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This aid illustrates how to attach supporting documents in the work step as a participant in the Credit Card Application 
Process starting from the Agency Step in the workflow. 

From the 
Agency Step 
processor, 
select the 
attachments 
tab. 

Agency Work Item Properties 

How to attach  a supporting 
document to the Work item 



L a s t  U p d a t e d :  3 / 2 8 / 2 0 1 4          P a g e  | 2 

 
By clicking 
on the 
Attachments 
Tab, you will 
see a page 
as shown 
here.   
 
 
You can view 
the 
Application 
document or 
the 
Supporting 
Documents. 

 
Attachments – Application Document(s) 

 
 
 
 
 
 
 

Document 
Icon 
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From the 
Supporting 
Documents 
section, you 
will be able 
to add 
supporting 
documents 
as described 
in the next 
pages.   

 
Attachments – Supporting Documents 

 
 
 

Document 
Icon 
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By clicking 
on the Add 
Documents 
drop down 
button, you 
will see 
options for 
adding 
documents. 

 
Click on the Add Documents Drop Down Button 
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Select Add 
Document 
using Entry 
Template. 

 
Options for Adding Documents 
 

 

Select 
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From the 
Entry 
Template 
field, select 
the 
Supporting 
Document 
Entry 
Template.   
 
Select the 
Browse 
button to 
navigate 
your desktop 
or file share 
to attach the 
document.   
 
You can 
provide the 
Approver 
and 
Employee 
Email.    
 

 
Options for Adding Documents 
 

 

Provide as 
Necessary 
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Select the 
Add button 
to upload 
the 
document 
and attach it 
to the work 
item.   
 
 
 

 
Options for Adding Documents 
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Complete 
the 
workflow 
adding 
necessary 
comments 
and 
completing 
the step. 
 

 
Options for Adding Documents 
 

 

 


