
Uploading Documents After an Order is Placed 
_____________________________________________________________________________________ 
 
The system will allow you to upload up to 3 documents at the time you are placing an order. If you have 
additional documents to be uploaded, here are the steps to take: 
 

Important note – do not hit the back button on the browser to go back to upload documents. 
 
 

1.) Click the “View Open Orders” menu link:  
 

 
 

2.) Navigate to the “Attach a file” link that corresponds to the order they want to upload to: 
 

 
 
 
 
 
 
 
 
 



3.) Scroll to the bottom to attach a file: 
 

 
 
 
The user will get confirmation the document was attached successfully.   
 
The example here shows that “Flood.pdf” was attached to this order. 
 

 
 
 
 
 
 
 
 
 



 
4.) Clicking the “View attachments” links in the files section will show all attachments that have 

been uploaded: 
 

 

 

 
 


