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IWATS - How to Import a New
Document

1 Click "Documentation"

2 Click "Click here to import a new doc"

https://www.ironworkers.org
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3 Click "Document Type" drop-down and Select the type from the list. If you do not see
the document type you need on the drop-down list, type the name of the 
Document Type into New Document Type and click 'Add a new document type'. 
It will then appear in the Document Type drop-down list for you to select.

4 Click Choose File to select the file to upload from your computer.
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5 Click on "Click here to upload a document.

*Note if you check the box to replace, it will replace the previous document type
you may have uploaded. For example: You uploaded a copy of the Driver's
License 4 years ago and it has expired. Today you are uploading the new
unexpired license. You can leave the box unchecked so both will stay in the
member's documentation, or you can check the box on the right so the old
Driver's License is replaced with the new one. Check with your Apprentice
Coordinator and/or The National Training Fund if you have any questions before
replacing a document.

6 Click "Refresh" to see your uploaded document.
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7 Click on the document you uploaded to view and ensure it uploaded correctly.


