Job Aid: Attachments

Step 1 Create a fieldtrip document folder for easy retrieval and to minimize errors

Document/file name: Last name, First initial, Fieldtrip name
Documents can be deleted after they are attached

To attach Field Trip Personal Health History Form to student’s Nursing Attachment Folder
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Step 4 Click Choose File to access the folder where the

scanned documents were saved.

Step 5 Double click the file

C\Users\lausd_user\OneDrive - Los Angeles Unified School District\Desktop\Field Trip Form Atta
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Step 6 Type Brief description
Format: YYYY.Month.DD Form Name
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Step 7 Scroll down on left side and click bubble next to Nursing
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Step 8 Click Upload

If you did NOT select the Nursing folder, then attachment will appear at the top under Scanned
Documents
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To move the file to Nursing, locate file in attachments and click the icon under Edit
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Click the gray arrow on upper left corner of the screen just under Welligent Document Upload
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Scroll down to select the Nursing file and click the bubble (the bubble will turn blue)
Click Save

The document will move to the Nursing folder

Refresh to confirm the
attachment is now in the Nursing
folder

Note: If the incorrect file or if the document was attached in the wrong student record, it cannot be removed.
Rename the file to Error. See page 3 for accessing the Document Management to change the Brief Description.
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