Uploading documents to a docs folder

Best practice is to upload your documents into a “doc” folder to keep your folders organized and make

finding your documents easier.

Naming convention for Images and documents uploaded to Cascade is that the
name should NOT contain spaces or any special characters.

/ Correct: nancy_test.pdf X Incorrect: nancy’s test.pdf

Selecting the folder you wish to upload the document
to (in most cases you will have a “docs” or "doc" folder
and that is probably where you will want to upload
your document to). To select the folder, highlight it
and then click on the arrow “>” at the right.
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Once that folder is selected, click
"Add Content" and then click PDF.

Note: These instructions apply for
uploading all documents (e.g.
Word, Powerpoint, etc.) — just click
PDF and continue



A new window will open. You can drag and drop a document or click “choose” which will allow you to
search on your hard drive for your document. Once you find the document, click on it and hit open or
double click.

Your document will appear in the document upload window, click on the “Advanced Submit” (three
ellipses) icon and then click “Submit”.
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Click on the three elipses
File Name * (Advanced Submit) icon and

Your document’s name will appear here. then click "Submit
Albert_Einstein_rull_CV.pdf Note: naming convention for documents
is the same as for images, no spaces or

special characters.
Placement Folder *

Drag and drop a file in this box or click “choose" which will allow you to search on your computer for your document.

Drop file(s) here or choose some from your computer

Received file: Albert_Einstein_Full_CV.pdf, 29.72 KB

File name will also appear here to show it has been received.
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