Easy way to add Attachment File to for SM documents and attachments:

1. Adding a temp/ attachment file to your C: drive

Open your file explorer, it looks like this:

Click on the Windows C: in the list under This PC
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In the window that opens up, right click the mouse and then hover the mouse over ‘new’ and click on

‘folder’.

. = [reg
n [meee i Wi farcsge
'l' |
Fex b
F Taw B o Wnalnas T4
i ik siaaes
e Ana et
Flstogaition:
& Dowrizsin ™
[ - BeriLig
& Pictom Progres Pl
YR Prrsgone e [l
£ ot [pre e
Errom S
Farmgrios .
it
M Thin L
W Dupieiee
[P —

& Drsamizads
B Wusie

W Firtirs
B vide

P L T

g Matwon
B CDOTSCETIRSVRT

Program Files (x36)
Quarantine
StartMenu
Sun
System.sav
Users
Windows
|:] AcrobatDClnstall
© Chrome
] scrubRetvalFile
Attachments

=]

Chirea
Serubfaiva il

i rud pan 1L
Tawrs Hrw
[
i
[
5o By
Goteeg by
[

7/26/201

3/13/2018 3:00 PM
7/23/2012 9:27 PM
3/13/2018 3:02 PM

7/26/2018 7:32 AM

Eavy apiue
Fropare

File folder

File folder

File folder

File folder

File folder

File folder

File folder

Text Document
lcon

Text Document
File folder

11,302 KB
M5 KB
1KE



2. Adding an attachment from daily work reports

Click on the attach icon
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Click on the “create from file’ tab

AASHTO SiteManager
© Edit Sevices Window Help

INER DS IR0 s>FrABOEEg X

%
[
B




Click on browse
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Choose file:

1. Select Con CDOT5CG7....

2. Select file (I named mine Attachments)

3. Select document to attach
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Click on OK
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Inserts the contents of the file as an object into your
document so that you can activate itusing the
application that areated it.

Cancel

1. Name file
2. Provide description of file
3. Click “Add All” under Attachment Security
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Click “Add” on the bottom of the screen
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If you have successfully attached a document to SM, you will see a screen like this:
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