Upload Documents in
Organization Profile

These documents
apply across
multiple events.




Upload Organization Documents

gGrants Porta.]. AE & Leghom, Fogho..
RECIPIENT REGION  Region 7

I My Organization

Glenville - PD
(433

0009 - 4332DR
o

Step 1: Click
QOrganization Profile
Organization Profile & Mansce

QOrganization Personnel

Applicant Event Profiles

Q Locations » 0 MANAGE
Exploratory Calls
Recovery Scoping . . .

) I Counties with Facility » £ MANAGE

Meetings
Projects

2] Insurance Profile » 2 UPLOAD INSURANCE DOCUMENTS = ? HELP
Damages
Work Order Requests

I Applicant Event Profiles » & REQUEST PUBLIC ASSISTANCE
Work Orders
My Tasks

B Documents » FAZEONE & DOWNLOAD v | &% MANAGE

Calendar

Utilities

% Action Log »

Resources

Step 2: Click
Upload
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Upload Insurance Document

Upload Insurance Documents

f Drag and drop files here, or click here to select files.

uments Pending Upload

C | i C k a n d d ra g To begin uploading a document, either drag and drop a file or multiple files into the area above or click the area above to upload files

manually.

.

d O C u m e n t O r C I I C k to Note: You may not upload the document to the Insurance Profile that matches an existing document with same document area.
.

add file

® CANCEL
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Select Insurance Document — Pop-Up Box

Upload Insurance Documents

You 4 ., File Upload @

disah t « Glenville applica.. > Foghorn Leghorn v U Search Foghorn Leghomn »r

Organize ~ New folder - [ 0

Hf - N Date modified T
ame ate modifie ype
here st Quick access )
Glenville PDMG0Q9 damage inspection Hourly ... 11/3/2017 8:44 AM Micro

Glenville PDMGO009 Debris Removal Contract 11/3/2017 11:06 AM Micro
Glenville PDMGO009 Dell Inc. Contract 11/3/2017 3:17 PM Micro
Glenville PDMGO009 Fringe Benefits 11/3/2017 8:42 AM Micro
& Pictures Glenville PDMGO0Q9 Hurricane work Log 11/3/2017 8:43 AM Micro
Documents H 3D People Glenville PDMG009 Insurance Doc 10/30/2017 7:44 AM Micro

Glenville PDMG009 Mutual Aid Agreement 11/3/2017 11:07 AM Micro

Step 1: SeIeCt the Glenville PDMG009 PayPolicy 11/3/2017 8:41 AM
d OCU m e nt to . Glenville PDMG009 Roadway Maint Records 11/3/2017 4:56 PM Micro

Glenville PDMGO009 Work Orders 11/3/2017 8:41 AM Micro

m Desktop
Othe 4 Downloads

Documents

Micro

upload

File name: ‘Glenwlle PDMGOQ09 Insurance Doc ~ | All Files

{ Step 2: Click J7 — Cancel

Open
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Add Document Description & Category Type

Upload Organization Profile Documents

* Drag and drop files here, or click here to select files.

Documents Pending Upload

Q

IZ  Filename Description Category
. P2 BLIENOYA  Payroll Policy.docx

Showing 1to 1 of 1 entries

© CANCEL
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Add Document Description & Category Type

Process Document

A CAUTION: Document will be uploaded to the
Organization profile.

Step 1: Write
description of
document

Filename *

Payroll Policy.docx

Step 2: Begin typing
type of document in
the Category box

Category Filter (Optional)

All

Category *
pay

Force Account Labor Pay Policy

Force Account Labor Payroll / Timesheets

Step 3: Click to select
document category type
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Add Document Description & Category Type

Process Document

A CAUTION: Document will be uploaded to the
Organization profile.

Filename *
Payroll Policy.docx

Description

Fire Department Payroll Policy

Category Filter (Optional)
All

Category *

x Force Account Labor Pay Policy |

B SAVE © CANCEL

Click Save

114



Add Insurance Documents

Upload Organization Profile Documents

Step 1: Repeat

u p|oa d | ng a ny .?a Drag and drop files here, or click here to select files.

additional
documents

Documents Pending Upload

Q

IZ  Filename Description Size Category

v Faul B LEY O  Payroll Policy.docx Fire Department Payroll Policy 11.4KB Force Account Labor Pay Policy

10 ~ Showing 1to 1 of 1 entries

X UPLOAD PENDING DOCUMENTS © CANCEL

Step 2: When all
documents are
uploaded, click Upload
Pending Document
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Manage Uploaded
Documents In
Organization Profile




Manage Organization Uploaded Documents

gGrants Porta.]. AE & Leghom, Fogho..

RECIPIENT REGION Region 7

I My Organization

Glenville - PDMG000Q - 4332DR

Step 1: Click
QOrganization Profile
Organization Profile & Mance

QOrganization Personnel

Applicant Event Profiles

Q Locations » 0 MANAGE
Exploratory Calls
Recovery Scoping . . .

) I Counties with Facility » £ MANAGE

Meetings
Projects

2] Insurance Profile » 2 UPLOAD INSURANCE DOCUMENTS = ? HELP
Damages
Work Order Requests

I Applicant Event Profiles » & REQUEST PUBLIC ASSISTANCE
Work Orders
My Tasks

B Documents » FAZEONE & DOWNLOAD v | &% MANAGE

Calendar

Utilities

% Action Log »

Resources

Step 2: Click
Manage
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Edit Document Name

Portal

I My Organization Profi

Glenville - PDMG0009 - 4332DR (4332DR- 9) /| Manage Documents

Click Edit e

Glenville PDMG0009 Pay Policy.docx Employee Payroll policy

# EDIT Insurance Policy.docx
% REMOVE

10 v

Wind and Fire Policy

Showing 1 to 3 of 3 entries

€ Manage Documents

Size

11.2KB

11.2KB

11KB

Category

Force Account Labor Payroll / Timesheets; Force Account Labor Summary

Force Account Labor Pay Policy

Insurance Certificate; Insurance Policy

AE & Leghomn, Foghor..

+ ADD DOCUMENT D GO BACK

@ SHOW/HIDE COLUMNS
Uploaded Date Uploaded By

05/23/2018 11:26 AM CDT Leghorn, Foghorn

08/07/2018 05:21 PM CDT

Leghorn, Foghorn

05/23/2018 10:15 AM CDT Leghorn, Foghorn
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Edit Name

Edit Document

Filename

Description

Types

Category

Glenville PDMG0125 Paypolicy.docx

Payroll Policy Ste p 1 . Ed |t
information

Al

*Force Account Labor Pay Policy J

SAVE CHANGES O CANCEL

Step 2: Click
Save Changes
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Remove Documents

g Gra-nts Porta.]. & Crocker, Betty ~

@b Dashboard

it My Organization

ENT “) GO BACK

m My Organization Profile Manage Documents

Bananatown (8790)
Bananatown (8790) / Manage Documents

Organization Profile

fr S Q @ SHOW/HIDE COLUMNS
Organization Personnel
Applicant Event Profiles Uploaded
Filename Description Size Category Uploaded Date By
Exploratory Calls
General Insurance Expires 606.4 Contract Costs Summary; Contract Invoices; Contractor Estimate; Force Account Equipment Rate Costs; Force Account Equipment 05/16/2019 09:31  Crocker, Betty
sz R 12-31-2020.jpg KB Summary; Force Account Labor Pay Pelicy; Force Account Labor Payroll / Timesheets; Force Account Work Order / Activity Log; AM AST
Meetings Maintenance Record; Photo; Procurement Policy
A ra="u Insurance policy.docx 11.4KB Insurance Policy 05/29/201910:25  Crocker, Betty
Damages PM AST
Work Order Requests 10 - -
Work Orders Showing 1to 2 of 2

My Tasks

Click Remove

Calendar

Utilities
Resources

Intelligence

<«
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Delete Confirmation Pop-Up Box




