How to upload a document to the TPA portal

After logging in to TPA portal you click on ‘DOCUMENTS’ (the title of the documents section) to open the documents site. Then select the folder you want to upload a document to. 
Please note: Only members of a workgroup are allowed to upload new documents or edit existing documents in the respective workgroup folder. All users are allowed to upload new documents or edit existing documents in the folder ‘Common for all members’. The ‘Board of Directors’ folder is only visible and editable for members of the board of directors.
You click on ‘Upload’ in top menu, select file or folder depending on what you want to upload and browse to the file/ folder on your computer to upload. Click ‘open’ to upload selected file. Now you will see the file in the folder. The file is marked as ‘recently added’ and under ‘Checked Out To’ you see the user name of who has checked it out/uploaded it. At this status the file is not published yet. So nobody is able to see it except the user who uploaded it and the administrator. To publish it, you have to select it, click on the three dots next to the file name, to open a menu, there select ‘more’ to see more options and select ‘Check in’. A Popup opens and asks which version you want to check in. Please select ‘1.0 Major version’ and answer the question of retain check out after check in with no. Press ‘OK’. Now the file is checked in and everybody can see it.
How to edit an existing document
To edit an existing document, you first have to check it out. After logging in to TPA portal you click on ‘DOCUMENTS’ (the title of the documents section) to open the documents site. Then select the file you want to edit, select it, click on the three dots next to the file name, to open a menu, there select ‘more’ to see more options and select ‘Check out’. Now the file is checked out to you. You can open it, do any changes you like and close it. No need to save it. To make this document visible for all you have to check it in again. Select it, click on the three dots next to the file name, to open a menu, there select ‘more’ to see more options and select ‘Check in’. A Popup opens and asks which version you want to check in. Please select ‘1.0 Major version’ and answer the question of retain check out after check in with no. Press ‘OK’ Now the file is checked in and everybody can see it. 
How to delete a file
[bookmark: _GoBack]To delete a file you don´t have to check it out. You select it, click on the three dots next to the file name, to open a menu, there select ‘delete’ and the file will be deleted. A file, that has been checked out by somebody cannot be deleted.

