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HOW TO: ATTACHMENTS / DOCUMENTS

This guide outlines the steps for uploading and downloading or viewing documents and attachments online on
LauderBuild. Attachments are electronic files such as PDFs, image files or video clips that users can upload and associate
with a record. Any attachment may also be referred to as a "Document", although they can be any document or file,
such as special instructions, diagrams, pictures or other information relevant to the record. Most records in the
LauderBuild system will need attachments to be part of the record. Attachments can be added to a record at any time
on the Attachments page. You can upload, view and print record attachments here.

NOTE: You must be logged in a as registered LauderBuild user in order to view and upload attachments.
Business Tax users must be the Record Creator, Contact or Owner to view and download attachments.

Viewing / Downloading Attachments

Users can view, download and print attachments at any time. You can also view document information such as the file
name, file size, upload date and type. Open the record and select Record Info > Attachments.

Attachments Menu

Record Status: Open
Expiration Date: 04/11/2019

Record Info Payments ¥

Record Details

Processing Status ’

Dropdown arrow

Related Records
expands to show

| Attachments l Attachments

Inspections |

Download and View Attachments

Click on the attachment Name. The view and download options depend on what browser you're using.

In Internet Explorer, the Save dialog will open at the bottom of the screen. Click Open and the file will open in the
default program for that file type or you can save a copy.
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Download Attachments — Internet Explorer

[The maximum file size allowed is 250 MB.
[The following file types are not allowed: bat;.dlL;.config;.cs;.exe; htm; html js; jsp;.mht; mhtml_msi; txt

Name Record ID Record Type Entity Type Type Size Latest Update Action Entity
Mechanical
: : HVAC
Click attachment link to Signed Contract Changeout
2019-10-14_17-23-59 jpg = . (Contractor / 118.30 KB 10/15/2019 Actions v it - MEC-
download and view or print}  Ownen ory
19100030
Mechanical
HVAC
Building_Permit_Sample paf [l0TCOOVTHE  Hechaoiell o Record Permit 18194KB  11/20/2019  Actionsw grand®Out

HVCHG-

Do you want to open or save Building_Permit_Sample.pdf from aca3.accela.com?

Cancel

Save

Save as

Internet Explorer options

Save and open

In Chrome, the file must be saved first. It may ask you for a save location or it may automatically save to your Downloads
folder and then you will have options at the bottom of the screen. Click Open and the file will open in the default
program for that file type. Show in folder will open the folder that the file was downloaded to.

Download Attachments — Chrome

Sfcate of Oceunancy 20191018 096647 0gr MEC HVCHG:  Mechanical HVAC Actions w  CPangEout

icat Jpancy_2019101 PA' 10100030 Che Hikhaerd Record 79.67 K8 12/18/2019 Actionsw © MEC-
HVCHG-
19100030

Cpen

Always open files of this type

Show in folder

Chrome options i

Show all
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View Attachment Details

Click Actions > View Details to view Document Details

Attachment Document Details

The maximum file size allowed is 250 MB
The following file types are not allowed: bat;.dlIL;.config..cs;.exe;_htm;. html_js;.jsp..mht;_ mhtml.msi, txt
Name Record ID Record Type Entity Type Type Size Latest Update Action Entity

Signed Contract Mechanical HVAC

A MEC-HVCHG- Mechanical HVAC - Changeout Permit
1 17-2 Pg 19100030 Changeout Permit - - 11830 KB  10/15/2019 Actions v ~ MEC-HVCHG-
Click Actions to 19100030
view document Mechanical HVAC

MEC-HVCHG- Mechanical HVAC Changeout Permit

Bullding “ermit-2amene pd 19100030 Changeout Permit | iNformation 120120 Actions vl - MEC-HVCHG-
View Details 19100030
Mechanical HVAC
. MEC-HVCHG- Mechanical HVAC S Changeout Permit
ncy_2019101 19100030 Chang ik Record 79.67 KB 12/18/2019 Actions v ~ MEC-HVCHG-
19100030

m Document Details X
File Name: Building_Permit_Sample_ pdf File Size: 181 94 KB
— Entity: Mechanical HVAC Changeout Permit - MEC-HVCHG- Entity Type: Record
19100030
Document Status: Uploaded Status Date: 11/20/2019
Record Number: MEC-HVCHG-19100030 Record Type: Mechanical HVAC Changeout Permit
Upload Date: 11/20/2019 Last Updated: 11/20/2019

Document Type: Permit
Virtual Folders:

Description:
Permit sample

Uploading Attachments

These steps will show you how to upload documents to a record. Please note the following when working with
attachments:

» The maximum file size allowed is 250 MB.

» The following file types are NOT allowed: bat; .dll; .config; .cs; .exe; .htm; .html; .js; .jsp; .mht; .mhtml; .msi; .txt

» File names should be less than 50 characters and should NOT contain any special characters other than an
underscore or a dash.
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1. Open the record and select Record Info > Attachments.
2. Click Add.

3. Click Add again to select the document(s).

4

Browse to your document (if you want to select multiple documents, hold the Ctrl key down and click on each
document or image you wish to attach). Click Open.

5. You will see your selected files in the Upload window. Wait until all the attachments have reached 100% before
clicking Continue or they will not attach. You can click Add again to add more items or if finished click Continue.

The maximum file size allowed is 250 MB
The following file types are not allowed: bat; dll..config;.cs;.exe; htm; html_js; jsp;.mht;_ mhtml._msi; txt

Name Record ID Record Type Entity Type Type Size Latest Update Action Entity

. Mechanical HVAC
. Signed Contract =
4 17-23-50ing MEC-HVCHG- Mechanical HVAC ~ticne Changeout Permit

1 _17-2 Pg 19100030 Changeout Permit Record (gz:;rra,ctorl 11830 KB  10/15/2019 Actionsw MEC-HVCHG-

19100030

Mechanical HVAC
By MEC-HVCHG- Mechanical HVAC z L oo Changeout Permit

) mit_Sample j 19100030 Changeout Permit Record Permit 18194 KB  11/20/2019 Actionsw MEC-HVCHG-

19100030

Mechanical HVAC
ol upancy._ 20191014 pdf MEC-HVCH : Lo Changeout Permit
19100030 File Up[oad X - MEC-HVCHG-

19100030
The maximum file size allowed is 250 MB

The following file types are not allowed
bat; dil;_config: cs; exe; htm; htmL js; jsp;. mht. mhtm{_msi; txt

Signed Contract pdf 100%
Click Add, then click Add
again to browse and select a
file. Click Continue once the
file is loaded.

.
— -
Cancel

OUR VALUES

DSD Accelaration Team 40f5 MATTER o




DEPARTMENT OF SUSTAINABLE DEVELOPMENT HOW-TO: ATTACHMENTS

6. Next you’ll need to define your attachments. For each item, you'll need to select the document Type and add a
Description. This should match what the document is (e.g., a signed contract).

--Select--

Approved Plans A
File: Asbestos Form
Building_Permit_Sample.pdf Broward County Certificates

Broward County Permits
Certificate Upload for Review
County Elevator Section Review
Easement

Miscellaneous

f C

100%

ommencement

Permit Application Form

*Type:

--Select-- o

File:
dbpr-license-2018-1024x794 png
Select the Type of e
attachment and add a o
* Description:

Description for each. Click
Save when done.

N

am Remove All

7. Click Save.

NOTE: You can only remove documents BEFORE saving. Once you click Save you will not be able to remove or
delete the attachment. Please contact the Accelaration Technical Support Team to request an attachment be

deleted. Please be aware that documents that have already been reviewed as part of the application process
might not be able to be deleted.

You will get a confirmation when your attachments have been saved successfully.

Attachment Upload Confirmation

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Record PM-15060828:

Residential Demolition Permit

o OUR VALUES WE
DSD Accelaration Team 50f5 NEOL 8%




	How To: Attachments / Documents
	Viewing / Downloading Attachments
	Download and View Attachments
	View Attachment Details

	Uploading Attachments


