
 
 
 
 
 

 

 

 

¦ǎŜǊ aŀƴǳŀƭ ǘƻ ¦ǇƭƻŀŘ LƴŦƻǊƳŀǘƛƻƴ ǘƻ ¦t!5LΩǎ ²ŜōǎƛǘŜ 

Technical Committees 

 

Lƴ ƻǊŘŜǊ ŦƻǊ ¦t!5LΩǎ ¢ŜŎƘƴƛŎŀƭ /ƻƳƳƛǘǘŜŜǎ ǘƻ ōŜ ŀōƭŜ ǘƻ ǎƘŀǊŜ ǘƘŜƛǊ ǿƻǊƪ ŀƴŘ ǘŜŎƘƴƛŎŀƭ 

activities, the Home has developed a more efficient and direct manner for them to 

upload thŜƛǊ ŀƴƴǳŀƭ ǘŜŎƘƴƛŎŀƭ ǊŜǇƻǊǘǎ ŀƴŘ ƻǘƘŜǊ ǘŜŎƘƴƛŎŀƭ ŘƻŎǳƳŜƴǘǎ ǘƻ ¦t!5LΩǎ 

website. 

This posting system responds ǘƻ ǘƘŜ ƴŜŜŘ ŜȄǇǊŜǎǎŜŘ ŀǘ ¦t!5LΩǎ LƴǘŜǊƴŀǘƛƻƴŀƭ 5ƛǊŜŎǘƻǊŀǘŜ 

meeting in Buenos Aires, Argentina, in 2010, and would allow the technical committees to 

disseminate information about their activities. 

This manual has the purpose of providing a complete explanation about the use of this 

tool to make it even easier for its users. 

In order to use the tool, each committee president will be assigned a username and a 

password. Each representative has to change the password after receiving it.  This will 

guarantee full confidentiality in the handling of the information posted on the website, as it 

ǿƛƭƭ ōŜ ŜŀŎƘ ŎƻƳƳƛǘǘŜŜΩǎ ǇǊŜǎƛŘŜƴǘ ǿƘƻ ǿƛƭƭ ōŜ ƛƴ ŎƘŀǊƎŜ ƻŦ ǇƻǎǘƛƴƎ the documents.  

If you have questions, please contact us at upadi@upadisede.org, 

consejotecnicoupadi@cfia.or.cr, aarias@cfia.cr, or by SKYPE (upadi.sede.costa.rica).   

You may also call us at (506) 2202-3900, extension 3979 or 4075.    

 

 

 

 

 

 



 
 
 
 
 

I. ACCESSING THE TOOL 

1. First, open your favorite browser. 

2. Then, enter the URL mail.upadisede.org in the address bar, as shown:  

 

When the page is complete, you will see the page shown below:  

 

 

3. The next step is to enter your username and password.  

These data will be pǊƻǾƛŘŜŘ ǘƻ ǘƘŜ ǘŜŎƘƴƛŎŀƭ ŎƻƳƳƛǘǘŜŜΩǎ ǇǊŜǎƛŘŜƴǘΣ ǿƘƻ ǿƛƭƭ ƘŀǾŜ ǘƻ 

change the password. The president, as the password holder, will be responsible for 

the information posted by the committee. 

(The use of the tool will be explained using an example.) 

In the example, we will assume that the watershed committee we will be uploading a 

document. So, we after entering its username and password, we select the option 

acceder [access] as shown next: 

 



 
 
 
 
 

 II. ¦t[h!5LbD ¢I9 5h/¦a9b¢ ¢h ¦t!5LΩ{ ²9.{L¢9 

1. When accessing the right website, you will see the homepage. Look for the 

option Docs and click on it, as shown below.  

 

 

 

2. On the next screen, you will see different folders to store the uploaded 

ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ōŜ ǎƘƻǿƴ ƛƴ ¦t!5LΩǎ ǿŜōǎƛǘŜΦ   

3. To upload the documents, click on Subir [upload].  



 
 
 
 
 

 

 

 

 

4. On the next screen, click on the option Seleccionar archivos para subir [select 

files to upload]; a dialog box will open. Find the right file.  

 

 

 



 
 
 
 
 

5. Once you have identified the file, select it and click on Abrir [open].  

 

 

  

6. Click on Iniciar la subida [start uploading]. Wait for a few seconds while the file is 

being uploaded. When the upload is complete, the documentΩǎ ƴŀƳŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ 

on the screen with a check indicating that the upload was successful.  

 

 



 
 
 
 
 

 

 

 

7 Finally, click on Volver a Google Docs [return to Google Docs]. 

 

 

III. TO VIEW THE DOCUMENT: 

After the previous steps, the main page will be displayed. There, click on Soy el 

propietario [I am the owner] to view the document(s) uploaded to your account.   

 



 
 
 
 
 

 

 

IV. ah±9 ¢I9 5h/¦a9b¢ ¢h hb9 hC ¢I9 /haaL¢¢99Ω{ {¦.Ch[59w{Φ 

1. On the box on the left, select the name of the document you want to move to 

the subfolder.  

2. Click on carpetas [folders]. 

 

  

3. When the menu is displayed, under the option Carpetas Compartidas Conmigo 

[shared folders], click on the name of the corresponding committee. By doing 

so, you will be able to see the four (4) committee subfolders.  

4. Select the folder where you wish to post the document.  



 
 
 
 
 

5. Click on the button aplicar cambios [apply changes]. 

The next snapshot illustrates this procedure:  

 

 

6. confirmation message will be displayed indicating that the document has been 

added to the desired folder, as shown below:  

 



 
 
 
 
 

7. If you want to open the document, just click on its name and it will be displayed 

on the screen 

 

8. Finally, click on Página principal de la lista de documentos [document list main 

page] to return to the main page  

 

 

 

 

 



 
 
 
 
 

V. DELETING A DOCUMENT AFTER POSTING IT. 

You may delete any document from the document main page.   

1. Select the desired document. 

2. Click on suprimir [delete]. 

3. A dialog box will be displayed; there, click on papelera para todos [recycle 

bin]. 

4. A confirmation message will immediately appear on the top of the page.  

5. Finally, click on Salir [exit] to log off. 

The following snapshots illustrate this procedure:  
 

  

 



 
 
 
 
 

 

±LΦ ±L9²LbD 5h/¦a9b¢{ ¦t[h!595 .¸ ¦t!5LΩ{ ¢9/IbL/![ /haaL¢¢99{ 

1. To view the documents uploaded by the other committees, enter 

www.upadisede.org ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ¢ŜŎƘƴƛŎŀƭ /ƻƳƳƛǘǘŜŜǎΩ ǎŜŎǘƛƻƴΦ 

 

 

 

 

 


