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There are several locations in MARS where users can attach documents. The instructions below walk the user 
through each. 

 

Application Packet – Budget Detail 
 

 

To add documents via Organization Budget Detail, click Modify in the Action Column adjacent to Organization 
Budget Detail. This opens the Organization Budget screen. 
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In the Document Attachments section (at the bottom of the screen) click the Add an attachment link 

This opens the Document Upload screen 

 

 

Click Browse, this opens a screen to select the document to add. 
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1. Select the location of the file 
2. Highlight the file to be added 
3. Click Open to add the file to MARS. The user is returned to the Document Upload screen 

 

 

Enter a brief description of the document in the Comments section, then click Save. 
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Click Finish to complete the process.  
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Application Packet – Checklist 
 

 

To add documents via the Checklist in the Organization Application Packet, click Details in the Action Column 
adjacent to Checklist. This opens the CACFP Checklist screen 
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Click the Paper Clip icon. This opens the Checklist File Upload Details screen. 

Note: If the checklist item has a paper clip icon next to it, you can upload an attachment.  
Files in the following formats can be uploaded: .doc, .xls, .pdf, and .jpg. 

 

Click the Browse button to locate and select the file to be added. 
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1. Select the location of the file 
2. Highlight the file to be added 
3. Click open to add the file to MARS. The user is returned to the Checklist File Upload Detail screen 

 

Enter a brief description of the document in the Comments section, then click Save.  

 

 

Click Finish to return to the Checklist Summary 
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Uploaded files display at the bottom of the screen. Click Save to return to the Checklist Summary screen. 
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Application Packet - Attachment List 
 

To add documents via the Attachment List of the Packet, click Details in the Action Column adjacent to 
Attachment List  

 

This opens the Attachments screen 
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Click Add Attachment, to open the Attachment Detail screen 

 

Click the Browse button to locate and select the file to be added. 

 

 

1. Select the location of the file 
2. Highlight the file to be added 
3. Click open to add the file to MARS. The user is returned to the Attachment Detail screen 
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Enter a brief description of the document in the Comments section, then click Save. 

 

 

The user is returned to the Attachments Detail page. Click Finish to return to the Attachments page.  
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Click the Back button to return to the Application Packet Screen or click Add Attachment to select another file to 
attach. 


	Application Packet – Budget Detail
	Application Packet – Checklist
	Application Packet - Attachment List



