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Overview There are two different method which a Vendor can add an attachment to a 

document. The most common way will be during the creation of the 

document when they will be able to add attachments by selecting the 

attachment tab.  The other is when a document is being recalled to make 

corrections also through the attachments tab. 

 

Procedure Follow the steps below to add an attachment. 

(Note: This demo starts from the data capture screen of creating a document.) 

Step Action 

1 Select the Attachment tab. 

 
2 Select the Browse… button 

 
3 Choose the file to attach and click the Open button 

 

 
4 Click the Upload button. 
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Continued on next page 
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Procedure The steps below are continued from the previous page. 

 (continued) 

 

Step Action 

5 Add additional attachments or continue to work the document. 

 


