Document Files

1. To upload a file to a document record, click Documents in the navigation bar, then open the record.

2. Click the Files tab.

Documents

General Files Relationships Categories Shares Properties

Browse for a File to Upload:

Choose File | No file chosen Upload

Mo Files have been Uploaded

3. Click Choose File, locate the file you want to upload, then click Open.

4. Click Upload.

Documents

General Files Relationships Categories Shares Properties

File: Document.docx successfully attached

Browse for a File to Upload:

Choose File | No file chosen Upload

File Name Type Actions

Document.docx application in 2 Q




