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How to Upload Documents in

Maryland Workforce Exchange

1. Go To My Portfolio
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2. Click My Individual Profiles

/ﬁ* Home 0 My Dashboard & Sign Out
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3. Click Personal Profile
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4. Click Documents Tab

This Is the TRAIN site

This page is used to review your general contact information.
ﬁ m“& If you make changes, click the Save button at the bottom of this page.

My Dashboard

How We Can Help You

Employment Strategy
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Job Search
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(General Information Background Activities Paths

* Indicates required fields,

Orientation Video
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Employer Services
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Login Name: |
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Unerpleyment Servces a
Password: Chanae nassword

5. Click Upload a document

This Is the TRAIN site

&
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+ Show Filter Options {Results are being filtered)

Employer Services

Career Senvices s 3
Click a column title to sort

lob Seaker Services

cation Services

Birth_Certificate.pdf Birth Certificate Birth Certificate T/14/2020 View  Delete

Labor Market Services
Metz Data

Community Senvices and
Benefits
Financial Services Driver_License.pdf Driver License Driver License 7/14/2020 View Delste
Unemployment Services Meta Data
Veteran Services
Youth Services sodal_security_Card_1.pdf Social Security Card Sodial Security Card 7/14/2020 View Delete
Senior Services Meta Data
Disability Services
Workple=Timmg social_security_Card_1.pdf 55C Social Security Card 77142020 View
Staff Provided Services Meta Data
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6. Select the appropriate document description

This Is the TRAIN site
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+ Indicates required fields.

Document Inf DM:rceL ;1ecree

Document
Description:

*Document Tags:
Keywords that will
be indexed with
this attachment.

Employment Records
Food Stamp Records
Layoff Notice/Letter
Library Card

Marriage certificate
Medicaid/Medicare Card
Other Tax Document
Pay Check Stubs
Pension/Annuity statement
Phone Directory
Physician's statement
Police recards

Progress Reports

m Property Tax Record

Psychiatrist's statement
Receipts

[ Release of Information

Requested Information

School Identification Card

School Records

Selective Service Acknowledgement Letter

Selective Service Registration card
Veterans Administration letter/records
Voter Registration Card
W-2 Form
Driver License
U.S. Passport
Other

ﬂ For help dick the information icon.
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Supported File Format




6|Page

7. In the Document Tag Section type in the Document Description

{

@ Choose File to Upload X
4 m > ThisPC » Desktop » v © | Search Desktop 2L - @ Q| search.
i the Web
Organize = New folder -
o} 5 Tv

Pictures Name Date modified Type Size e iy
Plasmerie | Proof of Education Adobe Acrabat D. 169 KB
Sierra Leone Pay stubs Adobe Acrobat D 161 KB istem.
SICS-VA % social security Card_1 7/14/2020 2:54PM  Adobe Acrobat D.. 203 KB
VEC ) Birth Certificate PM  Adobe Acrabat D. 149 KB

Type: Adobe Acrobat Document

2

Quicksearsn O

n For help click the information icon.

i scottfamily-photo-downloz || Driver License Size: 202 KB 3PM  Adobe Acrobat D.. 136 KB
) £) example documents | Date modified: 7/14/2020 254 PM fg pp  Adobe Acrabat D 3,503 KB
o OREDITE PR GEgER Y Microsoft Teams 7/6/2020 442 P Shorteut 3Ke
Attachments ® Google Chrome 6/24/2020221PM  Shortcut 3KB
Microsoft Teams Chat Files B e TN St .
= This PC ‘i March Progress Notes 445PM  Adobe Acrobat D. 406 KB
iniohEE 5 Microsoft Teams (2) 6/1/2020 212PM  Shorteut 3K8
v ‘WIOA Complaint Procedures Revised 070..  5/20/2020 321 PM  Microsoft Word 97... 2038 kB “
= Deskton
~] [AFites ) &

OFientation Video T

for Individuals

Attach Document
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N

Job Seeker Services i
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Unemployment Services  * Return to Previous Page
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& Services W Portfolio g%z Site Map Q) Site Search %8 Page Praferences % Feedback @) Assistance

8. Select Browse to attach the document

This Is the TRAIN site

A rome @ vy Dashooars [Fsign oot rvices for Individuals services for Employers 1 Lanor Market Anal

Supported File Format

B My Individual
Workspace MARYLAND
b B D e

Please follow the instructions listed below to add a document into the system.

My Dashboard

How We Can Help Y . . 3
ow e tan fielp Tou + Indicates required fields.

Employment Strategy

Directory of Services

Document Information

ﬂ For help click the information icon.

My Resources

Document
B Quick Menu Descripti

| Social Security Card - |

ot ' Document Tags: Social Security Card
Résumé Builder Keywords that wj
be indexed with
My Portfolio this attachment. 9

Orientation Video

Services for Individuals

Attach Document

Employer Services

Career Services

Job Seeker Services Location: | I Browse... |
Education Services
Labor Market Services Cancel

Community Services and
Benefits

Financial Services

Return to Previous Page

Unemployment Services

Veteran Services
ASEMces &= Portfolio .-!-. Site Map Q Site Search # Page Preferences ﬂ Feedback e Assistance

Supported File Format
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9. Click Save

This Is the TRAIN site

A Home @My Dashboard  [PSign Out & Services for Incviduzls 48 Services for Employers L Labor Market An

8 My Individual Please follow the instructions listed below to add a document into the system.
Workspace MARYLAND
Workiorce Exthange
My Dashboard
How We Can Help You « Indicates required fields. ﬂ For help click the information icon.

Employment Strategy

Directory of Services

Document Information

My Resources

Document Social Security Card -
B Quick Menu ot
Job Search * ) - -
Document Tags: | ocig] Security Card
Résumeé Builder Keywords that will
be indexed with
My Portfolio this attachment.

Orientation Video

B Senvices for Individuals

Attach Document

Employer Services

Career Services Supported File Format
Job Seeker Services Location: | |c:\Users\:jalloh\Desktnp\social sect Browse... |

Education Services

Labor Market Services @ Cancel

Community Services and
Benefits

Financial Services

Unemployment Services turn to Previous Page m

Veteran Services
https://train-app-vos24000000.geosalinc.com/vosnet/Documents/DocumentAdd.aspx & Services B Portfolio g% Site Map  Q Site Search €% Page Preferences 4 Feedback @ Assistance

10.Y our uploaded document will appear in your documents TAB

This Is the TRAIN site

A Home @My Dashboard (P Sign Out o Services for Incividuals  Aeee Services for Enployers 18 Labor Market Analysis

BB SenycesianIndual General Information Background Activiies Paths Memo

Employer Services ; ; —
# Show Filter Options (Results are being filtered)

Click a column title to sort.

Career Services

Jobiasciensarvices Tags ‘ Create Date Expiration Date Action
Education Services § = X - : -

Birth_Certificate.pdf Birth Certificate Birth Certificate 7/14/2020 View Delete
Labor Market Services

Meta Data

Community Services and
Benefits
Financial Services Driver_License.pdf Driver License Driver License 7/14/2020 View Delete
Unemployment Services Meta Data
Veteran Services
Youth Services social_security_Card_1.pdf Social Security Card Social Security Card 7/14/2020 View  Delete
Senior Services Meta Data
Disability Services
Workplace Training L 5 i 3 S

social_security_Card_1.pdf S5C Social Security Card 7/14/2020 View
Staff Provided Services Meta Data
Communication Center social_security_Card_1.pdf Social Security Card Social Security Card 7/15/2020 View  Delete
Appointment Center Meta Data
Assistance Center

learning Center
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