
How to Upload 
Documents to 
CRIL Projects

From the front page, begin by logging 
into your account. 
Click “login”
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You will be directed to the “User Account” 
page where you will enter your username 
and password then click “Log In”



You will be directed to your personal 
account listing out groups associated 
with you.

Click the group you wish to view.
For the sake of this example we will click on 
“Humboldt Convivial Research Collective”



You will be taken to the group’s home 
page.

These tabs will help you navigate 
between different sections of posted 
materials.

This menu on the right-hand side will 
help you post materials.
For the sake of this example, we will 
be uploading an “Archive Reading” 
by click on it.



You will be taken to the 
“Create” page.

Be sure to add a Title

Followed by text that 
will be useful for 
understanding this 
particular post.

In the case of the 
example, it will be the 
reading’s name which 
will also be hot linked.

Choose your 
“Audience” meaning 
pick the group you are 
posting this to.

In the case of the 
example, it will be 
posted to “Humboldt 
Convivial Research 
Collective.”

When you are 
done, click 
“Save”



For our example, we have filled in the 
title, selected its “Reading type” as 
“Article,” and entered the title once 
again in the body text.

To upload your file, it must be 
hyperlinked. 
Start by highlighting title of the 
document and then click the “Insert/
edit link” button



The “Insert/edit link” window will 
open.
Click on the “Browse” button to the 
right-hand side to choose the file that 
will be linked.



The “File Browser” window will open.
Click on the “Upload” button to 
search for and upload the file from 
your computer.



This side window will open up.
Click on “Choose File” to search for 
the file on your computer.



A window showing your computer’s 
files will open. 
Find the file on your computer. 
Select it and the click “Choose.”



You will see the name of the file 
entered into the side window.
Click “Upload” once you confirm it is 
the file you want.

Once your file uploads, click the “X” 
in the upper right-hand corner to 
close side window.



Find your file from the list of 
uploaded files and select it (it will be 
highlighted).
Next, click the “Insert file” button.



You will return to the “Insert/edit link” 
window and see the file name 
appear.
Click “Insert” button to finalize 
and link your file to the text
you highlighted.



The text that is hyperlinked will 
appear blue.

Scroll down to the bottom of the page 
and click “Save.”



After clicking “Save” you will be taken 
to this confirmation page that reviews 
everything you have inputed.

Once you review, click the group name to go 
back to its home page. It appears in the top 
left.

In the case of this example, we would click 
“Humboldt Convivial Research Collective.”



You will return to the group’s home page and see your entry 
posted on the “All Activity” tab and will also be visible in the 
tab corresponding the type of post you created.

For the example, we would see it posted in the “Readings” 
tab.


