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Upload, View, and Delete Context Documents – QRC IOM 105-3 
 

Set client and 
investigation in 

context in 
Investigation Module

Click Links & 
Attachments on 

Left-Hand 
Navigation menu

Links & 
Attachments 

screen displays

Click Add New

Click Choose PDF File 
and select document 
from computer files 

and click Upload

Enter document title. 
Effective from date, 

status, keywords, and 
added by

From the Attached 
Documents section, 

click Manage 
Documents.

Click Submit
Click Save at bottom 

of page. 

The Context 
Document 

screen 
displays

Add New 
Document 

page displays

Adding or 
viewing/deleting 

existing 
documents?

In the document List section, click the 
checkbox beside the Document Title 
hyperlink to activate the Select and 

Return and Delete options

Viewing or 
Deleting 

documents?

Click Select and 
Return

Click the document 
hyperlink to view 

document

The Attached Document 
section opens with the 

Document hyperlink 
displayed

Click Delete and 
then OK to Remove 
the selected item(s)

Viewing/deleting existing documents

Adding

Deleting

ViewingEnd

 
 

 

Points to Remember 

• A client and investigation must be put into context before uploading context documents. 

• When uploading a new document, The Effective From Date defaults to today’s Date.  
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• Keyword can be added when uploading a document. These can be used to help search for a document in situations where there 

are multiple documents. 

• Enter single words separated by a space. For example, ‘dog cat’ will retrieve all documents that contain the word ‘dog’ or ‘cat’. 


