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1. Upload File Attachment 
 

What it’s for  

Additional documents or picture may be needed to be attach with data as supporting 
documents or as reference purposes. In this syllabus, we will guide on how to upload files 
attachment in Work Order module. The step can be applied to any of CMMS Module 

 

Upload Attachment step 

1.1 On the left panel of the system, click on Work Order > Work Order.  
 

 
Figure 1.1 

 
 
1.2 User will be directed to Work Order table view with default data retrieval.  
1.3 Select the desired Work Order. Click edit button.  

 

 

Figure 1.2 

1.1 Click  

1.2 Click  

1.3 Click  
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1.4 In the Work Order details, select Reference tab. 
 

 
Figure 1.3 

 
 
1.5 At the top of the window, user will see  icon, click on it and t will show 3 more 

icons 

1.6 Click on the 1st icon  (From PC to CMMS Web) 
 

 

Figure 1.4 

 

 

1.4 Click  

1.5 Click 
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1.7 User PC drives will pop up. Find the desired files or pictures to be upload.  
1.8 Click Open button to upload the file 

 

 
Figure 1.5 

 
 
1.9 The file is uploaded into CMMS Web server. Click X button 

 

 

Figure 1.6 

 

1.6 Select  
1.7 Click 

1.8 Click  
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1.10 In CMMS Work Order Reference tab, click Add button to add the attachment 
uploaded into the Work Order. 
 

 

Figure 1.7 

 
 

1.11 Data window will popup, select the files uploaded and click Select button 
 

 

Figure 1.8 

 

 

1.9 Click  

1.10 Select  

1.11 Click  
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1.12 the file is attached to the Work Order as reference. User may click on View button to 
view the file. 

1.13 Click save button to save the changes. 
 

 

Figure 1.9 

1.12 Click  

1.13 Click  


