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PORTAL BASICS

Navigate to https://wscep.water.ca.gov  (the portal works best with Internet Explorer)
Login with your credentials. 

If you are a consultant and lack the credentials to login please contact Monica Cross monica.cross@water.ca.gov. You will need to provide your first and last name and email address.

Uploading documents to the portal

Click the library button
Navigate to the folder in the file structure you wish to place the document 
Click the add document button located in the blue box on the right side of the screen
A new screen will open 
Click the browse button (This is a small green button with a white plus sign)
Navigate to where on your computer the document is saved
Select the file and click open
You will see the file ready to be uploaded on the portal
Click upload files
The file should now reside on the portal in the folder you selected earlier
To double check the navigate to that folder to see if the file is where you intended

Downloading documents from the portal 

This only downloads a copy on to your own computer. This is not the ideal way to use for document editing and version control. If you wish to edit documents please use the instructions in the modifying and editing documents portion of this guide. Please use this only to have a copy of a document on your own hard drive.

Click the library button
Navigate to the folder in the file structure where the document you want to download resides
Click on the document you want
Click the download button located in the blue box on the right side of the screen
Navigate to where you want the document to be placed on your hard drive and click save. In the event the document is a PDF then the document will open in a new window instead of saving to your hard drive. To save this document, use the save as function from the file menu.








Modifying and editing documents on the portal 

This is the method to use for version control.

Navigate to the folder in the file structure where the document you want to edit resides
Click on the document you want
Click the open in MC Office button located in the blue box on the right side of the screen
This will open MS Word if it is a word file or MS Excel if it is and excel file. You will be prompted to sign in with your credentials again as an added safety measure
When you have made you edits to the document use the save button at the top of the document. You will notice a green circled arrow on the save button. Saving in this manner saves the document back to the portal instead of your computer.

Making subfolders on the portal

Click the library button
Navigate to where in the file structure where the document you want to make a folder resides
Click the add subfolder button located in the blue box on the right side of the screen
A new window will open
In the Name box type the folders name and if you so choose in the description box type a description of the types of documents that should go in this folder.
Click save 
The screen will return to the folder structure where you will see the addition of the new folder


