Uploading Documents to a TWIA Policy

This job aid reviews the steps needed to upload a document to a TWIA policy file.

1. Navigate to the policy. Click on “Documents.”
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2. Select the drop-down menu next to “Please Select Document Type.”
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Please select the Document Type and click the "+ Upload Documents” button to upload documents. After you upload a document, please
update the description and click the Save button. Contact TWIA if you need to delete a document.

3. The document type options will show. For illustration only, selecting Photo.
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Next, select “+ Upload Documents.”
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Please select the Document Type and click the "+ Upload Documents” button to upload documents. After you upload a document, please
update the description and click the Save button. Contact TWIA if you need to delete a document.

Find the file name of the document you want to upload and then select “Open.”

Irganice * New fokle - 1 @

# Qu

11-18 bck u
W Desictep Bbeckup

Add-in Express

[ ] # Downloads " : “ q

Adobe Captivate Cached Projacts

backup 12-6

- »- Cust © Templates . ] Y &
& Music Desktop
B Videos s
& Onelive
Captivate Projects
@ OneDrive My eBoaks v

Cancel 0

Enter the document description and then select the save icon (i.e. the floppy disk).
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Please select the Document Type and click the "+ Upload Documents” button to upload documents. After you upload a document, please
update the description and click the Save button. Contact TWIA if you need to delete a document.

Do not upload files containing illegal content or copyrighted information without the permission of the copyright owner. File names must not exceed 60
characters {including the file type extension). Files must not exceed 20MB.
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The document is now uploaded to the policy file (see the date uploaded field).
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Please select the Document Type and click the "+ Upload Documents” button to upload documents. After you uplead a document, please
update the description and click the Save button. Contact TWIA if you need to delete a document.

Do not upload files containing illegal content or copyrighted information without the permission of the copyright owner. File names must not exceed 60
characters (including the file type extension). Files must not exceed 20MB.
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