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• Open an event to the Event Summary screen

• Click the Add hyperlink in the Attachments row



• From the Add Attachment 
screen, click the ‘Choose 
File” button to open your 
file explorer window

• From your file explorer 
window, navigate to the 
location of the file you 
need to upload

• Select the file you need to 
upload and click the Open 
button



• Enter a description – do 
not use any Personally 
Identifiable Info (PII) in 
the name

• Select a Type, use 
“General” if your 
document type isn’t 
specified

• Click the Save button



• You will be taken to the Manage Attachments screen where you 
can see the Attachment you uploaded and any other attachments 
for this event

• Click the Dashboard button to return to the Event Summary 
screen



• The Event will now display the attachment on the Event Summary 
screen
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