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Self Service File Upload

For some activity (Travel and Expenses, or ROG forms) you need to upload attachment files. It is
possible to do so from the Remote Werkplek, but only from the local desktop disk. So make sure
you have copied your PDF files from your P: disk to your Windows Desktop.

Go to the Travel and Expenses or ROG forms pages and whenever you need to add a document to the
form click on the Attachment button. A window will pop-up:
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Click on the add button and another window will open:

Traveland expenses
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Now click on the browse button and you willl get a file browser:

Computer Documentation Wiki - https://helpdesk.physics.leidenuniv.nl/wiki/


https://helpdesk.physics.leidenuniv.nl/wiki/lib/exe/detail.php?id=univ%3Aselfservice%3Afile_upload_win&media=univ:selfservice:file_upload_open.jpg
https://helpdesk.physics.leidenuniv.nl/wiki/lib/exe/detail.php?id=univ%3Aselfservice%3Afile_upload_win&media=univ:selfservice:file_upload_add.jpg

Last
update:
2016/11/27
11:28

univ:selfservice:file_upload_win https://helpdesk.physics.leidenuniv.nl/wiki/doku.php?id=univ:selfservice:file_upload_win&rev=1480245587

Organze =  Mewfolder

+ O deuler (WVUNWNASIZ\Homes35) (P2 ;I

* Network » Client\ v C§ v Users v deul = Desktop

Marme =

Date modified

# ol COSOVD Dirive (D on WI_ic-FHAPREM: QISCen
H g Local Disk (T3 on Wilic-2HdPHEM:QI9C cn)

E h\!l Metaark
=1 % Client}
=B W
+ BVTBin
Gleb Posters
H J HP
H Intel
Perflogs
| Pasters
# Program Files
# | Program Files (xB6) =l
H L Python27
temp
Users

Administrator
administrator.PHYSICS

ol
deul
il Contacts

Documents

& Dowmloads

B o s :J

L 2008 HRSMC V2

b8 R N R O o e e et b D e e

16-11-2016 16:58
11-11-2016 8:35
17-11-2016 14:26
10-11-2016 12:15
11-11-2016 13:32
10-11-2016 11:45
9-11-2016 20:58
11-11-2016 9:43
8-11-2016 12:32
10-11-2016 14:51
10-11-2016 11:42
29-2-2016 8:21
16-11-2013 15:29
B8-11-2016 13:32
18-11-2016 15:57
22-11-2016 17:35
18-11-2016 15:54
11-11-2016 9:05

File narme: |

- m, I Search Desktop ,!;'.IJ
= - @
Type ‘ Size | |I
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In the left pane you will see an expandable line “Network”.
Click on the + sign and you will see an expandable line “Client”.
Click on the + sign and you will see an expandable line “C$".
Click on the + sign and you will see an expandable line “Users”.
Click on the + sign and you will see a list of user names, among which your name is listed as an

expandable line.

Click on the + sign and you will see a list of directories among which you see “Desktop”.
Click on Desktop and in the right pane you will see all the files that reside on your desktop of you

Windows machine.

Now select the file for upload and click “Open”

The file browser window will disappear and on the file upload a confirmation window will appear
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Click OK and the file will be attached to your self service form.
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