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Upload documents 
 
How do I use the process “Upload Documents to DRS?” 

1. Open the Process menu and select “Upload Documents”  
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2. Select “Start” 

 

 

Employer documents 

3. From Document Type chose “Employer” 

 

 

4. Select the type of employer document you want to upload under “Document Information” 
next to “Document Description” 
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Member documents 

5. Under Document Type choose “Member,” enter the member’s SSN and select “Search” 

 

 

The Member Profile is displayed. 

6. Select the system and plan related to the member’s document 
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7. Under “Document Information” select the type of member document you want to upload in 
the “Document Description” section 

 

Some documents require a DRS review. If the document chosen doesn’t have a “yes” next to “DRS Review 
Required,” the user can still choose to have DRS review the documents. 

Example of DRS Review Required 

 

If the user has any questions, concerns or special instructions regarding the uploaded documents, you can 
add them to the “special instructions” field. You are limited to 50 characters. 

 

Example of document not requiring review 
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8. Select Yes or No under “DRS Review Required” and select the paper/arrow icon to upload a 
document 

 

 

9. Select “Choose File” 

 

 

10. Select the document you want to upload  

 

The file displays in the “File name” field. 

 

11. Select Open 
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The file will be displayed under “Upload a file” next to the choose file button. 

 

12. Select Upload 

 

 

The file will display next to “Document.” 
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13. Select “Add Document” to add it to the Documents section 

 

 

To remove the document from the Documents section, select the garbage can icon in the corner. 
Additional documents can be added by following these steps.  

Important: If multiple documents are listed and at least one has a review required or requested, it could 
hold up all the documents. 

 

14. Select Submit to upload the documents 

 

Document Upload is now complete and documents have been uploaded to DRS. 

If a review was mandatory or requested, you will get notification once the document is either rejected or 
accepted. 

 

 


