
Attaching Related Documents to Projects 
 
ADD FILE TO REPOSITORY 
 
Path: Module>System Administration>Document Administrator 

1. Click the NEW Icon 
2. Edit the ID to match the project number (no hyphens).  If the ID already exists, add a 

number at the end (1,2,3…) 
3. Enter the actual Project Number and file description in the Description 
4. Choose View:Select>Roles 

 
 

5. Click on the green Plus sign to add Roles that will have permission to view this document 

 
6. Place a checkmark next to all Roles that will have permission to view this document. 

Click the DONE Icon twice to return to the Document Administrator screen. 

 



7. Click on the Browse… button to find the file you wish to load.  Select the file and click 
on Open 

 
 
 
8. The path to the file will be displayed in Load File.  Click on the ATTACH Icon (folder 

with the green plus sign) and then click the SAVE Icon. 

 
 
 



LINK FILE TO PROJECT 
 
Path: Module>Project Management>Project 
 

1. Search for the Project to which the file will link 
2. Click the EDIT Icon 
3. Choose View:Select>Related Documents 

 
 

4. Click the green plus sign to add a new document link 

 
 

5. Scroll to the page containing the document ID or use the Search functionality.  Recently 
added documents will be on the last pages.  Click on the Document ID 

 
 

6. Click the DONE Icon to return to the Project screen 
7. Click the SAVE Icon to save the changes 


