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Instruction Sheet for Recipients
Process:  Uploading Documents
System Status:  Various statuses in the system allow the ability to upload documents.

Where can I upload documents? 
· Parent Document – the general “Uploads” form available to all roles and located at the botton of the “Application Forms” section. Upload deliverables or other documents required by your scope of work or funding opportunity.
· Sub-documents – the “upload” field or form within a Payment Request/Progress Report, Equipment Purchase Report, and Recipient Closeout Report forms. These sub-documents are located under “Examine Related Items” in the parent document menu. Upload supporting documentation related to the sub-document.
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Note: Each Ecology funding opportunity will have guidance for type of documents to upload and their preferred locations. If you are unsure of where documentation should be uploaded, please contact your Financial Manager. 
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Application Menu - Forms
Please complete all required forms below.

Document Information: AQPM25-2014-AppOrg2-00062
) Details

Page Na

Funding Program Guidelines

. Ms. Dawn SAW Drake
9/9/2014 10:25:58 AM

. Ms. Dawn SAW Drake
9/9/2014 10:28:24 AM

Ms. Dawn SAW Drake ~ Ms. Dawn SAW Drake
9/9/2014 10:33:40 A 9/9/2014 10:40:09 AM

‘Scope of Work - Additional Tasks (2)

Ms. Dawn SAW Drake
9/9/2014 10:45:52 AM

Colin Young. Colin Young.
(s 5/20/2015 1:42:27 PM _ 5/20/2015 1:43:04 PM

‘Scope of Work Summary





How to upload a document:
· Identify where you need to upload documents in EAGL and navigate to that form.

· Collect and save documents in an electronic format; scan document(s) if necessary.
· Scroll to the very bottom of the list of uploaded documents for a blank field to be sure that the document you are uploading is not overwriting a previously uploaded document.

· Click “Browse,” find your saved document, and click “Save” in EAGL.

Does it matter what I name the electronic/scanned document? 
Yes, clearly identify the document in the title and upload description field (if one appears in upload form), so that anyone can find it. Do not use any symbols or characters in the name.  Each funding program may provide specific instructions on naming conventions.
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Note:   The use of symbols or characters (@#$%^&*) in the name of the document will break the hyperlink and the document will not get uploaded. EAGL will show a page error when a user tries to change the status of the document when this occurs.
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The following characters are not allowed in file names: # ~ % + &. Please
remove the uploaded file and re-upload it after renaming the file to clear this
error.





What file types can be uploaded to EAGL?  

bmp, doc, gif, jpg, pdf, png, ppt, tif, txt, wpd, xls, docx, xlsx, pptx, vsd, vsdx, xml, zip, mov, avi, mp4, wmv

Is there a file size limit?  

EAGL has a file size limit of 35 MB and will create an error if a user attempts to upload a larger file. However, there is no limit on the total number of files that can be uploaded. 

What if my file is larger than 35MB?  

Reduce the file size by any of the following:

· Break a large document into a few smaller documents.
· Reduce the quality of graphics or images.
· When creating a PDF from Microsoft Word, use the optimization setting for minimum size.
Where can I view all the uploads within a document?

You can view all uploads associated with a parent document or a sub-document in the “Attachment Repository” found from the main menu. 

To access the Attachment Repository:

From the application menu for a specific parent document or sub-document:
· Click View Management Tools.
· Then click Attachment Repository - Shows you which forms contain uploads and provides a direct link to the document. 
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Tip:   View the upload file name by hovering over the hyperlink with your mouse.  A URL will display the location and name of the uploaded document in status bar at the bottom of your browser.
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@ View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete your application, funding agreement, :
document's current status and your role determines which forms are editable.

ViEW FORMS

& Change the Status

Select the View Status Options button below to change the status of your application, funding agreem
submit your application and request amendments through the status options.

VIEW STATUS OPTIONSS |

&) Access Management Tools

Select the View Management Tools button below to see tools and options available for your applicatio

ameiiiiii iuu can review status history, role assignments, check for errors, create print versions, ar
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Application Menu - Management Tools

The menu below contains links to the tools that can be used to manage th
detail.
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& CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

£ CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document.

& ADD/EDIT PEOPLE
Select the link above to perform actions such as adding people, changing a
‘document.

2 sTATUS HISTORY
Select the link above to view the status history of this document.

© CHECK FOR ERRORS
Select the link above to check the entire document for errors.

=] PROCESS FLOW SNAPSHOT
Select the link above to view the details of the current and next possible st

21 VIEW MODIFICATION HISTORY
Select the link above to view various modifications that people have made

Select the link above to view all attachments in this document.
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Application Menu - Attachment Repository

Click the View link to open the attachment.
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