
How To Send A Document On a Mobile Device 

1. 1. This is what your screen will look like when you first log on. In this example we are 
adding wages from a job. Click “Send Document” 

 

2. Click “Begin”. 



 

3. Fill in the blanks and click “choose file”. 

 



 

4. Your mobile device will you give the option to take a picture or the select a picture already 
from your photo library. Select the applicable choice. 

 



 

5.  Fill in the blanks, verify that your document is attached and click “submit”. 



 

6. Once you have successfully uploaded your documents you will see this screen verifying that 
you uploaded documents. You are finished. 



 

*It may take our portal an hour to upload changes and documents to us, please do not 
call us to ask if we have received your documents or changes.  

 


