Login to the System as a valid user

The user will land on the Home screen which is the Dashboard.
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Click on the chat icon in the Action column to go to the Chat Page.
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From the left-hand side, select the conversation in which you want to share the file.
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Please select a user to start a chat.




In the chat window, click on the attachment icon to share the file.
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In the Upload Document modal, click on "Browse Document” to select a file.
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After selecting the document, click the "Send"” button to share.
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The file is uploaded successfully.
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The file is shared successfully.
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