
BDM Re-Index a Document 
Mistakes can happen and sometimes a user may need to re-index a document to another person’s electronic file or 
change the document type. Only an entire document can be re-indexed. If a user wish to re-index a page(s) of a  
document refer to BDM Copy or Move a Document. 

Re-Index a Document 
1. Start from the Admissions Application screen from within BDM. 

2. Search for a document. 

3. Select a document to view. 

4. Select Document Index. 

5. Select Modify located at the bottom of the screen. 

6. Change the ID or Document Type. 

7. Select Save. 

 it.wvu.edu/services/training │ 304.293.4444 │ ITSHelp@mail.wvu.edu 


