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Adding Documents 

• Once you have logged into your portal account, click on the Business Services logo at the 
bottom of the page. 
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• Next click on the “My Services” tab at the top of the screen 
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• Your training plan record should be listed below (The Training Plan name and Created on 
date should assist in confirming your desired training plan and that it was successfully 
saved to your account).  Click on the drop down arrow to the right that’s displayed in the 
same row your training plan is listed, and select edit 
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• Click on the Documents tab at the top of the page.  Once you’ve done that, click on Add 
Files 

 

 

 

• Next click on Choose Files 
• Once you’ve found and selected your desired file, click on the Add Files button 
• Next Click on the Save button 

 

 

 




