How to upload a Report to our Website:
1. Go to our website at www.bivio.com/crowriver
2. Click on Files in the Communications section;

3. Click on “Reports & SSGs”;

4. Click on Reports;

5. Follow the Report folder all the way to the right;

6. Click on the word “Upload”;

7. Behind the “File” box, click on the Browse button;

8. In the “Look In” box, find the folder where your report is stored;
9. Now find the your report file;
10. Double-click on it;
11. When you see it appear in the “File” box, click OK at the bottom of the screen.

Hint:  Before you upload a report, it’s best to give it a uniform name, such as Home Depot Report-Original, or Home Depot Update-Apr03.

If you didn’t do this prior to uploading it, you can enter a different name in the “Name” box during the upload.

