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1. Attachments are added to the request by clicking Attach Documents in the 
Attachments menu on the Expected Expenses page. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Clicking Attach Documents opens the Document Upload and Attach dialog. 
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3. After adding an attachment to a request, the attachments icon, , is displayed next to 
the Attachments menu to indicate that the request has attachments. 

 

 
 

4. You can view, delete, or add additional attachments from the Attachments menu. 

 
 


