View, Edit, Delete, Move, or Link Documents

Navigate to the desired Account to view the documents. Click “Documents” then
“Related Documents” to view the documents. Item Documents are documents
pertaining to a specific module/workflow, and Related Documents are all
documents uploaded for that particular account (includes all account workflows).

Note: You may not be able to edit, delete, move, or link a document. These
actions are permission based.

View Document

1. Click the “Documents” tab on the left hand menu. Then click on either “Item
Documents” or “Related Documents.”
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2. Click on the line that contains the document that you wish to view (lines are
hyperlinked). When the Document Details window appears, click the blue
“View” button.
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3. “Open” the file. The following example is from Google Chrome, and the
notification will display at the bottom left hand corner.

Always open with system viewer
Open with system viewer
Show in folder

Cancel

DR-0999-Any-Texa...pdf ¥

4. The form is now visible.

Texas Division of Emergency Management
Designation of Subrecipient Agent
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Edit Document

File Name: DR-9999 Any Texas Town DSA 3.29.19

File Size: 203 KB

Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An
Older Versions: none

October 2019

1. Navigate to “Item Documents” of the desired workflow. Click the document to
be edited. Click the “Edit” button.

= Document Details
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2. The Filename can be edited, and also the Type can be changed by making a
different selection from the drop down menu. Click the “Save” button after
you have made changes.

@ Edit Document

Filename: DR-9999 Any Texas Town DSA 3.29.19]

Type: Designation Subrecipient Agent (DSA) -

Delete Document

1. Navigate to “Item Documents” of the desired workflow. Click on the
document to be deleted. Click the “Delete” button.

= Document Details

File Name: DR-9999 Any Texas Town DSA 3.29.19

File Size: 203 KB

Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An...
QOlder Versions: none

2. The following window will appear asking you if you are sure that you want to
delete the file. Click the “Yes” button if you are certain that you want to
delete the document.

Delete DR-9999 Any Texas Town DSA 3.29.19.pdf?

Are you sure you want to delete this file?
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Move Document

1.

Navigate to “/tem Documents” of the desired workflow. Click on the
document to be moved. Click the “Move” button.

Document Details

File Name: DR-9999 Any Texas Town DSA 3.29.19
File Size: 203KB
Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An

Older Versions: none

“Select Module” from the drop down menu of where the document will be
moved. “Select Document Type,” if a new document type is needed. Once
the selections have been made, click the “Choose” button.

Move Document

Select Module: Account Activation -

Select Document Type: Designated Subrecipienf's Agent Form «

The following screen will appear asking you to Make a Selection. Click the line
that contains the new desired location. A window will display to confirm the
move. Click the “Yes” button.
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Link Document

1. Navigate to “Item Documents” or “Related Documents” then click on the
desired document to be linked. Click the “Link” button. For example, you may
want to use the Link document feature if a Designation of Subrecipient Agent
(DSA) form will apply to multiple Account Activations. Make sure that each
disaster number is listed on the top of the DSA, and also include the disaster
numbers in the name of the document.

File Name: DR-9999 Any Texas Town DSA 3.29.19
File Size: 203KB
Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An..

Older Versions: nane

[Eatt | [Detete | [ Move | [ Ciose |

2. “Select Module” from the drop down menu. After you have made your
selection, click the “Choose” button.

Select Module Contact -

3. The following screen will appear asking you to Make a Selection. Click the line
that contains the desired item. A window will display to confirm the link. Click
the “Yes” button.
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