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Uploading Supporting Documents  
Uploading Documents at the Time of Entering Level 1: 
1. Upon reaching Page 11 of the Level 1 online form, the system will request that 

you upload any required documents. Based on the outcome of the Level 1 
screening, the portal will identify the required documentation that must be 
submitted with the Level 1 screening. The user must manually place a 
checkmark next to each document uploaded. All required documents must be 
checked and uploaded.  

 

2. Create a name for each file in the “Name of File” field and click the “Choose File” 
button to locate and attach the document from your computer. 
 

3. If you are uploading more than one document, click “Upload Another File” to 
open another box.  
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4. Once “Upload Another File” is clicked, additional fields will be displayed to upload 
more documents. 

 

5. There is a section for “Optional Supplemental Documentation For Upload.” To 
submit any additional documentation, follow the same steps as noted above. 

 

6. When you are done, click “Save and Continue to Confirmation Page” and 
complete the Submission Process.  
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Uploading Documents to a Submitted and/or Accepted Level 1 
Form 
1. If no Level 2 has been created, and you need to upload more documentation to a 

Level 1 after it has been submitted and/or accepted, enter the record through the 
“Level 1 Submitted” tab or “Level 1 Accepted” tab by clicking on the L1 number in 
blue.  

  
2. Once you are in the Level 1 form screen, you’ll see a button on the page's right 

side to add files. Click “Add Files.”  
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3. This will open the “Select Files” box, allowing you to add more documents.  
Clicking the “Upload Files” button will bring you to your internal file system.

  
 

4. Choose the document you want to upload from your internal system and click 
“Open.” 

 
 

5. You will receive the following notification. Click “Done.” 
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Uploading Documents to a Level 2 After it Has Been Created 
When a Level 1 form has been accepted, and a Level 2 evaluation has been 
created, you can upload additional documents through the created Level 2 
evaluation. You may reach the Level 2 evaluation link via the Level 1 form. 

 
1. To access the Level 1 form, go to the “Level 1 Accepted” tab and search for the 

Level 1. You may add the name to the search bar for a quicker location. 

 
2. Click on the corresponding L1 number in blue. 

 
3. From this screen, you will see the L2 number in blue. Click on the Level 2 

number to open the record.  
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4. On the Level 2 record page, you will see the Files box on the right. Click on the “Upload 
Files” button to access your internal files.  

 

 

5. Choose the document you want to upload from your internal system and click 
“Open.” 

 
 

6. You will receive the following notification. Click on “Done”. 

 
 

Uploading Documents to a 12-Month Resident  
Review Level 2: 

If you are searching for a 12-Month Resident Review that does not have a Level 
1 in the system, there are two ways to locate Level 2 in the portal.   
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1. Use the search bar at the top of the screen to find either the individual's Level 2 
ID number (if known) or name.   
 

 
Or 

 
 

a. In the search results, click on the Level 2 number and enter the record. 

      
b. The name will bring you to all documents related to the individual. 

In the search results, locate the current Level 2 ID number for the 12-
Month Resident Review and click on the link to enter the record.  

 
 

2. Once you have entered the Level 2 record, you can upload the documents 
following the instructions in Section C, steps 4 through 6. 
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