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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 work, register separate emails. 

You must be a registered to use UploadOnce before you can see any document requests. 

Your profile

In this role, you are supporting the Service Provider responsible for the client relationship.
As the collaborator, you have been granted access to complete tasks on behalf of the Service 
Provider and you can see everything the Service Provider can see. By default, all communications 
will be sent in the name of the Service Provider. 
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Your profile determines the information you see and your level of access. The default is Service 
Provider. To manage workflows and add company wide templates, you must switch to the Service 
Provider Administrator profile.

If a service provider has provided you with access to their requests for documents, it will appear 
on your dashboard until your access has been manually removed or the document request has 
been finalised and closed.
If a document request does not appear on your Dashboard, either the Service Provider or the 
Service Provider Admin can provide access.

Switching profiles

Dashboard

Document requests disappear from your Dashboard once the request is finalised.

Collaborator
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Information is updated in real time so you can support your colleagues and work with clients to 
fast track collation of documents. 

Requesting Documents



UploadOnce generates pre-filled client emails to facilitate communications. By default, all 
communications will be sent in the name of the Service Provider. 

UploadOnce auto generates emails to third parties requesting documents on behalf of the client 
to fast track supply of documents. 

Emails to clients

Request documents from third party Information Providers

Documents can be made available via email or via UploadOnce.
Submit documents to Assessors (such as Credit providers or lending teams)



Document requests can be submitted to multiple Assessors.
Monitoring Assessor feedback

The address book is dynamic and automatically displays contacts specific to your login and your 
profile. 

Address Book



You can contact us via the Support page with questions, comments or feedback. If your client 
contacts UploadOnce via the support form, Support will first contact the primary Service Provider 
responsible for the Client.

Support


