How to Submit the Documents Electronically

Pre-Condition: The user account through which the documents are being uploaded must be
added to the Contact List in InSite

Step 1: Login to the Public Portal

Step 2: Click on the Search --> Search Development

Step 3: Enter Record Number. Do not enter or change any other search criteria information
Step 4: Click on Search button

The result of above steps would open the record page

Step 5: Click on Record Info drop down

Step 6: Select “Attachments”

Step 7: Click on ADD and upload the documents using File Upload window
Step 8: Click on Continue button

Step 9: Add document description if needed (optional field)

Step 10: Click on Save button

Step 11: There would an acknowledgement saying “The Attachment(s) has/ have been
successfully uploaded”
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