Chapter Three

Adding/Deleting an Attachment (Admin Level Access Only)

1. Once you have created a suspension/agreement, you can add attachments to the record. Click
on the _ button in the upper right hand corner of the screen.
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2. The screen shown below will appear. Click on the - button to locate the file you wish to
attach.
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3. Highlight the file you wish to attach and press the - button.
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4. The file name will be populated in the box next to the - button. Make sure you press the

- button to attach the document to the record.
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5. The attachment will be displayed on the suspension record in the upper right hand corner

under the label _
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6. To open the documents just click on the magnifying glass shown. You can also delete the
attachments on this screen by pressing the - button. You will be asked to confirm the

delete as shown below.
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