How To Upload Documents To Your
Group’s Page In Extranet

Step 1: Log in to Extranet.
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Step 2: Click the “Admin” tab in the menu across the top of the page.
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Step 3: Click “Group Information” in the menu on the left side of the page.
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Step 4: Find your Group by typing in your Group name or Code to the relevant field, and
clicking “Search”.
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Step 5: Select your Group in the drop-down menu, and click “Submit”.
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Step 6: Scroll down the page just a little bit until you see “Group Documents”, which
should appear just below “Group Notes” and the fees section.
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Step 7: Click “Upload Documents”. This will open a new window of your internet
browser.
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Step 8: Click “Select Files”.
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