ADD AN ATTACHMENT TO A REQUEST Travel Tip Sheet

Updated August 27, 2020

HELPFUL HINTS

f Arequest must be saved in order for the button to appear.
T Choose up to 10 files to attach to the request.
1
An attachment can be added to a travel request by clicking on and selecting

Attach Documentsfrom the
dropdown menu.

Click on Browse. Locate the file and click on Open.
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Be sure to click on el

| Close

The document is now attached. Click on |_lose | .

To verify the attachment:
f  Saved/un-submitted request: select Check Documentsfrom the dropdown menu. The attachment will preview in a
new browser window.

{1  Submitted/approved request: select View Documents in a new window from the dropdown menu. The attachment
will preview in a new browser window.

I Attachments = Print / Email ~

I"u"iew Documents in a mew window I

Attach Documents

Copyright © University of Nebraska Board of Regents



