD NEW DOCUMENT 
1. Fill in the online form > SUBMIT AND UPLOAD DOCUMENT 
2. Fill in document details and upload > UPLOAD AND SAVE 

EDIT EXISTING ENTRY 
1. To upload an updated version of existing document go to > My 

Governance Documents > Select Relevant Policy from list > No. of 
Documents > Add New Document 

2. To add a link for further information go to > EDIT 

PUBLISH 
After you submit a document we need to publish it before it appears 
in the Library. This takes 2-5 days. To speed things up, email 
univsec@ucd.ie. Once published you will receive a confirmation email. 
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