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Upload documents
On the summary screen you can view the items which we need you to upload in addition 
to the system generated documents. The list of items will be displayed by clicking on 
‘Checklist items’:

To upload a document, click on the relevant ‘Upload’, which will take you through to 
the ‘Upload Document’ screen. Click on ‘Browse’ and select the correct document. 
Each document must be uploaded individually. Please ensure the ‘Upload Document’ 
corresponds with the ‘Checklist item’ to avoid any delays in processing the information.
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Notes can be added 
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regarding a particular 
query. To provide 
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Once the document(s) has been uploaded you will have the option to view.

New section to be added –  

Add note 

Notes can be added where we require further information regarding  a particular query.  To provide 
this information to us, please the  follow instructions to upload a document but click on ‘add note’ 
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