





Adding Attachments to COI

1. Toview a message, double-click on the message, or select the message and click View.

Messages (2/4)
New v o Mark oz Read [EReply | il Hew NotwReminder 7o ) m
From Subject Duate ~
| Sheds Jackson Revisw for non-complance Aapr 1 8l 1:01 pm
E] Sheila Jackson Review attschment Apr 1 at 12:56 pm
| pe@amelevator.com RE: CO1 Expiry Notification for A & M Elevator Company .. Apr 1 at 1157 am |
@ Sheda Jacksen CONExpiry Notification for & & M Elevator Company ne. Apr 18l 1155 am

2. The message contents are displayed. You can view any attachments you have received by clicking on the

attachment name(s).

View Message b
Fram: pvi@amelevator.com
Ta: <Documentation. col. 164 @att.stagingv4.angusanywhere. com:
Cc:
Subject: RE: COI Expiry MNotification for A & M Elevator Company Inc.
Massage: Thank you for the reminder, here is 3 copy of the updated COL
Attachments: | COLpdf
| Close || AddfiestoCOI|

3. You can add attachments to the COI's Documents section by clicking Add files to COI.

4. In the confirmation window that opens, place a checkmark beside the files you would like to add to the

COl's documents section, then click Add files to COI.

-] col Attachments %
File Name
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| Add Fies to col ||| 3¢ cancel




