
Upload Documents To 
Damage Inventory
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These documents will 
eventually be attached to 
the Essential Elements of 
Information and pertain to 
specific damages. 



Applicant Event Profiles

Step 2: Click the 
Magnifying Glass
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Step 1: Click Applicant
Event Profiles



Step 1: Expand the Damage 
Inventory bar

Applicant Event Profile Damage Inventory
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Step 2: Click Options    
Select View Damage Details



Damage Details Documents Bar
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Click Upload



Upload Damage Documents 
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Drag and drop files OR 
click to select files to 

upload



Select Damage Document Upload – Pop Up
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Step 1: Click to select the 
document to upload

Step 2: 
Click Open



Edit Damage Document Information
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Click Edit



Step 1: Add Document 
Description

Add Document Description & Category Tag
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Step 2: Select 
Document Category

Step 3: Click Save



Save Uploaded Document
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Step 1: Continue to 
add documents by 
click and drag or 

selecting files

Step 2: Click Upload 
Pending Documents



Manage Documents 
Uploaded to Damage 
Inventory
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Applicant Event Profiles

Step 2: Click the 
Magnifying Glass
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Step 1: Click Applicant
Event Profiles



Step 1: Expand the Damage 
Inventory bar

Applicant Event Profile Damage Inventory
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Step 2: Click Options    
Select View Damage Details



Damage Details Documents Bar
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Click Manage



Edit Damage Inventory Document
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Click Edit to edit 
document information



Edit Damage Inventory Document
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Step 2: Click 
Save Changes

Step 1: Edit 
information



Remove Damage Inventory Document
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Click Remove



Remove Damage Inventory Document 
Confirmation Pop-Up Box
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Click Yes


