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Step 1 - Click on the “Home” tab and select one 
of the options. 

Step 2 - Click on the “Select File” button, then select file 
from your computer and then click “Open.”
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Step 3 - Click on the “Upload” button to upload a 
file. Once uploaded, you will see “Uploaded” 
message in green. You also have an option to 
remove the selected file in case you have selected 
incorrect file. 

Step 4 - Click on the green “Submit” button to 
submit your record. 
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