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SAHARA- Attachments 
Follow the steps below for instructions on how to attach supporting documentation in SAHARA. 
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1. From the Employee Self -Service        
dropdown menu, select Accounting 
& Financial Reports. 

2. Select the SAHARA Account           
Reconciliation tile.  

3. Enter details in the Search Criteria. 

4. Select Search. 

5. Select on the Cost Center. 
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6 6. Click on the Attachments link 
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10. Select Save. 

11. Select Return to Previous Page. 

12. The number of attachments will appear 
and the attachments are now saved. 

7. Click Add Attachment. 

8. Click Choose File.  

9. Select Upload. 
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Salaries-Longevity.xlsx 600111111 6001111112021-06-25.Salaries-Longevity.xlsx 
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