
Uploading a file in Firefly 

To upload a task you need click on tasks at the top of your Firefly homepage 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

  

For the task you need to upload a document/photo for, click on the 

task description  

Once in the task description area click on send a 

file 

This will open a popup window titled ‘file’. Click 

on attach file and then click ‘Send File’ to submit 

your document/photo. 


