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11. PROJECT REPORTING - UPLOAD A
DOCUMENT

Phase

This plan has been submitted for approval
This plan has been approved

fg\f;ss [V ADMIN EDITOR

You may wish to submit supplementary documentation to support the information entered into
an activity form.
For example: <4 brochures < flyers

4 management plans < activity and outcome photos

<4 videos < sound bytes

Programme Logic documents can also be uploaded using the instructions below (refer to
Information Sheet 5 for guidance on Programme logic).

To upload a document into MERIT:
1. Log in to MERIT.

2. Click the My Projects button on the menu bar. Select the
relevant project.

X MERIT demo = My projects ~ I

Active projects
OQ - MERIT demonstrator project

3. Click the Admin tab on the Project home page. Favourite projects

g. ME

@ Logout

« MERIT demonstrator project and

4. Click Documents sub-tab on the left of the screen.

* Remove from favourites

MERIT demonstrator project

Overview MERI Plan Activities Sites Dashboard

Project settings Project Documents

MERI Plan % @ B MERIT editor User Guide - module 1
DoE

News and events . .
%X @ £ Dorrigo Mountain Top Landcare Group

Project stories http://www_daff gov.au/natural-

resources/landcare/publications/making_a_difference_a_celebration_of_landcare/section_2_-

Project access _the_landcare_framework

Species of X © . Dorrigo Mountain Top Landcare Group - Now!
interest http://www.daff. gov.au/natural-

resources/landcare/publications/making_a_difference_a_celebration_of_landcare/section_2_-
_the_landcare_framework

x @ B Summary of system updates (June 2014)

x @ a How to embed a link to your project in another web site
%X @ B MERIT Ready Reckoner Aug 2014

X G B MERIT Schema September 2014

% @ B MERIT Activity Family Tree

Attach Document
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5. Click the Attach Document button and complete the fields in the pop-up window:

Attach Document

Title
Attribution

Document type Information

Associateto Stage | Please selec[~|

License

Settings  [C] make this document public on the project
overview tab

Image settings use as the main project image

File + Attach file

Field Option

Title Type an easily understood title for the document.

Attribution The person who created the document/ took the photo. The contact
person for further information on the document.

Document type Choose from the drop down list.

Information — document will appear on the Overview tab.
Programme logic — document will appear on the MERI Plan tab.
Associate to Stage  Use if the document relates to an activity conducted during a specific

stage.

License Entity who owns the document. May be a regional body or
government department.

Settings Tick this box if you want your document to be visible to the public on

the project overview page. This box cannot be ticked if you chose
‘programme logic’ as the document type.

Image settings Tick this box if you want your document to be one of the main project
images on the Overview tab.

6. Click + Attach file. Navigate to where your document is stored. Click Open.
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and the file you are uploading has a graphic file format (e.g. .jpeg, .gif, etc), a privacy
declaration statement appears in the pop-up window. This declaration must be
agreed (ticked) in order to save/upload the file. Refer to your funding agreement for
the documentation required.

@ If you ticked the ‘make this document public on the project overview tab’ checkbox

Attach Document

Settings make this document public on the project
overview tab

Image setftings [[] use as the main project image

Privacy declaration [ eSS privacy declaration is required for images viewable by

everyone
| declare that all third parties who are identifiable
in this image have consented to the photograph
being published by the Department and that
details of this consent can be accessed by the
Department on request.

+ Change file

100_4387 JPG (2.31 MB)

1 2

Cancel

7. Click Save.

8. The document will be added to the list on the Admin/Documents sub-tab. It will also appear
on the MERI Plan tab (programme logic only) or Overview tab (all other information).

9. To delete a document, or edit the document details, navigate to the list of project documents

on the Admin/Documents sub- tab and click either EF Edit or l Delete.
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