Saving Imbedded Attachments to a Request in CRS

The ability to make attachments to requests in the Cambridge Request System (CRS) has been generalized so that the same process can be used to attach documents and other files to permits, assets, etc.  In addition, very large files can be attached from a public folder and not imbedded within the database.  Such appropriate files would be very large building plan files.

This document describes the new process to imbed an attachment within the CRS system and associate it with a request.   Some changes include the following:

1.) Attachments must be made following the “Save” of the original request.

2.) Extremely large files can be attached from a public folder and not imbedded within the database.  Such appropriate files would be very large building plan files.

3.) You are no longer limited to three attachments.

To enable an imbedded attachment, you must save the request first, click on the attachments button on the request form and the following tab will appear:


[image: image1.png]General | Activiy/Dates | Ficlated tems | Attachments | Approvals

Attachments





Click on “Add Attachment” and the following dialog box will appear:
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Type a name into the “Attachment Name” field that will provide a description of the attachment.  In this case, “Picture of Pothole” has been chosen, then click on the “Add Attachment” button.  Another dialog box will appear allowing the user to navigate to the file to be attached.
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Click “Open” and a record will appear in the table.  You can then continue to add an unlimited number of attachments.
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Click “Save & Close” and the attachment has been saved and it will appear in the table on the “Attachments” tab.  You do not need to “Save” the request again, unless you have made other changes to the request.
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