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Overview

This Job Aid is

12/2022

Once selected, click the “+” sign

Once clicked, the Add Comment dialog box will appear. Type your comment and select the check mark to submit. You may 
add an attachment, if need be, before submitting, by selecting “Choose File.”

When adding a file, please be 
sure to fill out the “File Name” 
section, as it will be required to 
add the attachment.


