
 

 : ATTACHING 
DOCUMENTS TO TASKS 

J U S T  S O M E  I D E A S :  S H O W  C O N T R A C T  &  R I D E R S ,  S P O N S O R  
A G R E E M E N T S ,  E M P L O Y E E  &  V O L U N T E E R  A U T H O R I Z AT I O N S ,  

A C T O R  A U D I T I O N  F O R M S ,  S T U D E N T  M E D I A  R E L E A S E S ,  R E N TA L  
S E T U P  D I A G R A M S ,  A P P R O V E D  I M A G E S  &  L O G O S  .  .  .  

TM 
Tip of the Week 

This TMTip compliments of: Liz from Proctors – Thank you! 

E.G.  “MEE TI N G” T AS K  T Y PE 
ON  A D ON ATI ON 

E.G.  “MEE TI N G” T AS K 
TY PE  ON  A  P A TR ON 

 

E.G.  “A TT AC HED TO  E VE N T” 
TAS K TY PE  ON  AN  E VEN T 

 

1. COMPLETE REQUIRED INFO (DESCRIPTION, EVENT #, ETC.) THEN CLICK “SAVE”. 
 

2.  CLICK “ADD DOC” UNDER “ATTACHED FILES” TO BROWSE & ADD FILE.  
 

3.  WHEN OPENING FILE,  TM WILL REMIND YOU TO RE-UPLOAD ANY EDITS.   
IF THERE’S A DESKTOP FILE BY THE SAME NAME, CHOOSE WHICH ONE TO OPEN. 

 
 
 
 


