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Add Attachment on Checkout 

 
From the Checkout screen, Select the file you would like to attach, provide a short description of the file, 
and then click Sumbit to make the attachment be a part of the supply order. 
 
Allowed file types are as follows: .pdf, .txt, .doc, .docx, .xls, .xlsx, .tiff, .png, .jpg, .eps 
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After you Submit the attachment, the uploaded file will display to the left of the Short Description field. 
If your file was successfully uploaded, a message below the Short Description field will display “File 
Uploaded Successfully!” Note: there is a limit of 5 files per supply order with no maximum file size. 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 



4 of 6 
©National Automotive Experts 

Order Confirmation Screen Changes 
 
On the Order Confirmation screen the Order ID has been added to the top and the Attachments listed. You can 
click on the attachment from here for it to give you the option to Open or Save the file. This will allow for 
easier verification of what file is attached. 
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Supply Order Note Updates 

 
The Recent Notes section has also been updated to include the order ID #, a list of any attachments, and 
a link to the attachment itself. This information will be saved indefinitely in th Recent Note history.  
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You can click on the link within the note to open the attachment itself. You will be prompted with a pop-
up window to make a selection to Open or Save the file. 
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