Uploading A Document to An Activity:

To upload a document to an activity:

e Go to the activity itself and then click the docs link next to it.

e |t will open another window .

e Inthe lower portion of the new window is an area to upload. In the document type drop down select the
appropriate document type.
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o Then find the document that you have saved on your computer using the Browse button. Once You have, select
the open button.

o  You will be returned to the document upload screen. When there, click submit document.

e The Documents on file section will now show a new document in the document section.
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Close that window and you will be back at the member activity page you will notice that the docs link will have
changed to show the current number of documents uploaded
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