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Adding Attachments to Orders

Order Listing Tab

1. Use the Search field to enter in the VIN number needing an attachment

7 SR el /Ready  siMPLIFYING LOGISTICS

B owmon ISTING ——
W Orders
© Profits [ i ] Active Orers All 5 <5 Filters
5] Legout
o
@0
Q XXXXXXXXXXXXXXXXX X @
;:;_( thold  5/13/2022 ©00
Q XOOOOOOOKKKXX
Saraaraos XHAXHEXXKXAKHXKKNK )
s A g keys 5/2/2022 o000
1011
03/03/ Client Name  MANHEIM oorasen 00000000 Pickup Location oo N 000
10:05:48 Here LAKELAND g YOO Here ReaiaEii o~ =
03/03/2022 Client Name MANHEIM WPBA2001899  OUXOONOGXC Pickup Location o .
12:09:00 s Here PALM BEACH X000 Here g SoVENIE soluetw et ustoters  (5/0/2022 ©00

2. Select the order by clicking anywhere on the row
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3. Oncein the record move to Step 4 - Vehicle Specs
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Client Details Location Details Vehicle Specs

4. Proceed down to the Document Requirements section

Document Requirements
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The following decuments are required: 3P Documents
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5. Select the ‘Upload’ link
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6. Inthe Attach Document pop-up choose the type of attachment from the ‘Document Type' dropdown

Attach Document
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Allowed formats: pdf. jpg, E
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7. Select the ‘Attach Documents’ link
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8. Choose document to upload from local files and select ‘Open’
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9. Select the ‘Save’ button to attach the document to the order
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/Onl\/ one attachment per Document Type can be attached

Km MB Max for attachments allowed

e |faduplicate Document Type is attached, document being uploaded will override the previou
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e Types of attachments allowed:
o PDF
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