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Adding a File to the File Library & Attaching Files to Forms  

 
(Please Note: If you need to attach a file to a form for submission, it should be in the 

My File Library BEFORE you submit the form. Most industry standard file types can be 
uploaded into the My File Library section.) 

 
USER STEPS 

 
1. Adding a file to the My File Library is easy and may be necessary to finalize forms 

that require documentation.  
 

2. Locate the   , under the “My Info” section on the left is the “My File Library” 
link.  
 

 
 

3. Click on the link to open a new dialog box. 
 

 
4. You will see “My Files-your name” with a list of files you may have uploaded, the 

type of file and name, the size and date of the uploaded file. 
 

5. To add a personal file to your My File Library, click on the “Add File” button and 
the new dialog box opens. 
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 Click the “Browse” button if you have it saved on the computer you are working 
on or if you have it saved on a flash drive. 
 

 Enter a name (under 50 characters) related to the file that you will upload. 

 
 Click “Upload” button and it will appear in your “My File List” in about three-five 

seconds. Be patient and refresh your browser if it does not appear in the list. 
 

(Please Note: You may upload standard files, e.g. Microsoft Word, PDF, Mac files, etc.) 

 
6. Once you have the document you will need in your My File Library, click the form 

you need to add this documentation to and then check off the file in the file list to 
attach it to this form, as shown below. 
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7. In this example, I have added the documentation that I need to attach, first, in the 
My File Library. Next, I checked off the corresponding checkboxes to attach to 
this submission and complete the form and save.  
 
(Please Note: See the “view” button. If you named more than one document the 
same name, you can view documents before you attach to make sure that you 
select the correct one. If it is not the correct document, you can de-select it and 
choose another one.) 

 
8. Once the form is completed and submitted, the approvers on the form will now 

see the original submission and any attached forms that were checked off by the 
End User.  

 

 


