Uploading Documents into the LOC Application




Still in the Initial phase, marked by the flag icon
scroll down to the Documents tab.
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When you click on the Documents tab, the section expands.
From this screen you can upload supporting documents.
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Click @ new document.
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Then click Choose File. Select the document you
wish to upload from your computer and click OK.

Add a document

Choose a file m| Mo file chosen

Destination Folder JLOC/2015/




A new screen will pop-up. From here you
can add a Title to the document and add Comments.
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The document was uploaded successfully and is checked out to you. Check that the fields
@ below are correct and that all required fields are filled out. The file will not be accessible to

other users until you check in.
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Scroll down. For Section, always choose LOC.
Then choose the Category that this document supports.
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Click Primary Verification if the document is the
Primary Verification for this LOC. Then click Save.
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You will see your document listed on the screen.
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Once you have uploaded the Primary Verification, mark Yes at the top of the
screen. This serves as a reminder when completing the Initial stage.
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Once all required information has been entered, click Save for
the Next Stage button to become active.
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Click Next Stage to continue. From this dropdown,
click Create+ to create a new LOC.
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