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Attach and Detach in NC FAST  
Last Updated: 6/12/2019 

Overview 

This job aid describes how to attach and detach a document in the All Document tab. This job aid 

also describes how to attach a document in the Evidence tab by using the Browse DMS feature.  

Step-by-Step Instructions 

Creating an attachment in the All Documents tab 

1. Navigate to the Person, Application, or Case’s All Documents tab.  

Note: The ability to view attachments is based on the Area (Economic Benefits and/or 
Child Welfare) a user role has access to. These limitations are applied at the Application 
and Case Level. The person page is shared across both Areas, therefore both Areas can 
view attachments at the person level. 

 

2. Click All Documents tab. 

 

 

3. The Attachments page displays. Click New.  
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4. The New Attachment window displays. Click Browse. 

 

5. The File Upload screen displays. 
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6. Navigate to document location and select document(s) to upload. 

7. Click Open. The New Attachment pop-up displays. 

 

8. Enter New Attachment criteria. Available options include: 

Note: The Location field auto populates with FileNet Data. 

a. Reference: Associated with the application 

b. Category: Defined by the NC FAST attachment taxonomy 
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c. Sub-Category: Pre-set list of sub-categories determined by the selected category 

d. Receipt Date: Date of when document was received by the county 

e. Description: Description of document 

Note: Category, Sub-category, and Description are required fields. Refer to the 
Taxonomy Reference Guide for further guidance on selecting taxonomy. 

9. Click Save. 

10. The document is saved to the Person, Application, or Case. 

Note: File size submission is limited to 500 pages or approximately 100 mb. If the file 
size is exceeded, user will get an error message upon submission.  

Creating an attachment using the Browse DMS Feature 

1. Navigate to the applicable Application or Case. Click the Evidence tab. 

Note: Evidence attachments can only be added to an Application or Case.  

2. The Evidence Dashboard displays. Click the Verifications folder.  

3. The Verifications page displays. Click the ellipsis.  

 

4. The Add Proof drop down displays. Click Add Proof.  

 

 

5. The Add Proof pop-up displays.  
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a. Enter the Case Participant and select applicable data. 

b. Scroll down and select the Browse drop down. 

c. Select Browse DMS. 

 

 

6. Click the Browse DMS magnifying glass. 
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7. The Attachments Search pop-up displays.  Select Category and Sub-Category or 
Document Type but not both. Click Search. 

 

Note: Category and Sub-Category or Document Type is required. Refer to the Taxonomy 
Reference Guide for further guidance on selecting taxonomy. 

8. The Search Results displays. Select the applicable attachment. 

 

9. The Add Proof pop-up displays. Click Save. 
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Note: File size submission is limited to 500 pages or approximately 100 mb. If the file 
size is exceeded, user will get an error message upon submission.  

 Detaching an attachment in the All Documents tab 

1. Navigate to the Person, Application, or Case’s All Documents tab.  

2. Click All Documents tab. 

 

3. The Attachments page displays. Select Category and Sub-Category or Document Type 
but not both. Click Search. 

Note: Click Search without entering search criteria to view all attachments. 

4. Search Results display. Click the ellipsis on the line of the item to detach and select 
Detach. 
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5. Detach pop-up displays. Select Detach Reason from the drop-down.  

6. Enter mandatory Comments. Click Submit.  

Note: The Detach Reason and Comments will be visible to the Lead Worker and  
Supervisor in the My County’s Unindexed Attachments.  

  

Note: Once an attachment is detached, the line item in the Search Result field will be 
removed.  

 


