Upload Documents to an Existing Record

1. Openthe record that the documents will be added to

2. Click on “Attachments”
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3. Specify the type of document that is to be uploaded by clicking “Select Type” within the blue box, and

then selecting the document type from the drop-down menu
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4. Click “Add Attachment”
***Note: Make sure the type of file (ex: PDF, JPEG, JPG, etc.) that will be uploaded matches the
“Supported”file types
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5. Locate the desired file and click “Open”
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6. Repeat steps 3-5to add additional documents
7. Once all documents have been added, click “Submit”
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8. Click “Ok” on the “Submit Confirmation”. The files will then be uploaded.
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9. Once the uploadis complete, a success message will be displayed
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