
How to Upload a Document 

 

1. Log in to your myUH self-service account and select “Financial Aid.” 

 

 

2. Select “To Do List.” 

 

3. Review the list of documents. Make sure that you are selecting the item for the correct 
academic year. 

 

https://accessuh.uh.edu/login.php


4. After you have confirmed the correct year, click on the title of the document or click on 
the “Upload/View Document” link for the document you would like to upload. Please 
note: Not all items have the option to upload. Some documents must be submitted in 
person, review item description for more information. 

 

5. Read the description to make sure you are uploading the proper documentation for this 
item. 

 

6. Once you have read the description and you have the documentation, click the “Upload 
File” button. 



 

7. All documents must be in PDF format. Read over the information carefully to ensure 
that you upload your document successfully. Click “Browse.” Please note: This feature 
may not work as designed in Chrome. 



 

8. Locate the file that you would like to upload, then click “Open.” 



 

9. The document should be listed in the browse field. Once the document shows, click 
“Upload Image.” 

 

10. A pop-up message will appear to inform you that you have uploaded your document 
successfully. Click “OK.” 

 



11. Click “Done.” 

 

12. Click “Return” when you see this message to go back to your to do list item. 

 
13. To view the document that you loaded, click the “View File” button. 

 
 

14. The document that you uploaded should open in a new window. You have now 
successfully loaded the document. Please note that the “Document Uploaded” field now 
indicates “Yes.” 



   
15. Click “Return” to go back to your to do list. Note that the item you uploaded is still in an 

“Initiated” status.  Click the “Go” button to refresh the page. 

 

16. The item you uploaded to has been updated to “Received.” To upload additional 
documents, repeat the process.  
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3. Review the list of documents. Make sure that you are selecting the item for the correct academic year.
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4. After you have confirmed the correct year, click on the title of the document or click on the “Upload/View Document” link for the document you would like to upload. Please note: Not all items have the option to upload. Some documents must be submitted in person, review item description for more information.
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5. Read the description to make sure you are uploading the proper documentation for this item.
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6. Once you have read the description and you have the documentation, click the “Upload File” button.
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7. All documents must be in PDF format. Read over the information carefully to ensure that you upload your document successfully. Click “Browse.” Please note: This feature may not work as designed in Chrome.
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8. Locate the file that you would like to upload, then click “Open.”
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9. The document should be listed in the browse field. Once the document shows, click “Upload Image.”
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10. A pop-up message will appear to inform you that you have uploaded your document successfully. Click “OK.”

[image: ]

11. Click “Done.”
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12. Click “Return” when you see this message to go back to your to do list item.
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13. To view the document that you loaded, click the “View File” button.
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14. The document that you uploaded should open in a new window. You have now successfully loaded the document. Please note that the “Document Uploaded” field now indicates “Yes.”
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15. Click “Return” to go back to your to do list. Note that the item you uploaded is still in an “Initiated” status.  Click the “Go” button to refresh the page.

[image: ]

16. [bookmark: _GoBack]The item you uploaded to has been updated to “Received.” To upload additional documents, repeat the process. 
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