Attach Documents or Add Notes

At the bottom of the screen there will be a section to Add Documents, or Add
Notes & Comments. Click on your desired choice “Add Note” or “Add
Document.” If adding notes or documents, be sure to add them to their
respective module/workflow.
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Add/Attach/Upload Document
If you are attaching a document to a completed form, make sure to save the form

to establish it in the system before uploading supporting documents.

Click the “Add Document” button. Click the “Choose Files” button to select the
document to be uploaded, and then select the type of document from the drop
down menu. The selection types in the drop down menu will vary depending on
the module/workflow where the document is being uploaded. Click the “Upload”
button to upload the document.
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~ Upload Files

M’ ] 1st Quarter 2018 Late St Select a Type... E] Internal Only x
All

Delinquency Letter
Quarterly Report

Note: There is no limit to the number of files that can be uploaded, however the maximum size per file is 100MB
Documents containing personal information such as Social Security Numbers and Debit/Credit Card numbers
should not be uploaded.

Close dialog after upload completes Choose Flles,,._ ] _ Cancel ‘|

Add/Attach/Upload Multiple Documents
Multiple documents can be uploaded at once instead of uploading each one

individually. They do not need to be the same type of document either. Click the
“Add Document” button. Click the “Choose Files” button to select the documents
to be uploaded. Hold down the Ctrl button on your key board to select the

documents you wish to upload. Click the “Open” button.
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File name: | "10.15.18 FEMA-4332-DR-TX Any Texas Town, Private Roads Debris Removal Map" "9.30.18 FEMA-. v‘ All Files (*.7) ~
= ‘

Select the type of document from the drop down menu for each of the
documents being uploaded. The selection types in the drop down menu will vary
depending on the module/workflow where the documents are being uploaded.
Click the “Upload” button to upload the documents.
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& Upload|Files
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Note: There is no limit to the number of files that can be uploaded, however the maximum size per file is 100MB.
D ing p [ il information should not be uploaded. Personal
identifiable information includes social security numbers, driver's license, passport, or other idenfification
numbers, passwords or pass codes, and financial account or credit/debit card numbers.

W] Close dialog after upload completes Choose Files. .. Upload Cancel

The uploaded documents are listed under the Uploaded Documents section at

the bottom right of the screen.

Note: Only the 10 most recent documents will be visible at the bottom of the

page. You can always click on the Documents tab to view other documents.

Document Templates

» Balance Detail

of Intent for Debris Removal from Private Roads
(Project Case File)

Roads Address List (Project Case File)

Reads Debris Removal Map (Project Case File)
» 9.30.18 FEMA-4332-DR-TX Any Texas Town,

No Issues

Uploaded Documents Add Document

» 10.15.18 FEMA-4332-DR-TX Any Texas Town, Notice

» 10.15.18 FEMA-4332-DR-TX Any Texas Town, Private

» 10.15.18 FEMA-4332-DR-TX Any Texas Town, Private

Expedited PWs for Debris Removal (FProject Case File)
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Add/Attach Notes & Comments

Click the “Add Note” button, and complete the short form that will display. If
adding notes, be sure to add them to their respective module/workflow.

1) To: Type the recipient’s name (names will begin to appear dynamically).

2) Subject: Enter a subject.

3) Body: Add a note or comment.

4) Step: Select which step the note/comment is pertaining to, or not specific
to any step from the drop down menu. The Step option may not appear; it

depends on the module/workflow.

Click the “Add” button to add the note/comment.

To: Select Recipients Show CC

Step: Not specific to any step -
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