
How to add a SOAR letter in the WebApp 

1.​ Login to the WebApp and find the Class Member you are working with. 

2.​ The Class Member must have a finalized assessment for a SOAR letter to become available. 

3.​ Go into the Details of the Class Member’s active case, either through the Class Member’s page or Cases page. 

  

4.​ Once in the details of the active case, choose the SOAR Letters link. 

 

5.​ Add the date to the form, SOAR Outcome and then select the blue Add button. 

 

6.​ A record has not been created. Go into the Details of this record to add details for populating the letter. 

 

7.​ Add the SOAR details and press Update to save the information.  
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How to add a SOAR letter in the WebApp 

 

8.​ Select the Print button at the top of the form and the letter should pop-up and ask you to select where to print 

the document. 
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How to add a SOAR letter in the WebApp 

 

9.​ Use the back button in your browser to go back into the Class Member record. 
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How to add a SOAR letter in the WebApp 

10.​Once the Class Member signs the document, scan the signed document, and upload it to the SOAR record you 

created. See step 6 above to reference going it the details of the SOAR record.  

11.​While in the details of the SOAR record, select the Choose File button and find the document you are uploading.  

 

12.​Once the file is selected, choose the Open button and the document will attached to the record. 

 

13.​Press the Update button to save the changes to the SOAR record. The file name should now be above the Choose 

File button. 

 

14.​ If you realized after saving the record that you uploaded the wrong file, you can check the box next to Remove, 

and then Update and the file will be removed, and you can choose another file (as described in step 11 above). 
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How to add a SOAR letter in the WebApp 

15.​ If you select the Go Back button at the top of the screen, you will be taken back into the SOAR Letters screen and 

will see the attachment you uploaded. 

 

 

16.​Pressing the Go Back button at the top of this screen will take you back to the case details. 
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