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This is your 

home screen
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Enter search criteria

Access cases
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Outstanding 

Requirements

Click on outstanding requirements

This will allow you to access the outstanding 

requirements and give you the ability to upload. 



5

Upload

Click on upload
If the document is available to be uploaded, this 

notification will be placed under the Action column.
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Follow prompts to 

complete the process
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Uploading status*

Final Step:

Check Status

* Documents can take from 10 Minutes to 2 Hours to upload
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