
Upload Documents to 
Projects

136

These documents will 
eventually be attached to 
the Essential Elements of 
Information. 



Locate Event

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



Locate Event Project
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Step 1: Scroll down and 
click on arrow to 

expand the Projects bar

Step 2: Click the 
Magnifying Glass



Upload Event Project Document 
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Click Upload



Upload Event Project Documents 
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Drag and drop files in 
the box OR click to 

select files to upload



Document Upload – Pop Up Box
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Step 1: Click on the document 
to upload

Step 2: Click Open



Edit Project Document Information
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Click Edit



Document Description And Category Tag

143

Step 2: Add 
Document 
Description

Step 3: Select Category 
(Document Type)

Step 1: Change 
document name for 

better description name

Step 4: Click Save



Manage Documents in 
Projects

144

These documents will 
eventually be attached to 
the Essential Elements of 
Information. 



Locate Event

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



Locate Event Project
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Step 1: Scroll down and 
click on arrow to 

expand the Projects bar

Step 2: Click the 
Magnifying Glass



Manage Project Document 
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Click Manage



Edit Project Documents

148

Click Edit



Edit Project Documents Pop-Up Box

149

Click Save 
Changes

Step 1: Edit 
information



Remove Project Documents

150

Click Remove



Confirm Delete Project Documents Pop-Up Box
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Click Yes


