
 

 

 
 
 

 

 
 
 

How to Upload Documents and 
Images to an Idea 

 
 

 

 
 
 
 

 
 

 



Uploading an attachment or image to an idea submission form is a simple task. Begin by 
submitting your idea to either a challenge, or submit an ad-hoc idea. Once the form appears, 
enter all required information (see Figure 1).  
 

 
Figure 1 

 
 
The admin can choose which fields to enter on the idea submission form and in this case, 
uploading a thumbnail image is a field selected (Figure 1). It is not a required field, but it 
definitely is recommended. 
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How to upload a thumbnail image 
To select an image, click Select which will prompt the file folder on your PC and an image can 
be chosen. Please note the recommended size for a thumbnail image is 500 pixels x 500 pixels. 
If you choose Image Gallery, a dialog box will appear prompting you to choose an image from 
the system. These are images previously uploaded by the admin. 
 
On the mobile app and in the mobile browser, users can either take a photo in real time or pick 
a photo from their phone gallery (Figure 2). The recommended size for a thumbnail image is 
500 pixels x 500 pixels on the mobile app. 
 

 
Figure 2 

 

How to upload an attachment 
When creating the form, the admin can also choose to insert an Upload Attachment field (seen 
in Figure 3). 
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Figure 3 
 
To upload an attachment, click Select and your folder window will open which will prompt you to 
choose a file on your local drive. 
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Figure 4 
 

 
On the mobile app, click Select File, and the system will prompt you to add files by browsing all 
documents saved on your mobile device. Once all relevant documents have been uploaded, 
select Done (Figure 5). 
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Figure 5 

 
 
All types of documents are supported. ​The primary ones used are pdf, word excel, powerpoint, 
csv, png, jpg, gif, and txt.​ Please note that the maximum size per file is 28mb. 
 
There is also no limit to the amount of documents that can be uploaded on a single idea. 
 
 

How to set up Upload field on a form 
To set up an upload field on a form, you must have super user rights If you do not, please 
contact your administrator. When creating a form, you can drag the Upload element (see Figure 
6 below) on to any section of the form. 
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Figure 6 

 
For this field’s setting, admins can configure the display name of the field. They can also allow 
multiple files to be uploaded, and can mark uploading documents as a required field. See Figure 
7 below. 
 

February 2019 
https://helpdesk.planbox.com/support/home 

https://helpdesk.planbox.com/support/home


 
Figure 7 
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