
Upload Documents in
Organization Profile
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These documents 
apply across 
multiple events.



Upload Organization Documents

Step 2: Click 
Upload
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Step 1: Click 
Organization Profile



Upload Insurance Document

Click and drag 
document or click to 

add file
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Select Insurance Document – Pop-Up Box
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Step 1: Select the 
document to 

upload

Step 2: Click 
Open



Add Document Description & Category Type 
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Click Edit



Add Document Description & Category Type 
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Step 1: Write 
description of 

document 

Step 2: Begin typing 
type of document in 

the Category box

Step 3: Click to select 
document category type



Add Document Description & Category Type 
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Click Save



Add Insurance Documents

Step 2: When all 
documents are 

uploaded, click Upload 
Pending Document
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Step 1: Repeat 
uploading any 

additional 
documents



Manage Uploaded 
Documents in
Organization Profile
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Manage Organization Uploaded Documents

Step 2: Click 
Manage
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Step 1: Click 
Organization Profile



Edit Document Name

Click Edit
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Edit Name

Step 1: Edit 
information

119

Step 2: Click 
Save Changes



Remove Documents

Click Remove
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Delete Confirmation Pop-Up Box

Click Yes
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