
Navigate to https://plone.npact.aoos.org/ and 
Log In to your account

Enter user 
name & 

password

https://plone.npact.aoos.org/
https://plone.npact.aoos.org/


On Top banner, click on “Data” folder

Identify the project schema you want to upload 
data to



Several folders should appear in your schema, 
click “Data and Metadata” folder



Sub-folders will appear, click on the appropriate 
folder based on next, upcoming push date

If unsure, contact your node manager. 

Note, data you would like included in the upcoming push is 
based on folder date. For example, data should be submitted to 
the “2026 Oct Push” folder for activities occurring between mid-

June to Oct 5th , which is N-PAcT’s receipt cutoff date.  

Select appropriate folder here



Once you have selected the correct folder, it is 
best to create a new sub-folder to submit data

On the left-hand 
panel, click “File+” 

icon

Select folder



Give a name to your newly created folder and 
click the “Save” icon

Insert name here

Save button



Example of folder name

New folder now appears within the “2026 Oct 
Push” folder



To add files to your new folder, click on the 
“File+” icon



This window will pop up. Give your file a title, 
description (optional) and then click “Choose a 

file” to upload data

NOTE: if you are wanting to upload more than 1 
file at a time, they need to be as a .zip file, 

otherwise this process will have to be repeated for 
each, individual file

Insert name here

Click here to 
upload a file



Example of title with attached zip file. Click “Save” 
button when done

Uploaded data now appears in your newly 
created folder

Actual file
Title of file

New folder



Uploaded data now appears in your newly 
created folder

Actual file
Title of file

New folder

Repeat process for as many files as you would like 
to upload


