How to Upload a Document

This guide will teach you how to upload a document from a computer. If you need help, please call 314-792-7777.
1. If you have a scanner, follow the instructions on your scanner and save your required documents to your computer. It is helpful to scan them to your

desktop or in a folder that is easy to find.
a. If you do not have a scanner but you do have a computer and a smart phone, you can take a photo of your documents and email them to

yourself. Opening your email on your computer, download the documents and save them to your computer.
2. Click “Upload File” by the required document you wish to submit.
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3. A box will open on your screen. Click on the file you would like to upload from your computer. On most computers, may double-click the document to
finish your upload. If your upload does not start right away, you may need to click Open to finish uploading your document.
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Do you file a Federal Income Tax Return?
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* Adjusted Gross Income This is the income of you and your spouse (if you are married) and can be found on Line 37 of your Federal Income Tax Return (Form 1040). If you do not have this form, please list your
Adjusted Gross Income and submit your W2. If you do nat have a W2, please submit at least one pay stub.
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4. After a successful upload, you will see the name of your document (in this case W2.pdf) followed by “ready to be saved.” When you have finished
answering all the required questions in this section of the application, you may click Save to continue to another section of the application.
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— Adjusted Gross Income

Do you file a Federal Income Tax Return?
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* Adjusted Gross Income This is the income of you and your spouse (if you are married) and can be found on Line 37 of your Federal Income Tax Return (Form 1040). If you do not have this form, please list your
Adjusted Gross Income and submit your W2. If you do not have a W2, please submit at least one pay stub.
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