Uploading a Document into your NEworks Account
Step 1:

From your Dashboard, select the “My Resources” tab and select “My Background”

My Dashboard How We Can Help You Directory of Senrices[ My Resources ]

My Dashboard  How We Can Help You  Directory of Services

My Messages My Correspondence

Select this option to view messages that you may have. Select this option to view correspondence that you may have created.

My Appointments My Background
Select this option to view any appointments that have been scheduled. et to view or modify your key background information such as

education history, employment history, licenses etc.

Upcoming_Events
Select this option to view any upcoming events you might be interested in.

-OR -

Go to the m Menu icon located at the top left corner of your screen, select “My Individual
Workspace”, then "My Resources”, then “My Background”
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Step 2:
Towards the top of the screen in the link menu, select “Documents”
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Step 3:
:

Scroll to the bottom of the document records and click on “Upload a Document
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Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers. These spaces will be replaced with _when saving the document
ingursystem.

[ Upload a Document

Step 4:

You may select in the “Document Description” drop-down field the description that matches the
document type you are uploading or you may choose to leave it as “None Selected.” However, you are
required to fill in the “Document Tags,” which is a brief description or keywords describing the
document you are uploading. For example, “2019 Income Tax” or “Electric and Water Bill(s).” Once that
entry has been completed you must next click “Select File” to select the document to upload from your
computer hard drive or USB portable drive. Finally, Click “Save” at the bottom of the screen when you
are finished.

+ Indicates required fields.

Document Information

Document None Selected -

Description:

* Document Tags: Do not enter Personal Identifiable Information
Keywords that will  (Pll) into this field.
be indexed with
this attachment.

Attach Document

Multiple documents can be uploaded simultaneously, but must be selected one-by-one.
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