Uploading Request for Information (RFI) documents from your Broker Portal

. From your Dashboard Select the “Clients” tab
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. Then click on “Act on Behalf of” for the client you wish to upload documents for
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. Select Documents tab

uupnnr = My varc 1 Qo r ey

Dashboard Benefits and Coverages v Documents Message Center

Manage Documents (& Uptosa Documents )

Filter By: Document Description Uploaded By Uploaded On Status

0 Document Found Show: 10 « Documents Required

¢ Document Description ¥ Uploaded By ¥ Uploaded On + Status

No Documents Found

. Upload Documents



Adriano Lujan (BROKER) is acting on behalf of_ Notes | Exit Workspace

You can upload up to 5 files at one time.
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. Browse your computer for the file you wish to upload and select what the document
you are uploading from the drop down. Then click on upload documents.



