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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. 

  
 

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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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.   

 

 

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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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. 
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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.   

 

 

 
 

 
 

 

 


