
Documents Overview

Click 
Documents1



Documents: Sort

Sort documents by clicking on 
a column header.



Documents: Advanced Filter

Click Filters1



Documents: Advanced Filter

NOTE: Click each filter option 
to expand and select criteria



Documents: Advanced Filter

Click Apply3

Select and/or 
enter filter criteria2



Documents: My Documents

Click My 
documents1



Documents: My Documents

NOTE: This section is designed 
to provide a place to store 
personal documents. 

Documents uploaded to this 
section will be private and only 
viewable by you.

Click Add 
document2



Documents: My Documents

Click Category and select 
from dropdown3

NOTE: Select a category that is 
already created or choose “—” to 
not use a pre-defined category.

Documents uploaded here will 
remain private to you.



Documents: My Documents

Click the paperclip to 
select document4



Documents: My Documents

Optional: Click Sub-category
and select from dropdown

Optional: Enter a Description
for the document (this is different 
than the document title)



Documents: My Documents

Click Add4



Documents: My Documents

The uploaded document will be 
added to the top of the list.


