Uploading a Document to TIA Connect

1. Loginto your TIA Connect account - https://connect.tiaonline.org/home
(Due to my administrative settings, you may not see the same options on your screen as what’s shown in the
screenshots below).

2. Navigate to the committee to which the document belongs by selecting the “My Communities” option

from the Communities menu. If you will be uploading a document to a “shared library” that’ll be used

during a meeting, enter the URL in your browser’s window.
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3. Acommittee’s library (i.e., where all documents are housed) is accessed by selecting the “Documents” tab:
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The left side of your screen will display the current folder/directory structure while the right side of your
screen contains the documents in a selected folder. In the example below, you'll see two (2) documents are
currently in the TR-8 “202002_New Orleans” folder.
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4. To upload a file, select which folder you want to save the document in by clicking on the folder’s name.


https://connect.tiaonline.org/home

Uploading a Document to TIA Connect

5. Select the New button on the Folder Contents side of the screen.

Uploading a Single Document

6. Enter the requested information. (All items denoted with a red asterisk (*) are required fields).
Title *: The document’s title. This can be different from the file’s name.
Library *: The committee library into which the document is being placed.
Folder *: The folder in the committee’s library into which the document is being placed.
Description: A field that allows for additional information about your file to be entered.
Entry Type *: For meeting contributions, you’ll select “Standard File Upload”. Additional options are
available in the drop-down list.
Owner: (I've struggled getting this field to work. Since it’s not required, | suggest leaving it blank. Ill
provide additional information when | know more).
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(Next up: Upload Your Files)

7. Click “Next”.
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8. Click the “Choose and Upload” button.

Upload Your Files

#» Choose and Upload

Previous Cancel

(Mext up: Describe Your Files)

You have multiple ways of finding the file(s) you’ll be uploading. You can select one of the buttons along
the left side of the pop-up box or drag and drop your files from File Explorer.
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9. The file that’s being uploaded will display. Select “Upload”.
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(Next up: Describe Your Files)

10. You can enter add additional information about your file by selecting “Next”, but I’'ve found that the fields
are duplicated from earlier steps. When done, select “Finish”.
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11. Selecting the “Back to Library” button will return you to the committee’s library, where the file you

uploaded will appear.
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Uploading Multiple Documents

Uploading multiple documents at the same time is very similar to uploading a single document.

While the TIA Connect platform refers to a multiple file upload as an “entry”, it’s very similar to a zip file. In
fact, if you download a document entry to your local laptop, it’s downloaded as a zip file.

I've used the Title field to describe the group of files:
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(Next up: Upload Your Files)

When it’s time to select the file to be uploaded, you can select as many as you’d like. (You can also select a
folder containing multiple files and drag that over to the window).
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(Next up: Describe Your Files)

When the list of uploaded documents is visible, as (partially) shown below, you’ll see that an option to
“Download All” becomes available. You'll also notice trash can icons along the right-hand side if you need to
remove a document(s) from the library entry you just created.
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