
 

 

How to Add a Document  

 

• Log in  

• Select client from the client list  

 

• Click on the documents tab 

 

• Type the title of the document in the Document Group Name box 

 

• Click on the Choose Files to browse your computer for the target 

document 



• Select the target document and the document will auto upload 

• Click SAVE 

 

• The system supports the uploading of documents with the following 

suffixes (file types) txt csv pdf xls xlsx doc docx ppt pptx rtf gif. 

 


