Uploading Documents and Attaching to Records

1. Your system accepts all types of media, including documents, pdfs, and
spreadsheets in addition to images and video files. These uploads may be
attached to objects in your collection, but they can also be attached to any
procedural record. File uploads happen through the Media Handling
record.
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2. Upload your file the same way you would upload an image. Note for this
example we are uploading an artist contract.
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2. After saving the record, you can then attach to any object or procedural

record.
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3. Inthis example, we'll attach the contract we just uploaded to an acquisition
and commissioning record. On the media record, click the Add button next to

Related Procedures on the right sidebar.
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4. Select Acquisitions from the dropdown list, and add any additional search
terms you need to locate the specific acquisition record you want to attach to.
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5. Select the record you'd like to relate the contract to & click relate selected.
Once related, the acquisition record will appear under related procedures on the
media record, and the media record will appear on the acqusition record.
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