
 

Documents Guide 
You can upload documents to share with members of your organization. 

To begin, visit your student organizations main page. There will be organization menu bar, click 

on the “Documents” tab in the middle of this menu bar. Depending on your organization, there 

may already be some folders or documents already uploaded on this screen.  

1. You are able to upload a document or to create a new folder; the Center for Student 

Involvement suggests to start with creating a folder so that you can keep all of your 

documents organized.  

2. To create a folder, a pop-up will appear giving you some control over how to proceed 

3. Name your folder and grant the correct permission for it. 

a. Public: Everyone has access into this folder and read over the information saved 

within.  

b. Anyone on Campus: Anyone with a TigerLink account can access this folder 

can read over the information saved within. 



 

c. Organization Roster: Any member of your organization can access this folder 

can read over the information saved within. 

d. Specific Organization Positions: Specific officer positions in your organization 

can access this folder and read over the information saved within 

4. Once you’ve created your folder, you can start uploading documents into that folder; like 

when creating a folder, a pop-up will appear 

5. You can upload any of the file types listed above, as well as name the document and 

indicate a type of document that is it. Once the type of document is selected, you will 

also have to set the permissions for access like you did when you created a folder.  

6. If you need to alter a document or folder, click the three dots on the right side of the 

screen aligned with the desired change. 

7. This will allow you to open, move, rename, change permissions, or delete the folder or 

file. 

 


