
How to Upload PDF, Pictures of ID cards to Portal To Share With Our Clinic:  

 

You can do this in your computer, tablet or cell phones securely.  

 

When you first log in, you see a pop-up box as shown below.  Click the buton 
[Update My Profile and History] as shown below with red arrow.     

 

 

You can also click [Self Service] at the TOP as shown below: 

 

 

 



 

 

Click [Upload Document] buton as shown below.   

 

 

 

Click [Select] buton as shown below.  In a pop-up box, find the file (PDF or 
picture) you want to upload.  Word document is not accepted and must be 
converted (or saved as) PDF before uploading. If you are not sure how to do so, 
please seek help from your knowledgeable friend or search online.   

 

A�er selec�on, simply click [Import] buton as shown below.  And you are done! 
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