
 

 

How to add a document in the CUG 

 
To add a document to your CUG, 
simply drag and drop the file to the 
“Documents” box 

 

 
 

 
If the file does not upload, then 
follow these steps: 

 

 

 
1. Click on “+ new document” 

and then “upload existing 
file” 

 

 
 

 
2. Browse to select the file 

that you need to upload 

 

 
 

https://www.shareweb.ch/site/Poverty-Wellbeing/CUG


 
3. Click on “save” (optional: 

first add further technical 
details of the document in 
the fields displayed in the 
form and then click “save”) 

 

 
 

 
4- The file will be visible (it 

might take a few seconds 
depending on your internet 
connection) 

 

 
 

 
Deleting a file 
 
To delete a file , click on the “…” 
(three points in the line of the file), 
and then again in the “…”. A drop-
down menu will appear, scroll down 
to find the last option “delete”. 
Please make sure you don’t delete 
another person’s document. 
 

 

 
 
 

 
 

 

For further support, please contact Cesar Robles, poverty-wellbeing@helvetas.org  
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