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BACKGROUND

Prior to the implementation of “SeRA”, there was the “SPIDERS” system (which is where the converted SeRA data comes
from) and Doclibrary (which held attachments from the SPIDERS system). In order to access “DoclLibrary”, one had to have

approval; however, this access is no longer provided.

Attached are examples and a matrix list of views by document Categories and Subcategories with a comparison of what
Departmental Users vs. Central Office Users can/ cannot see in SeRA.

If departmental users see a document in CAPITAL LETTERS, but are unable to read an attachment and see “garbled
language”, it is usually due to that document being housed in the Doc Library. ONLY Central Office users will have access to

the Doc Library. Users are referred over to their Institutional Official if requesting access to the attachment.

*Disclaimer: The SeRA Team does not make the assumption that because the user has access to that
department that also means that they should have that access to that document. We leave that
decision up to the 10’s discretion.

Example screenshots:
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ACCESS/ PERMISSIONS OVERVIEW
In order to view attachments or documents within a “SPO” (project), users must have the appropriate access/ permission to

that SPO’s administering org code. These permissions are usually granted through the department/ division’s Division
Manager, Admin Services Manager, Director of Finance and Administration (DFA) the Assistant DFA, or upper level
management.

Access is also based on the "Category" and "Subcategory" selected when the documents are uploaded. These factors
determine whether or not a user will have access to the document. Attachments can be made at the transaction level or
the project level. Some categories and sub-categories are restricted to just central office users. Some categories and sub-
categories are restricted to certain transaction types.

*Please refer to the matrix on page 14 to determine what is viewable at the Departmental versus the Central Office

views. Screenshots displayed have varying examples based on Category and Subcategory chosen.

ACCESS OR VIEW ATTACHMENTS AT THE PROJECT LEVEL

1. Loginto the SeRA web portal at: https://sera.stanford.edu/
a. SeRA will ask you to WebAuth (if that hasn’t been done previously).

2. Once logged into SeRA and you are in your Dashboard, search for the desired SPO or project.
Under the “Project Summary”, and in the “Left-Hand Navigation” (LHN), click on “Attachments”.

Stanford Electronic Research Administration

Agreement Number: 112312
Agreement type: Clinical Trial

Attachments
Personnel Summary

Project Comments
Project History @]JECT SUMMARY D

Title: RAS-4555

Proposals Awards Subawards Other Transacti

Other Agreements Keyword:
Start Date: 07/08/2013 Total Project Estimats
Funded To Date: Total Project Funded

SuemmTeED ProPosaLs Penoing AwarD

Proposal 1D Deadline Date Proposal Type Start Date

F1 Mew OTI0B/2013
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4. Clicking on the blue hyperlink under the column “Filename” will open a new window, which will then allow you to
download the attachment.

*Note: Department views show only 1 attachment

Stanford Electronic Research Administration

Dashboard

Project

Attachments « ATTACHMENTS

Personnel Summary

Project Comments Add New Attachment

Project History ‘,Q. [ J(Go) (LAcionsw)
Category Subcategory Proposalldentifier Segmentidentifier Filename FileTags Rev# Updated On  Updated By Linked Trx's FEdit Remove Link
Agreements  Agreement - TEST 1 1215/2015 Velasquez, 0o 2 o (5]

New/Criginal B B DOCUMENT docx 08:12 AM Anabel

‘Select any file below to view
Version Date/Time [mm— File Tags
1 12M5/2015, 08:12 AM

*Note: Central Office views show 2 attachments

Stanford Electronic Research Administration

Dashboard

Project

Attachments « ATTACHMENTS

Personnel Summary

Project Comments Add New Attachment

I ‘/Q. [

Other Agreements Category Subcategory Proposalldentifier Segmentidentifier Filename File Tags Updated On Updated By Linked Trx's Edif Remove Link

e c 12M5/2015 Velasquez,

TEST
DOCUMENT docx 08:12 AM Anabel o Fe o

E4
Agreements  Agreement - TEST c 121512015 Velasquez, 0 ra
f Eou New/Criginal - - DOCUMENT.docx 08:12 AM Anabel .

Select any fie below 1o view

Version Date/Time s

—

—
: 12/15/2015, 08:12 AM ‘ EST DOCUMENT. nn/,
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ATTACH DOCUMENTS AT THE PROJECT LEVEL

1. Search for the desired SPO or project.
2. Under the “Project Summary”, and in the “Left-Hand Navigation” (LHN), click on “Attachments”.
Stanford Electronic Research Administration
Dashboarg Test Record
PO #112823
Anabel Velasquez Agreement Number: 112312
Pathelogy Agreement type: Clinieal Trial
Adtachrments Proposals Awards Subawards Other Transacti
Perscnnel Summary
Project Comments
Project History PRoJECT SuMMARY
Title: RAS-4555
Other Agreements Keyword:
Start Date: 07/08/2013 Total Project Estimate
Funded To Date: Total Project Funded
SuemTTED PrOPOSALS PENDING AWARD
Proposal ID Deadline Date Proposal Type Start Date
P1 Hew O7/08/2013
3. Click on “Add New Attachment”.
Stanford Electronic Research Administration Search [ [l
nCs rch
Dashboard Test Record
SPO #112823
Anabel Velasquez Agreement Number: 112312 Sponsor: Mational Institutes of Health
Pathology Agreement type: Clinical Trial Prime Sponsor: American Heart Association
Attachments « ATTACHMENTS

4. Select a “Category”, “Sub Category”, and select the file you would like to upload by clicking “Choose File”.
tag(s) if desired.
5. Click “Attach”.

Personnel Summary
Prcject Comments Add New Attachment

Project History ( Go (. ~Actions v-_

a. Based on your level of access, the Categories available to you may differ than that of another user.

* Category

Proposal Documents v
* Bub Category
Proposal - New v

* File Location
Choose File | imaged{1.png
File Tag(s)

ca ncel
A

]
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LINK ATTACHMENTS TO TRANSACTIONS (Project Level)

eRA STANFORD ELECTRONIC RESEARCH ADMINISTRATION

1. Search for the desired SPO or project.
2. Under the “Project Summary”, and in the “Left-Hand Navigation” (LHN), click on “Attachments”.
Stanford Electronic Research Administration
Agreement Number: 112312
Agreement type: Clinical Trial
Sdtachments Proposals Awards Subawards Other Transacti
Personnel Summary
Project Comments
Project History ProJECT SUMMARY
Title: RAS-4505
Other Agreements Keyword:
Start Date: 07/08/2013 Total Project Estimate
Funded To Date: Total Project Funded
3. Click on the icon under the “Link” column for the attachment you’d like to link.
Dashboard Test Record
SPO #112823
Anabel Velasquez Agreement Number: 112312 ‘Sponsor: National Institutes of Health
Pathology Agreement type: Clinical Trial Prime Sponsor: American Heart Association
Attachments « ATTACHMENTS
! Add New Attachment
Project History /" ‘E Actions w
Other Agreements
g:nskaauglg pE e g B = D o @
il DOGUMENT dosx TR e 0 m E
1-2
4. Select the checkbox (es) for the transactions you’d like to link the attachment to.
a. *Note that you can link documents that are IN PROGRESS (those with hyphens in the “Transaction Completed”
column) or COMPLETED (those with date stamps) transactions.
5. Click “Link”.
Select Transaction ldentifier Transaction Type Name Transaction Completed
PJLESS514 Project Log -
AWESEE4E Award - New -
< PRE55SE554 Proposal - New 18-AUG-13
1-3
6. Inthe “Linked Trx’s” column, the hyperlink will display how many transactions have been linked to that attachment.
ATTACHMENTS
Add New Attachment
/‘, -E_ (_Actions =

Closeout

TEST 12152015 Velasguez,
Package W = i DOCUMENT docx l 08:12 AM Anabel
Agreements  Agreement - TEST | 12152015 Velasquez,
& NOAs MewiOriginal DOCUMENT .docx 08:12 AM Anabel
1-2

Click on the hyperlink to verify which transactions have been linked to that attachment.

Last Revised: January 15, 2016
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Transaction # Transaction Type Complete Date
PRS56554 Proposal - Mew 16-AUG-13

Award - New -

Full Status Name
Completed
In Progress

1-2

a. If you have linked an attachment to a completed transaction, this information will show up in the completed
transaction’s “Proposal & Attachments” page with the timestamp in BOLD.

Dashboard Test Record
SPO #112823
Anabel Velasquez Agreement Number: 112312 Sponsor: Mational Institutes of Health
Pathology Agreement type: Clinical Trial Prime Spensor: American Heart Association
PDRF #: PR556554
Proposal Summary ATI'ACHMENTS Assigned to:  None
Transaction Home P el leted
roposal - New : ompleted
Pl & Project Location P Status: 08/18/2013
Admin & Sponsor Details Please attach full proposal, detailed budget and justification, and other supporting documents
Trrmsiirar that will facilitate the review and submission process
Budget Questions Important Note:
Budget Detail « A final version of your propesal MUST be attached for Institutional Review & Submission by OSR or RMG
TR TR = For instructions on how to attach your propesal during the PDRF Routing/Approval process, click here
Approvers & Comments
Proposal &
Attachments «
Transaction Log
Cover Letter .
List Attachments
ACTIONS Calegomzl Subcategory File Name Rev # File Tag(s) Clatesl Updated By Actions
View PDRF Closeout Package MA TEST DOCUMENT . docx 1 15-DEC-2015 08:12 Velasquez, Anabel 7 P4

row(s) 1-10of1

ADD ATTACHMENTS TO OPEN TRANSACTION (Transaction Level)

*|f the transaction is currently assigned to you, search for the desired transaction in your “Dashboard”.
*If the transaction is currently assigned to someone else, search for the desired transaction via a simple search.
1. From the “Transaction Home” and on the LHN, click on “Attachments”.

Dashboard Test Record
SPO #112823 (Segment 1)
Anabel Velasquez Agreement Number: 112312 ‘Sponsor: Mational Institutes of Health
Pathology Agreement type: Clinical Trial Prime Sponsor: American Heart Association
Transaction ID:  AW598646
Ip Su.mmary TRAN SACTION HOME Assigned to: Velasquez, Anabel
Transaction Home « Award - New Status: In Progress
Project Personnel
Budget Questions Start Date: 05/02/2015 Total Award Budget: S 1,941,440
Budget Detail End Date: 05/01/2016 Total Funded To Date: 5 1,841 440
Funding Detail Funded To: 05/01/2016
Project Questions Period 1 TOTAL
Terms and Conditions Start 0s, 15
Revisw & Approve End
“Jiew Proiect Atachments Total direct 3 5 1,516,750
2. Click on “Add New Attachment”.
Transaction I~ AW598646
AﬂACHMENTS Assigned to: “elasguez, Anabel
Award - New Status: In Progress
Add New Attachment _J#Link to Existing Document
List Attachments
Categomzl Subcategory File Name Rev # File Tag(s) Updated On Updated By Actions
Closeout Package R TEST DOCUMENT .doex 1 15-DEC-2015 0812 Welasguez, Anabel j F i

row(s)1-1of1

Last Revised: January 15, 2016 Page | 7
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6. Select a “Category”, “Sub Category”, and select the file you would like to upload by clicking “Choose File”. Enter in any file
tag(s) if desired.
7. Click “Attach”.

a. Based on your level of access, the Categories available to you may differ than that of another user.

* Category

Agreements & NOAs v
* Sub Category

NOA - New/Original Award A

* File Location
Choose File | TEST DOCUMENT.docx
File Tag(s)

LINK ATTACHMENTS TO OPEN TRANSACTION (Transaction Level)

*If the transaction is currently assigned to you, search for the desired transaction in your “Dashboard”.
*If the transaction is currently assigned to someone else, search for the desired transaction via a simple search.
1. From the “Transaction Home” and on the LHN, click on “Attachments”.

Dashboard Test Record
SPO #112823 (Segment 1)
Anabel Velasquez Agreement Number: 112312 Sponser: Mational Institutes of Health
Pathology Agreement type: Clinical Trial Prime Sponsor: American Heart Association
Transaction ID:  AW598645
SELaE Su.mmﬁry TRANSACTION HOME Assigned to: elasquez, Anabel
Transaction Home « Award - New Status: In Progress
Project Personnel
Budget Questions Start Date: 05/02/2015 Total Award Budget: 5 1541440
Budget Detail End Date: 0S/01/2016 Total Funded To Date: 1,941,440
Funding Detail Funded To: 05/01/2016
Project Questions Period 1 TOTAL
Terms and Conditions Start 15
Reyiew & Approve End
IDC Rate
AP ETOE Rl achmenta Total direct S 1516750 & 1,516,750
2. Click “Link to Existing Document”.
Transaction ID:  AW508646
A-ITACHMENTS Assigned to: “elasguez, Anabel
Award - New Status: In Progress
Add New Attachment {Link to Existing Document]
—
List Attachments
CﬂleDOWIEJ Subcategory File Name Rev # File Tag(s) Updated On Updated By Actions
Closeout Package MIA TEST DOCUMENT .docx 1 15-DEC-2015 D812 “elasquez, Anabel 'j F 3

row(s) 1-10f1

Next=>Transaction Log

3. Select which attachments you’d like to link the transaction to and click “Add Attachments”.

SaTEY ST ) il TEST > W) nN&-17 el a7 2|
n Agreements & NOAs  Agreement - New/Original DOCUMENT. docx 1 121572015 08:12AM  Velasguez, Anabel

1-10f1

Add Attachments |

]

Last Revised: January 15, 2016 Page | 8
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i. The linked attachment will now show up on the list of attachments in that transaction.

List Attachments

Categcrylzl Subcategory File Name Rev# File Tag(s) Updated On Updated By Actions
Agreements & NOAs Agreement - Mew/Original TEST DOCUMENT .docx 1 15-DEC-2015 0812 ‘Velasquez, Anabel ﬁl i g
Closeout Package MiA TEST DOCUMEMT .docx 1 15-DEC-2015 0812 elasquez, Anabel 'j F ’

row(s)1-2of2

Next>>Transaction Log

REMOVE/ DELETE ATTACHMENTS (Project Level)

1. Search for the desired SPO or project.
2. Under the “Project Summary”, and in the “Left-Hand Navigation” (LHN), click on “Attachments”.

Stanford Electronic Research Administration

Agreement Number: 112312
Agreement type: Clinical Trial

Attachments .
Proposals Awards Subawards Other Transacti
Personnel Summary

Project Comments
Project History ProJECT SUMMARY

Title: RAS-4985

Other Agreements Keyword:
Start Date: 07/08/2013 Total Project Estimate
Funded To Date: Total Project Funded

3. Locate the attachment you would like to delete/ remove.

a. Ifthereis only 1 version of an attachment OR If there is more than 1 version of an attachment AND you want to
remove all of the attachments:

i. Click on the garbage can under the “Remove” column.

Dashboard Test Record
SPO #112823
Anabel Velasquez Agreement Number: 112312 Sponsor: National Instiutes of Health
Pathology Agreement type: Cinical Trial Prime Spensor: American Heart Association
Attachments « ATTACHMENTS

Personnel Summary
Project Comments
Project History

Add New Attachment

el Go (_Actions
Other Agreements Linked Trx's
Closeout TEST 1211502015 Velasquez, N , e
Patkage HUE [ g DOCUMENT.docx g 08:12 AM Anabel 2 o Ed
Agresments  Agreement - ; 1 TEST 1 12M52015 Velasguez, f > @ £
&NOAs New/Original DOCUMENT.docx 08:12 AM Anabel E -
1-2

1. A warning message will display advising that all versions of this document will be removed.
Click “Remove” or “Cancel”.

All versions of this document will be remowved from all transactions.
NOTE: If you would like to delete only a single version of this document you will

need to click on the Rev number hyperlink and ciick the trashcan on the version
you'd like deleted.

Remove | Cancel

Last Revised: January 15, 2016 Page | 9
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b. If there is more than 1 version of an attachment AND you want to remove only one version:
i. Click on the blue numerical hyperlink under the “Rev #” column.
ATTACHMENTS
Add New Attachment
pel (Go) (_Actions v )

Subcategory Proposalldentifier Segment Identifier Filename File Tags Updated On Updated By Linked Trx's Edit Remove Link
I 1 =P S s o o®
Shom " Neworgna - i DECUMENT cec T e e T m HE

1-2

Locate the document you would like to remove and select the garbage can icon under the “Delete”

column.
Version DateTime Name File tags Proposal ldentifier Segment ldentifier Uploaded By Deleted By Delete
2 01/04/2016, 12:36 PM TEST DOCUMENT .docx - P1 1 “Yelasquez, Anabel - ‘ﬂ
1 12/15/2015, 08:12 AM TEST DOCUMENT docx - P1 1 ‘felasquez, Anabel -
=2
Nofe: Fonly one version ofthe ists and you'd like fo delefe. please dose fhis window and use fhe delete fincion in the Afischments page
1. A warning message will display asking if you are sure you want to move forward with the
deletion.
Are you sure you want to delete this version
from the transaction as well as from the
project?
Note: Delsting this attachment deletss it from any/aill
transactions AND the entire SPO record.
No Yes
4
a. *Note: Deleting this attachment deletes it from any/all transactions AND the entire
SPO record.
2. The hyperlink to the attachment will no longer be available, however, there is a record of who it

was deleted by.

Version Date/Time Name File tags Proposal ldentifier Segment Identifier Uploaded By Deleted By Delete
2 01/04/2016, 12:36 PM TEST DOCUMENT .docx - P1 1 “Velasquez, Anabel -

1 1215/2015, 08:12 AM TEST DOCUMENT .docx - ‘Velasquez, Anabel ‘elasquez, Anabel -

Ngte: Fonly one version of fhe document exists and you'd ke fo delefe, please dose fhis window and use the delete fincion in fhe Affschments page.

Last Revised: January 15, 2016
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REMOVE/ DELETE/ UNLINK ATTACHMENTS (Transaction Level)

*If the transaction is currently assigned to you, search for the desired transaction in your “Dashboard”.

*If the transaction is currently assigned to someone else, search for the desired transaction via a simple search.
1. From the “Transaction Home” and on the LHN, click on “Attachments”.

Dashboard Test Record
SPO #112823 (Segment 1)
Anabel Velasquez Agreement Number: 112312 Sponsor: Mational Institutes of Health
Pathology Agreement type: Clinical Trial Prime Sponsor: American Heart Association
Transaction ID:  AW598646
Segment Summary TransacTioN Home Assigned to: | Velasquez, Anabel
Transaction Home « Award - New Status: In Progress
Project Personnel
Budget Questions Start Date: Total Award Budget: 5 1,941,440
Budget Detail End Date: Total Funded To Date: S 1,941 440
Funding Detail Funded To:
Project Questions TOTAL
Terms and Conditions Start
Reyiew rove End
Aftachments IDC Rate
View Proiect Attachments Total direct $ 1516730 | § 1,516,750
. : “« . ”
2. Click on the garbage can icon under the “Actions” column.
Dashboard Test Record
SPO #112823 (Segment 1)
Anabel Velasquez Agreement Number: 112312 ‘Sponsor: National Institutes of Health
Pathology Agreement type: Clinical Trial Prime Sponsor: American Heart Association
T ction ID:  AWS598646
Segment Summary ATTACHMENTS Assigned tor | Velasauee Anatel
Transaction Home Award - New Status: In Progress
Project Personnel
Budget Questions Add New Attachment  Link to Existing Document
Budget Dietail
Funding Detail List Attachments
Project Questions Category|v] Subcategory File Name Rev# File Tag(s) Updated On Updated By Actions
Terme and Conations Agresments@NOAS  Agreement- New/Original  TEST DOCUMENT.docx 1 1S-DEC-201508:12  Velasauez, Anabel (0 )

Review & Approve
Attachments «
“iew Project Attachments

row(s)1-10of1
Transaction Log Next>>Transaction Log

3. A message will display with 2 options- select one:
a. “Unlink file from transaction” will remove the attachment from the transaction, but NOT from the project level
“Attachments” and not from any other transactions the attachment is linked to.
b. “Delete file from project” will remove the attachment from the ENTIRE SPO/ Project record.
4. Click “Submit”.

Unlink File from Transaction

Delete File from Project
Warning: This deletes attachment from entire SPO record
Submit || Cancel

Last Revised: January 15, 2016 Page | 11



eRA STANFORD ELECTRONIC RESEARCH ADMINISTRATION

USER GUIDE

ATTACHMENTS
EDIT/ REVISE/ UPDATE ATTACHMENTS (Project Level)
1. Search for the desired SPO or project.

2. Under the “Project Summary”, and in the “Left-Hand Navigation” (LHN), click on “Attachments”.

Stanford Electronic Research Administration

Agreement Number: 112312
Agreement type: Clinical Trial

Attachments 1
Proposals Awards Subawards Other Transacti
Personnel Summary

Project Comments
Project History ProJECT SUMMARY

Title: RAS-4585

Other Agreements Keyword:
Start Date: 071082013 Total Project Estimate
Funded To Date: Total Project Funded

SuemitTeD ProposaLs PENDING AwARD

Proposal ID Deadline Date Proposal Type Start Date
P New O7/08/2013

3. Locate the attachment you would like to edit/ revise/ update.
a. Click on the pencil icon under the “Edit” column.

Dashboard Test Record
SPO #112823
Anabel Velasquez Agresment Number: 112312 ‘Sponsor: National Institutes of Heafth
Pathology Agreement type: Ginical Trizl Prime Sponsor: American Heart Association
Attachments « ATTACHMENTS
Personnel Summary
Project Gomments Add New Attachment
Froject History pel Go ) ( Actions
Other Agreements
Closeout TEST N 01/0412016 Velasquez, .
Package G5 = i DOCUMENT.docx 2 12:38 PM Anabel g o L] Ed
Agresments  Agresment - : TEST p 12150015 Velasquez, : > @ £
& NOAs NewiOriginal DOCUMENT.docx 03:12 AM Anabel - 2

1-2

b. Click on “Choose File” and upload the new attachment.
c. Ifapplicable, enter file tag(s).
d. Click “Update”.

Browse to locate the updated version of:
TES -
hoose File | TEST DOCUMENT. doc
File Tagls
testing

Update ancel

Last Revised: January 15, 2016 Page | 12
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EDIT/ REVISE/ UPDATE ATTACHMENTS (Transaction Level)

*If the transaction is currently assigned to you, search for the desired transaction in your “Dashboard”.

*If the transaction is currently assigned to someone else, search for the desired transaction via a simple search.

”

1. From the Transaction Home and on the LHN, click on “Attachments”.

Dashboard Test Record
SPO #112823 (Segment 1)
Anabel Velasquez Agreement Number: 112312 Sponsor: National Institutes of Health
Pathclogy Agreement type: Clinical Trial Prime Sponsor: American Heart Asscciation
i TRaNsACTION Home Aosned tor . \asgiz, eebe
Transaction Home « Award - New Status: In Progress
Project Personnel
Budget Questions Start Date: 0s/02/2015 Total Award Budget: 5 1,541,440
Budget Detail End Date: 05/01/2016 Total Funded To Date: 5 1,941,440
Funding Detail Funded To: 05/01/2016
Project Questions Period 1 TOTAL
Terms and Conditions Start
Reyisw & Approve End
IDC Rate
“fiew Proiect Attachments Total dirsct 5 1,5 5 1,516,750

1. Locate the attachment you would like to edit/ revise/ update.
a. Click on the pencil icon under the “Actions” column.

Segment Summary ATTACHMENTS 1’;".;@2"1:"’ AWSQBMB_
Transaction Home Award - New Status:
Project Personnel
Budget Questions Add New Attachment Link to Existing Document
Budget Detail
Funding Detail List Attachments
Project Questions Category a| Subcategory File Name Rev# File Tag(s) Updated On Updated By A
TETT2ETE DTS Agreements & NO4s  Agreement - NewiOriginal ~ TEST DOCUMENT.docx 1 15-DEC-201508:12  Velasquez, Anabel
Review & Approve row(s) 1 T or1

Attachments «
View Project Attachments

Transaction Log Next>>Transaction Log

b. Click on “Choose File” and upload the new attachment.
c. |If applicable, enter file tag(s).
d. Click “Update”.

Browse to locate the updated wersion of:

TES

File Tag(s
testing

ancel

Last Revised: January 15, 2016 Page | 13
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MATRIX

Department Central Office
CATEGORIES & SUBCATEGORIES View View

o Agreements & NOAs v v

o Agreement - New/Original

o Agreement - Amendment

0 NOA - New/Original

o NOA - Amendment

ANENENENEN

0 NOA - Administratively Issued

O Correspondence or Backup

O Master Agreement - Amendment

o Master Agreement - New/Original

o Agreement Redline

O Zero-Dollar Agreements v

AN

o Agreement - New

<

o Agreement - Amendment

o Correspondence or Backup

o Agreement Redline

O Proposal Documents

0O Proposal - New

O Proposal - Resubmission
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