Guidance on using existing
attachments as evidence



Attaching individual evidence

Attach Evidence

Existing Attachments

The attachment you want to use already exists, no need to re-upload the attachment, just simply use the 'Attachments Manager' feature below to attach an
already existing file. This avoids to re-upload an attachment multiple times which can be time consuming.

Attachments Manager

Upload New Attachments

The attachment you want to use needs to be uploaded, just simply follow the following 3 steps:

Step 1. Use the 'Select' button to select new file attachments, limited to 10 files and maximum of 10 MB per file, file formats accepted are PDF or XPS;
Step 2. Use the 'Upload Files' button to upload files, depending of the size of the files seelected and the internet speed, this can take some time to process;
Step 3. Save your work using either the 'Save as Draft' button or the 'Submit to ICAQ' button;

Step 4. (Optional) You can use the 'Refresh File Attachments' button to refresh the list of uploaded attachments.

| Select

| Upload Files

| Refresh File Attachments

e We already know how to attach individual
evidences using the 4 steps and select and
upload files tabs.




Re-using existing attached evidence

Attach Evidence

Existing Attachments

The attachment you want to use already exists, no need to re-upload the attachment, just simply use the 'Attachments Manager' feature below to attach an
already existing file. This gyoids to re-upload an attachment multiple times which can be time consuming.

Attachments Manager h

Upload New Attachments

The attachment you want to use needs to be uploaded, just simply follow the following 3 steps:

Step 1. Use the 'Select' button to select new file attachments, limited to 10 files and maximum of 10 MB per file, file formats accepted are PDF or XPS;
Step 2. Use the 'Upload Files' button to upload files, depending of the size of the files seelected and the internet speed, this can take some time to process;
Step 3. Save your work using either the 'Save as Draft' button or the 'Submit to ICAQ' button;

Step 4. (Optional) You can use the 'Refresh File Attachments' button to refresh the list of uploaded attachments.

| Select

| Upload Files

| Refresh File Attachments

e Now we will learn on how to re-use an existing
attachment for a PQ by linking it to one or more other

PQs.

e Click on “Attachment Manager”



Re-using existing attached evidence
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Re -using existing attached ewdence
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o At the bottom left, a list of all existing
evidence attached shows up



Re-using existing attached evidence

Tl IETTTETE S TR S Em.EmLS m.ETESS N ISEEEEENEEE CREEES T SMEEW EESESSE SENSIESEEESTE FESYS EESEENENNEE NN W SESELE NN NAE SN S NN S EEEEES - -

Attachments Manager o
e e e e e e A e ] W W W W W o e W W G W o e W W W W Wl S G G S W, W S | x
State Uploaded Files Selected Files
e |__1_| 2 3 4 »l[n Page size: (8~ 26 items in 4 pages FileName CreatedOn|CreatedBy Current PQ No.
FileName CreatedOn |CreatedBy Attached to PQ No.
9734 partb cons en.pdf 17 Oct Futureland NCMC
2013 7.031
| ana para 3 file 2.pdf R e
ana para 3 file 2.pdf 28 Feb 2013 Futureland Student N
| Annex 08 - Airworthiness or ZT Viar FUTUre@na NCVIC :
' Aircraft - Ed 11 Amd 1 2013 1.025
Art. 3,5 7.pdf 02 Apr Futureland NCMC
2013 4.037

assessment report.pdf

Audit Report 111222.pdf 17 Oct Futureland NCMC
2013 5.331
C.195.WP.13801.EN.pdf 02 Apr Futureland NCMC
2013 7.233
|| 4 |__1_| 2.3 4 |» M Page size: |8 ~ 26 items in 4 pages

« Select the existing attachment to be used and
drag it to the right side for it to be re-used.



Re -using existing attached ewdence
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 Once dragged and dropped, the attachment will be
“  placed on the “selected files” side.

e More then one attachments can be used by applying
this method



Re-using existing attached evidence

% Attachments Manager

Aréa erGdp- Ayl - Ur._lcul LI& nent Ay | ‘eridcal Eleémént areul 1Al v 50| Al \ PG Fradig-NuX
SERAT S - ey e e — o e Do PQ No. N
FileName CreatedOn (CreatedBy Attached to PQ No. 0734 parth cons en.ndf 17 Oct Futureland
2013 NCMC 7.031
ana para 3 file 2.pdf 28 Feb Futureland
2013 Student 6.003
Arnnowv N2 - Airnunrthinace ~fF 1 Mar Fuhiiraland MOMe

 Once the action is complete, click on “submit”
and the file will be attached.
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Re-using existing attached evidence

Attach Evidence

Existing Attachments

The attachment you want to use already exists, no need to re-upload the attachment, just simply use the 'Attachments Manager' feature below to attach an
already existing file. This avoids to re-upload an attachment multiple times which can be time consuming.

Attachments Manager

Upload New Attachments

The attachment you want to use needs to be uploaded, just simply follow the following 3 steps:

Step 1. Use the 'Select’ button to select new file attachments, limited to 10 files and maximum of 10 MB per file, file formats accepted are PDF or XPS;
Step 2. Use the '"Upload Files' button to upload files, depending of the size of the files seelected and the internet speed, this can take some time to process;
Step 3. Save your work using either the 'Save as Draft' button or the 'Submit to ICAQ' button;

Step 4. (Optional) You can use the 'Refresh File Attachments' button to refresh the list of uploaded attachments.

| Select

9734 parth cons en.pdf 455,211 bytes Delete

| Upload Files

| Refresh File Attachments

| Save as Draft Submit to ICAO

e The file will automatically appear on the PQ.
e Save the action by clicking on “Save as Draft”
e Submit to ICAO when ready
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