
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. Once you have clicked on the link you will be taken to the page below: 

 

 
2. Once on this page click the ‘Send a copy of your documents’ links 

3. The next step you want to do is to check from the list what you are submitting for 

 

4. The next step is to enter your customer reference/ benefit reference number 

 

 

 



5. You will then need to select from the list what documents you are submitting. Once you 

have selected from the list what you are submitting you will need to click on ‘Upload or take 

photos of your documents’ 

 

6. Please bear in mind how many documents you can submit and what kind they are. This 

information is on the page where you upload the documents. 

 

7. Once added you will need to enter your name and contact number. If you have an email 

address, please also enter this information. Once you have filled out the form you can click 

submit. 

 

8. Once submitted you will receive the below message: 

 

Please make a note of the number as you can use this when contacting the department to check on 

the status of your submission. 


