Uploading Documents to website

1. Open your favorite web-browser [ Firefox, Internet Explorer, etc. | and enter the
following web address:
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2. Enter username and password, and then click on LOGIN
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4. Move your mouse over to Components = DOCman = Documents, and click on
Documents.
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5. Move your mouse over to Upload and select Upload icon.
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6. Click on next

load a file from your cormpliker
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7. Click Browse and locate file — .pdf; after finding file click open in subsequent
window.

Chooze the file to uplosd: |
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8. Click submit after successfully selecting file.
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9. Click on HOME.
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10. Click on New Document
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11. Fill in Name, Choose Category, select yes for approved and published, and enter
description, then click save.
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12. Click Logout
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13. Now verify Documents posted to the website
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F ) WCCOMPISAMEnts
k) HOS Documenkation

15. Click on Category you’ve placed the item in.
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16. Observe your posted document
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