To upload a document or photo:
Open the editor. Click on the tab named Files
Click on the button in the right column: Choose Files  (note that max file size in 128MB).
This will take you to your PC. Click on the file you want and then click Open
Then back in the editor click on Upload.
There will be a banner that will appear indicating Success or Failure.
You should see your file in the list or in a folder that you created previously.
If you want to create a folder first, click on /uploads/Create Folder. Be sure you open that folder before you upload your file so it will be loaded in there.
