
How to Navigate Teamwork  
Desktop Version 
Uploading Documents: 

Step 1: On the left-hand side, in the black column select projects. 

*Please note: If this way doesn’t work click the home tab, then my projects tab at the top of 
the screen in gray. * 

Step 2: You should see all the projects you are connected to. To enter the project, select the 
project name.  



Step 3: At the top of the page, you will see gray tabs, select files.  

 

 

Step 4: Select the blue upload files button and add your personal files. 

 

 

 

 

 



Adding Messages/Questions  

 
Step 1: On the left-hand side, in the black column select projects. 

 

 
Step 2: You should see all the projects you are connected to. To enter the project, select the 
project name.  

 



 

Step 3: At the top of the page, you will see gray tabs, select messages. 

 

 

Step 4: Click the blue add message button.   



App Version 
Uploading Documents: 

Step 1: Click the file icon at the bottom of the screen and it will show you all of the projects you 
have access to.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 2: Once you have selected the project you want to upload files to, select the files button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: Click the plus sign at the top right corner and then select an option. If you choose to take 
a picture you will have to select use photo before it is uploaded.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Adding Messages: 

Step 1: Click the plus sign at the bottom of the screen, and it will open the message screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: If you have multiple projects select the drop-down 
arrow and pick which project you want the message to go 
into. Once you click save the message will be sent.  

Note *If you want to tag someone specific, please click 
the person at the bottom OR if you want to add a file 

with the message click the paperclip* 

 


