Upload Zip File without Unpacking
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If you do not want DocBoss to extract/unpack the zip folder and upload the zip file as-is, you must drag and drop
the zip folder directly onto the card via the Card List.

Navigate to the card list

1) drag and drop the zip file directly onto the card
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2) Select the Incoming Submittal folder (or create a new Incoming Submittal folder by clicking the + icon

Please select submittal

We have loaded your last selection into the submittal field. Please update if required.

Submittal + Source: SUB-001 (Sub-Supplier) ]@

Cancel Continue

3) Once the file has uploaded, confirm it is routed correctly and the meta data (revision #, doc number, etc.) is
correct, then click save.
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Another option, if the zip folder is not the desired primary file, you can upload the zip as the Secondary File. See
below for instructions to upload a zip file as the secondary file.

1) Click to edit the card you want to attach the zip file to

2) scroll down to "File In Secondary File Format (often the native file)" and drop your zip file there
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