
Client
Setting up
•	 How do I login?
•	 Can I keep my personal and business documents seperate?
•	 What if I have multiple requests for documents?

Share documents with your Service Provider
•	 What documents do I need to provide?

•	 How do I attach a new file?

•	 How can I reuse a file previously provided?

•	 How do I add details onto my files?

•	 How do I request documents from a third party?

•	 What does an Information Provider see?

•	 What happens to information provided by a third party?

•	 What happens when I have uploaded all the documents?

•	 What’s the outcome?
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You will receive a welcome email at your nominated email address containing a temporary 
password.

You have been asked to provide documents by a service provider so they may assist you further. 
Once a file is uploaded, you can reuse the document on other requests. 
Your files are private until you upload them to a document request and share it with someone 
else.
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This contains information about you associated to your chosen email address. If you would like 
two separate profiles, one for personal and one for your business, register separate emails.

This Dashboard provides you with an overview of all requests for documents. If you are working 
with different service providers, each request for documents will be listed here. 
Information is updated in real time so you can collaborate with the Service Provider and ask 
questions at any time.

Can I keep my personal and business documents separate?

What if I have multiple requests for documents? 



How do I attach a new file?     

This lists Dashboard provides you with an overview of all documents requested by your Service 
Provider Information is updated in real time so you can collaborate with the Service Provider and 
ask questions at any time. 

What documents do I need to provide? 

UploadOnce has handy templates and drop downs to fast track requests supply of documents 
and to facilitate communications. Information is updated in real time.
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How can I reuse a file previously provided?

How do I add details onto my files? 

If you do not have a document and a third party, such as your partner, real estate agent or 
account has the document, you can easily request documents from them.

How do I request documents from a third party?



Your privacy is important.

To make things easier, email requesting documents are pre-populated for you. 

What does an Information Provider see?

Review and reject or attach any document  provided by third parties.
What happens to information provided by a third party?



Your Service Provider can see the documents you have uploaded in real time. Your files are 
encrypted and stored in data centres located in Australia. 

What happens when I have uploaded all the documents?

What’s the outcome?


