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Important note:  

1. Mandatory documents are uploaded at Work Order Operation level, not at work order header 

level. 

2. To add additional non-mandatory files, such as photos, upload at Work Order Header level. 

Step  Instruction Screen 

1.  Open Google Chrome 

and go to 

www.connect.broads

pectrum.com, enter 

your username and 

password, then click 

‘Login’. 

 

2.  You can upload 

mandatory 

documents from any 

of the Work Orders 

dashboard tiles, 

except the 

Completed tile. 

 

In this example, click 

the ‘On-Site’ tile.   

 

3.  Click on the work 

order number. 

 

http://www.connect.broadspectrum.com/
http://www.connect.broadspectrum.com/
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4.  Click on the 

operation. 

Note: there could me 

more than one 

operation to choose 

from. In this example, 

there is only Operation 

10. 

 

5.  Click Documents. Then 

click the Upload icon 

 to attach your 

document. 

This displays all the 

mandatory 

documents that need 

to be uploaded 

before setting the 

status to ‘Completed’. 

 

  

6.  In ‘date’, select a 

date. 

In ‘Description’, enter 

a short description of 

the file. 

Click  to 

select and attach your 

document. 

 

 

 

Here you are in Operation 10 . 
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7.  

Click  

 

 

 

8.  When the file is 

uploaded, the 

following message 

appears ‘File …. 

Upload successful’. 

 

Click  

 

9.  Click ‘Save’.  This screen confirms you have attached a document.

 

 


