
How to Guides 
View and add attachments

Step 1: Click the ‘Your Goals’ icon on the Focus 
homepage or the ‘Your Goals’ tab under the ‘Your 
Focus’ tab.

Step 2: Click the arrow across from the goal you  
want to add an attachment to or view attachments  
for.

Step 3: In the ‘Examples of your work’ section  view 
existing attachments and click ‘Choose File’  to add 
new attachments. Find your document &  click 
‘Open’ to upload it.

Step 4: Click ‘Close’ at the bottom of the goal to 
save the attachment.

Note: To remove an attachment, click the cross 
next to the attachment and click ‘Close’ at the  
bottom of the goal to save this change.


