HOW TO UP LOAD A DOCUMENT

1. When given the option to Upload a document — choose Browse...
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2. After choosing “Browse..” the computer will go to the document file directories on
YOUR computer. Search for the location in your computer files where you have stored

the documents you want to upload

3. Select the file you want to upload — when the name of the document you want appears

“File” box — Upload by clicking “Open”
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Click “open’
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