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Overview

This document details how to efficiently add multiple images to an activity note in CMPOnline.
By following these instructions, users can streamline their workflow and ensure that important

data is properly documented on each case file.

Adding Multiple Images to an Activity Note

e Navigate to Case File > Activity
e C(lick “Add New”

® You can either drag / drop external supporting documents onto your activity note, click
on the cloud icon & , or if you've already uploaded the supporting document(s), you
can click the “manage attachments” link on the activity note screen to select which

attachments you want to add.

Note: When you drag an image from your computer into the activity box, the Upload Image
popup will appear for you to easily select your image description, date, notes, etc.

e After selecting your Description and other details, Click Upload
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Viewing Multiple Images Already Added to an Activity Note

There are two ways to view multiple images that have already been added to an activity note on
a file.

e First, navigate to Case File > Activity

From the Activity Grid:
e C(lick on “View” under the Image? Column of the activity note obtaining the multiple
images

e Click on the image you wish to view and it will open in a new tab
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From the Activity Note:
e Double click or Edit the activity note obtaining the multiple images
e Click the arrow to see a simple image list —-OR—

e C(lick “view attachments” for a popup box of Activity attachments you can then click on
to open in new tabs accordingly
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Managing Multiple Images on an Activity Note

In addition, you can view selected images or add additional images already saved to the file by
clicking on "manage attachments” by editing the Activity.

Q @ 10 -
x Image Dare Emtered By Description Mote:
v Wiew 0WAN202%  rrevton General Ermails fram Detiar
[+l View L2025 revton General Emails from Debicor
View W25 gwilson General Test
WView VIS gealson General Tesmt
Wiy 1103033 enall |Ermail
Wit 110402022 cnall [Email
Wiy 11D 022 cnall [Email
Wiew AN cnall Wirir of Levy / Garnishement
Wimey 0902 cnall Accounting Reparts.
View 03312022 enall Ermail i
Shawing T 1o 90 of 18 antries

Questions?

https://casemasterpro.com/software-support
support@casemasterpro.com
(386) 675-0177
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