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ACCOUNT

Password Expiring

Password will expire in 1 days. Please change your password at your earliest convenience.

DOCUMENTUPLOAD PORTAL

Password

End users with an expired or
expiring password are prompted to
change their password when
logging in. End users should
contact the Help Desk about any
=B €58 | ynresolved password issues: 1-877-

Patricia Moyer |Log Out

782-7358.

Consumer Case Search

Provide both the medical case number (eight digits) and the date of birth of the primary applicant. A primary
applicant is always an adult and is applying for themselves, their spouse, their minor children or other children

living in the house.

* Red asterisk indicates required

Validations
To assist end users Error
validations have been added.

Error! The Medical Case Number does not match the Primary Applicant Date of Birth. Please try again. _l E nd users Sh ou Id re ad

Medical Case Number™

Primary Applicant Date of Birth (mm/dd/yyyy)* os/0s/1978

validations for more

& ey information.
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Upload Document(s) for Case: 20002312
Flease include a cover shest with each document. Your documents will be saved to a secure location,

Upload Document Screen

e Click the Remove button to
remove an uploaded
document.

Please do not password protect them. Max file is 25MB. File types accepted: e Clickthe Up load button to

Laura Braddock Case 200032122.pdf Ramave
Laura Braddock 20032112.pdf Remave

Browse...

submit a document.

e To find another case to upload
document(s) to, click the
Search New Case button.

e Click the Browse button to
upload multiple Documents to
the same case.

Upload Search New Case
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Upload Document(s) for Case: 20002312

Confirmation Box

Clicking the Upload button on the Upload Document(s)
screen triggers a case number confirmation box.

e End users should confirm the case number is
correct prior to clicking the OK button.

e If the case number displaying is not correct, the end
user should click the Cancel button. The Consumer
Case Search screen then displays.

L Message from webpage
Laura Bra
I— o = CTeTsTD rect, cIicl_( OK.
If the case number is incorrect, click Cancel
=
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Document(s) Uploaded Successfully for Case: 20002312
Laura Braddock 20032122, pdf 0.13 Successfully uploaded through DUP [CST Time]

Print or Save to File

e After uploading documents,
end users need to click the
Print or Save to File button.

MB  on 10:15 AM Wednesday, February 12, 2020 e End users should keep a

Laura Braddock 20032112.pdf 0.43 Successfully uploaded through DUP [CST Time]
MB on 10:15 AM Wednesday, February 12, 2020

record of all case documents
uploaded to the portal.

Print or Save o File




