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Financial Aid Document Upload Process 
Student Process 
The student will log into the student portal and click on their To Do List 

 
From there, they will click on the item they wish to upload.  They will see all initiated checklists 
at this point. 
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This will take them to the checklist item text and any links to any forms, such as the verification 
worksheet.  Only checklist items that require a document will show on the Go To Document 
Upload Portal page. 

 
The link will take them to the worksheet and the Go to Document Upload Portal button will 
take them here: 

 
All initiated checklist items that require a document for the aid year will be displayed. 
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Student will click on the document and see: 
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They now have the ability to upload a document or delete a document that is not accepted. 

 
When they click on the Upload New Document 

 
Click on My Device and select the file you want to upload from your device. 
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