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 STEP-BY-STEP GUIDE
 HOW TO UPLOAD DOCUMENTS



Log in  on Sel f-Service.
Cl ick on ‘Student  Centre’ .

STEP
1

 

STEP
2

�e fol lowing page wi l l  appear  on the s ide menu.

Cl ick on ‘Upload Appl icat ion Documents ’ .



 STEP
4

Cl ick ‘Upload ’  to  load the re levant  opt ions;  for  school  results ,  
you wi l l  need to c l ick ‘Options ’  in  the qual ificat ion l ine.

�e fol lowing page wi l l  appear.  Read the terms and condit ions;  i f  you agree to 
the terms and condit ions,  c l ick ‘Agree ’ .  I f  you do not  agree to the terms and 
condit ions,  you wi l l  not  be able  to  upload the documents.

STEP
3

I f  you agree to the terms and condit ions,  a  segment wi l l  appear  at  the bottom of  the 
same page that  wi l l  look l ike this :



 

A pop-up wi l l  appear,  
then fo l low the instruct ions.

STEP
5

Once the fi le  is  se lected,  c l ick ‘Upload ’  and then submit  the document.

I f  you have mult ip le  documents,  you need to combine them into one file  and then 
upload the combined document.


