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This document details the steps needed to convert and successfully upload a PDF 
document into BRASS. This is related to all areas of the application where documents 
can be uploaded by users. 

 
Part One:  

Convert Editable File to Non-editable PDF using ‘Microsoft Print 

to PDF’ 

 
Step 1: Identify the fillable document you need to complete and upload. (For this 
example, we will use the Supplier Diversity – Contract Compliance Form-3) 
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Step 2: Fill out the document (Make sure the required information is included - if 
editable fields are not used, simply leave blank). 
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Step 3: Convert the Editable document into a NON-editable document using 
the Microsoft Print to PDF option under the print setting. 

1. On the top of the PDF, click the Print icon (or Click Ctrl+P).

Note: For Apple Mac users, click 'File-Print or Cmd + P'
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Step 3 continued: 

2. On the Print Popup window, select the option ‘Microsoft Print to PDF’ from
the printer list (This action will remove the ability to edit any of the fields

on the document) and click ‘Print’.
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Step 3 continued: 

3. The application will begin converting the file. Once the process is

complete, the user will be prompted to Name and Save the document to

your local machine.
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Part Two: 

Uploading the Non-editable PDF you just saved into BRASS 

Step 1: Identify the non-editable document to upload into BRASS (We will use the 
previously converted document). 
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Step 2: In BRASS, click in the application where the user needs to upload a 
document. The box below will appear and you will select the newly saved PDF 
document and select open. This will add the file as an attachment to your 
application. (See the ‘Attachment created’ success message to verify your file was 
attached). 

 

 

 
 

This completes the demonstration of the Editing, Converting and 
Uploading a PDF functionality which is applies across the entire 
application. 
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