
Step By Step Instruction Guide for 
Reporting Hemp Plantings, Harvests, 

and Disposals. 
Notes for instruction/direction are 

included in the following pages in red.



ÅAs part of our Hemp Plan with USDA, the Georgia Department of Agriculture is 
required to submit and Annual Report at the end of the year to USDA.  In this 
report, GDA is required to submit information regarding plantings, harvests, and 
disposals. In years past, this information was gathered via a survey that was 
emailed out in November.  GDA is now implementing the reporting functions in 
the Hemp Licensing System to gather this information. 

ÅThese instructions are to assist you with reporting your plantings, harvests, and 
disposals for every lot (or variety) of hemp grown on your grow site

ÅTo complete the reports, you will need the USDA FSA # (Farm, Tract, Field, 
Subfield) that was assigned when reporting your crop information to the USDA 
FSA office.  

ÅIf you did not plant on a grow site, you are still required to report that 
information with GDA and FSA.  These instructions will also show you how to 
report to GDA a grow site that was not planted.  For instructions on reporting to 
the USDA FSA office a grow site that was not planted, please contact your local 
USDA FSA office.

Å¢Ƙƛǎ ǎȅǎǘŜƳ ǿƻǊƪǎ ƻŦŦ ƻŦ ŀ άƴŜǘ ȊŜǊƻέ ǎŎƘŜƳŀǘƛŎΦ  ¢ƘŜǊŜŦƻǊŜΣ ƛŦ ȅƻǳ ǊŜǇƻǊǘ ǘƘŀǘ ȅƻǳ 
planted 5 acres then you must show that 5 acres have been harvested or 
disposed, or a combination of the two so that it equals out to a zero balance.



Once logged into the online licensing 
system, there are two options you can use 
to access the site reporting page.  You can 
ŜƛǘƘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ άSite Reportingέ ƭƛƴƪ ƛƴ 
the banner at the top of the page or click 
ƻƴ ǘƘŜ άNeededέ ƭƛƴƪ ōŜǎƛŘŜ ǘƘŜ 
ƛƴŘƛǾƛŘǳŀƭ ǎƛǘŜǎ ƭƛǎǘŜŘ ǳƴŘŜǊ ά{ǘŀǘǳǎέ ƻƴ 
the home page. 



hƴŎŜ ƻƴ ǘƘŜ άSite Reporting PageέΣ ȅƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ŀ 
grow site from the drop-down box above.  The grow 
sites are pre-loaded based off the information you 
entered when submitting your application.  The sites 
ǿƛƭƭ ōŜ ǎƘƻǿƴ ŀǎ ǘƘŜ ƴŀƳŜǎ ȅƻǳ ŜƴǘŜǊŜŘ ŦƻǊ ǘƘŜ άSite 
Nameέ ƻƴ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΦ  



You can see on our test license the names from the drop-
down box of the grow sites that were assigned during the 
application.  You will need to select one of the grow sites to 
enter the information for that site.  In this case, we are 
selecting Field # 2



Site Reporting Page

Å !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ƎǊƻǿ ǎƛǘŜΣ ȅƻǳ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ άSite Reportingέ ǇŀƎŜΦ  ¢Ƙƛǎ ƛǎ 
the home page for all of the site reporting functions.

Å ¸ƻǳ Ŏŀƴ ǎŜŜ ŀ ǎŀƳǇƭŜ ƻŦ ǘƘŜ άSite Reportingέ ƻƴ ǘƘŜ ƴŜȄǘ ǎƭƛŘŜΦ  
Å On the left-hand side of the page is the grow site information pulled from the license.  
Å On the right-ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜ ƛǎ ǘƘŜ άSite Reporting SummaryέΦ ¢Ƙƛǎ ǘŜƭƭǎ ȅƻǳ Ƙƻǿ 

much you have reported as Planted, Harvested, and Disposed.  Notice the 
balance/difference at the bottom of the summary is = 0.  As you report plantings, you 
will need to report harvests to make the balance equal zero.  Also, if you have to dispose 
of any lots for any reason such as THC non-compliance or crop failure due to 
environmental conditions, this will be reflected here as well and will calculate into the 
balance/difference. 

Å [ŀǎǘƭȅΣ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ŀǊŜ ǘƘŜ ōǳǘǘƻƴǎ ά + Report PlantingέΣ ά + Report 
HarvestέΣ ά + Report Disposalέ  ¸ƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ǘƘŜǎŜ ōǳǘǘƻƴǎ ǘƻ ǊŜǇƻǊǘ ŀ ǇƭŀƴǘƛƴƎΣ 
harvest, or disposal.



If you are not planting on this 
site for the current license 
period, you will need to select 
the check box at the top right-
ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜ άSite 
will not be used during the 
license periodέΦ  



Entering Varieties for Grow Sites

ÅOnce on the Site Reporting Page for the individual grow site, the first step is to 
add all of the varieties that are being grown at this grow site

Å¢ƻ Řƻ ǘƘƛǎΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Ǝƻ ǘƻ ǘƘŜ άSite Infoέ ǇŀƎŜ ŀǎ ǎƘƻǿƴ ƻƴ ǘƘŜ ƴŜȄǘ ǎƭƛŘŜΦ 

Å¢ƘŜ άSite Infoέ ǇŀƎŜ ƭƻƻƪǎ ƛŘŜƴǘƛŎŀƭ ǘƻ ǘƘŜ ǎƛǘŜǎ ǇŀƎŜ ȅƻǳ ŦƛƭƭŜŘ ƻǳǘ ǿƘŜƴ 
completing the application.  

Å̧ ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ǘƻ ƭƻŎŀǘŜ ǘƘŜ άVariety 
Informationέ ǎŜŎǘƛƻƴ

Å̧ ƻǳ ǿƛƭƭ ǘȅǇŜ ƛƴ ǘƘŜ ǾŀǊƛŜǘȅ ǘƘŀǘ ƛǎ ōŜƛƴƎ ƎǊƻǿƴ ŀǘ ǘƘŜ ǎƛǘŜΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άAdd 
>έ ōǳǘǘƻƴΦ  ¸ƻǳ ǿƛƭƭ Řƻ ǘƘƛǎ ŦƻǊ ŜŀŎƘ ǾŀǊƛŜǘȅ ōŜƛƴƎ ƎǊƻǿƴ ŀǘ ǘƘƛǎ ǇŀǊǘƛŎǳƭŀǊ ƎǊƻǿ 
site.  

ÅhƴŎŜ ŀƭƭ ǘƘŜ ǾŀǊƛŜǘƛŜǎ ƘŀǾŜ ōŜŜƴ ŀŘŘŜŘΣ ŎƭƛŎƪ ǘƘŜ άSaveέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 
the screen.  

Å̧ ƻǳ ǘƘŜƴ ƴŜŜŘ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ άSite Reportingέ ǇŀƎŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άSite 
Reportingέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜΦ

ÅThe next few slides walk you through these steps.



The first step is to add all of the 
varieties that will be grown at this grow 
site.  To add a variety, you will need to 
Ǝƻ ǘƻ ǘƘŜ άSite Infoέ ǇŀƎŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ 
ǘƘŜ άSite Infoέ ǘŀōΦ



¸ƻǳ ŀǊŜ ƴƻǿ ƻƴ ǘƘŜ άSite 
Infoέ ǇŀƎŜΦ  {ŎǊƻƭƭ ǘƻ ǘƘŜ 
bottom to locate the 
άVariety Informationέ 
section.



Enter the variety that is being 
grown at this site and click 
ǘƘŜ άAdd >έ ōǳǘǘƻƴΦ  ¸ƻǳ ǿƛƭƭ 
need to do this for each 
variety that is being grown at 
this site.  If you make a 
mistake when entering the 
variety name and need to 
ǊŜƳƻǾŜ ŀ ǾŀǊƛŜǘȅΣ ŎƭƛŎƪ ǘƘŜ ά< 
Remove buttonέΦ  !ŦǘŜǊ 
entering the varieties for this 
ǎƛǘŜΣ ŎƭƛŎƪ άSaveέΦ  !ǎ ȅƻǳ Ŏŀƴ 
see, we added 3 varieties that 
will be grown at this site.  
Once finished, scroll back up 
the page and click on the 
άSite Reportingέ ǘŀō ǘƻ ǊŜǘǳǊƴ 
ǘƻ ǘƘŜ άSite Reportingέ ǇŀƎŜΦ 



Entering FSA Numbers

ÅhƴŎŜ ȅƻǳ ŀǊŜ ōŀŎƪ ƻƴ ǘƘŜ άSite Reportingέ ǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ōƻȄ ǘƛǘƭŜŘ άVarietiesέΦ  
ÅbƻǘƛŎŜ ǘƘŀǘ ŜŀŎƘ ǾŀǊƛŜǘȅ ȅƻǳ ŜƴǘŜǊŜŘ Ƙŀǎ ŀ ƳŜǎǎŀƎŜ ǎǘŀǘƛƴƎ άFSA Field Number Missingέ
ÅYou will now need to enter the FSA Farm #, Tract #, Field #, and Subfield # (if FSA assigned 

a Subfield number) for this grow site on each variety
ÅWe have provided an example FSA Producer Report where you can locate the needed FSA 

numbers on the next slide
Å¢ƻ ǊŜŎƻǊŘ ǘƘŜ C{! ІΩǎΣ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ǘƘŜ άRecord FSA Field Numbersέ ōǳǘǘƻƴ ƛƴ ǘƘŜ 
άVarietiesέ ōƻȄ ōŜƭƻǿ ǘƘŜ ƭƛǎǘ ƻŦ  ǾŀǊƛŜǘƛŜǎ ȅƻǳ ŜƴǘŜǊŜŘ





¢ƻ ǊŜŎƻǊŘ C{! ІΩǎ ŦƻǊ ŜŀŎƘ ǾŀǊƛŜǘȅΣ 
ŎƭƛŎƪ ǘƘŜ άRecord FSA Field 
Numbersέ ōǳǘǘƻƴ



As you can see, we have 
entered all the required FSA 
numbers for our example grow 
site.  

!ŦǘŜǊ ŎƭƛŎƪƛƴƎ άRecord FSA Field 
Numbersέ ōǳǘǘƻƴΣ ǘƘƛǎ ōƻȄ ǿƛƭƭ 
appear.  Enter the required FSA 
numbers in the boxes provided 
for each variety.  Once finished, 
ŎƭƛŎƪ ƻƴ ǘƘŜ άRecordέ ōǳǘǘƻƴ 
below.



hƴŎŜ ōŀŎƪ ƻƴ ǘƘŜ ά{ƛǘŜ wŜǇƻǊǘƛƴƎέ ǇŀƎŜΣ 
you can see the FSA numbers are now 
showing for each variety.



Planting Report Instructions

ÅOnce you have entered the varieties that will be grown at this site along with the FSA 
ІΩǎ ŦƻǊ ŜŀŎƘ ǾŀǊƛŜǘȅΣ ȅƻǳ Ŏŀƴ ƴƻǿ ŜƴǘŜǊ ŀ tƭŀƴǘƛƴƎ wŜǇƻǊǘ
Å¢ƻ ŜƴǘŜǊ ŀ tƭŀƴǘƛƴƎ ǊŜǇƻǊǘΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ άSite Reporting Pageέ ŀƴŘ ŎƭƛŎƪ ƻƴ 
ǘƘŜ ά + Report Plantingέ ōǳǘǘƻƴ
Å!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά + Report Plantingέ ōǳǘǘƻƴΣ ǘƘŜ tƭŀƴǘƛƴƎ wŜǇƻǊǘ ǇŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ
ÅComplete the form by entering/selecting the proper information from the drop-down 

boxes.  
ÅhƴŎŜ ŎƻƳǇƭŜǘŜŘ ŦƛƭƭƛƴƎ ƻǳǘ ǘƘŜ tƭŀƴǘƛƴƎ wŜǇƻǊǘ ŦƻǊƳΣ ŎƭƛŎƪ άRecordέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 

the screen.  
ÅYou will need to fill out a Planting Report for each variety that was planted at each grow 

site.  



You can see below we are missing a 
Planting Report and a Harvest Report.  To 
enter a planting report, click on the άҌ 
Report Plantingέ ōǳǘǘƻƴΦ



After clicking άҌ tƭŀƴǘƛƴƎ wŜǇƻǊǘέ ǘƘƛǎ 
page will appear.  Fill in the boxes 
provided with the necessary 
information.



Select the Variety you intend to 
report a planting for from the 
άVariety/FSA Field Numberέ 
drop-down box.



Record the amount of acreage in 
ǘƘŜ άTotal Acreage/SFέ ōƻȄ ǘƘŀǘ 
will be grown for this specific 
variety at this grow site.



Select the type of report from 
ǘƘŜ άTypeέ ŘǊƻǇ-down box.  
In this case, we selected 
άPlantέ ƛƴ ƻǊŘŜǊ ǘƻ ǊŜŎƻǊŘ ŀ 
planting.



Select the date of the 
ǇƭŀƴǘƛƴƎ ƛƴ ǘƘŜ ά5ŀǘŜέ ōƻȄ



Select the Planting Method/Source 
ŦǊƻƳ  ǘƘŜ άPlanting Method/Sourceέ 
drop-down box.  In this box, you are 
selecting what you are planting.



Lastly, Select if any of the plants 
will be used for mother plants 
ŦǊƻƳ  ǘƘŜ άMother Plantsέ ŘǊƻǇ-
down box.



Once finished entering 
information in the required 
ŦƛŜƭŘǎΣ ŎƭƛŎƪ άRecordέ ŀǘ ǘƘŜ 
bottom of the screen.



As you can see from 
ǘƘŜ άSite Reporting 
Summaryέ ōƻȄ ŀƴŘ ǘƘŜ 
list of reports at the 
bottom of the screen, 
we recorded a planting 
of 1 Acre for this grow 
site.



ÅIf you recall from Slide #5 of these instructions, we had 
ƳǳƭǘƛǇƭŜ ƎǊƻǿ ǎƛǘŜǎ ƭƛǎǘŜŘ ƻƴ ƻǳǊ άSite Reporting PageέΦ  hƴŜ 
was a 5-acre Field Grow Site (Field #2) with 3 different 
varieties being grown on it.  One was a 3-acre Field Grow 
Site (Field #1) with 1 Variety growing on it.  The last site was 
a Greenhouse Grow Site (Greenhouse #1) with one variety 
growing in it.   
ÅWe will now record the 3-acre Field Grow Site the same way 

we recorded the 5-acre grow site. 
ÅYou will first need to select the grow site that you intend to 

submit a report for.  In this case Field #1.  



Be sure to select the proper grow site you intend to submit a 
report for.  In our example, we selected Field #1



First add the varieties and FSA 
for each variety being grown at 
this grow site.  In this case we 
are only growing one variety.



!ǎ ȅƻǳ Ŏŀƴ ǎŜŜ ŦǊƻƳ ǘƘŜ άVarietiesέ 
section above, I have entered the 
variety that is being grown at this site 
along with the USDA FSA numbers for 
this grow site.  You can also see below 
ǘƘŀǘ L ŀƳ ƳƛǎǎƛƴƎ Ƴȅ άtƭŀƴǘƛƴƎέ ŀƴŘ 
άIŀǊǾŜǎǘέ wŜǇƻǊǘ ōŜƭƻǿ



To report my planting for this site, 
ŎƭƛŎƪ ƻƴ ά+ Report Plantingέ ōŜƭƻǿΦ



This page will appear after 
ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά+ Report 
Plantingέ 



Enter the required 
information and click 
άRecordέ ŀǘ ǘƘŜ 
bottom of the screen



¸ƻǳ ƴƻǿ ǎŜŜ ƛƴ ǘƘŜ άSite Reporting 
Summaryέ ōƻȄ ǘƻ ǘƘŜ ǊƛƎƘǘ ǘƘŀǘ L ƘŀǾŜ 
recorded a total planting of 3 acres but 
have not yet recorded a harvest or 
disposal.  I will need to come back to this 
page to report the harvest or disposal 
once the crop has been harvested or 
disposed of.  You can also see below that 
my harvest report is missing.



Å Lastly, We will record a planting in a greenhouse.  
Note, if you are growing plants for cuttings or seeds, 
you will need to record that as a planting as well.

Å In this Greenhouse example, we record two plantings 
for this greenhouse.  One planting is for seeds being 
ƎǊƻǿƴ ŦƻǊ άaƻǘƘŜǊ {ǘƻŎƪέΦ  ¢ƘŜ ǎŜŎƻƴŘ ǇƭŀƴǘƛƴƎ ƛǎ ŦƻǊ 
ǘǊŀƴǎǇƭŀƴǘǎ ōŜƛƴƎ ƎǊƻǿƴ ǘƻ ǎŜƭƭ ŀǎ άtƭŀƴǘƛƴƎ {ǘƻŎƪέ ŦƻǊ 
other licensed growers.





First add the varieties 
and FSA for each variety 
being grown at this grow 
site.  In this case we are 
only growing one 
variety.



!ǎ ȅƻǳ Ŏŀƴ ǎŜŜ ŦǊƻƳ ǘƘŜ άVarietiesέ 
section above, I have entered the 
variety that is being grown at this site 
along with the USDA FSA numbers for 
this grow site.  You can also see below 
ǘƘŀǘ L ŀƳ ƳƛǎǎƛƴƎ Ƴȅ άtƭŀƴǘƛƴƎέ ŀƴŘ 
άIŀǊǾŜǎǘέ wŜǇƻǊǘ ōŜƭƻǿΦ  /ƭƛŎƪ άҌ 
Planting Reportέ ǘƻ ŀŘŘ ŀ ǇƭŀƴǘƛƴƎΦ



You can see we have 
completed the 
information on the 
Planting Report Page



You can now see the planting has 
been recorded.



We repeat the same 
process to add an 
additional planting to 
this grow site.



As you can see below, we have now 
recorded to plantings for this site



Harvest Report Instructions

Å¢ƻ ŜƴǘŜǊ ŀ IŀǊǾŜǎǘ wŜǇƻǊǘΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ άSite Reporting Pageέ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ 
ά + Report Harvestέ ōǳǘǘƻƴ
Å!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά + Report Harvestέ ōǳǘǘƻƴΣ ǘƘŜ IŀǊǾŜǎǘ wŜǇƻǊǘ ǇŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ
ÅComplete the form by entering/selecting the proper information from the drop-down 

boxes.  
ÅhƴŎŜ ŎƻƳǇƭŜǘŜŘ ŦƛƭƭƛƴƎ ƻǳǘ ǘƘŜ IŀǊǾŜǎǘ wŜǇƻǊǘ ŦƻǊƳΣ ŎƭƛŎƪ άRecordέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

screen.  
ÅYou will need to fill out a Harvest Report for each variety that was harvested at each grow 

site.  



¢ƻ ǊŜǇƻǊǘ ŀ ƘŀǊǾŜǎǘΣ ŎƭƛŎƪ ƻƴ ά+ 
Report Harvestέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 
ǘƘŜ άSite Reporting Pageέ



This page will appear 
after clicking on the 
ά+ Report Harvestέ 



Enter the required 
information and click 
άRecordέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 
the screen



¸ƻǳ ƴƻǿ ǎŜŜ ƛƴ ǘƘŜ άSite Reporting Summaryέ 
box to the right that I have recorded a total 
planting of 3 acres, and 2 acres as harvested.  
It leaves a net difference of 1 acre.  We will 
need to report if the 1 acre was harvested or 
disposed.  You can see below that my Harvest 
Report has been updated to show the 2 acres 
that was harvested.



Disposal Report Instructions

ÅA Disposal Report is required anytime hemp is disposed, whether it be for a crop failure or a 
disposal order was issued for THC non-compliance.
Å¢ƻ ŜƴǘŜǊ ŀ 5ƛǎǇƻǎŀƭ wŜǇƻǊǘΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ άSite Reporting Pageέ ŀƴŘ ŎƭƛŎƪ ƻƴ 
ǘƘŜ ά + Report Disposalέ ōǳǘǘƻƴ
Å!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά + Report Disposal έ ōǳǘǘƻƴΣ ǘƘŜ 5ƛǎǇƻǎŀƭ wŜǇƻǊǘ ǇŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ
ÅComplete the form by entering/selecting the proper information from the drop-down 

boxes.  
ÅhƴŎŜ ŎƻƳǇƭŜǘŜŘ ŦƛƭƭƛƴƎ ƻǳǘ ǘƘŜ 5ƛǎǇƻǎŀƭ wŜǇƻǊǘ ŦƻǊƳΣ ŎƭƛŎƪ άRecordέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

screen.  
ÅYou will need to fill out a Disposal Report for each variety that was disposed at each grow 

site.  



¢ƻ ǊŜǇƻǊǘ ŀ ŘƛǎǇƻǎŀƭΣ ŎƭƛŎƪ ƻƴ ά+ Report 
Disposalέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ άSite 
Reporting Pageέ



This page will appear after 
ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά+ Report 
Disposalέ 



Enter the required 
information and click 
άRecordέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 
the screen



At the bottom of the 
Disposal Report Page is 
an area to upload 
attachments.  This is 
where you will need to 
upload photos for 
documentation.



To upload a file from your computer, click 
άChoose Fileέ ƛƴ ǘƘŜ άAdd Attachmentέ ōƻȄΦ  
Once you select the proper file from your 
ŎƻƳǇǳǘŜǊΣ ƛǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ƛƴ ǘƘŜ άDescriptionέ 
box.  To upload the document to your 
5ƛǎǇƻǎŀƭ wŜǇƻǊǘΣ ŎƭƛŎƪ άAddέΦ



!ŦǘŜǊ ŎƭƛŎƪƛƴƎ άAddέ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ŦƛƭŜΣ ǘƘŜ 
file will be displayed as an attachment in 
ǘƘŜ άAttachmentsέ ōƻȄΦ  hƴŎŜ ȅƻǳ ŀǊŜ 
finished uploading attachments, click 
άRecordέ


