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How To – Add Addi�onal Documents to Online Applica�on 
 

This is the screen the online Applicant will see when they log into their account once their Applica�on has 
been submited.  

 

To open the online Applica�on to allow addi�onal documents to be upload.  

The CAA is to: 

• Open Applica�on 
• Go to ‘Case Notes’ 
• Click the ‘Client Notes’ tab 
• Click Add ‘Client Note’ 

 

 

 

 

 

 



How to – Opening Online Application For Applicant to Upload Documents 
   PY2026 

 

 

A ‘Client Note Detail’ Modal will pop up.  

• Add informa�on to the Descrip�on/Subject of the ‘Client Note Detail’.  
• Add Case note explaining what the applicant is missing and any other per�nent informa�on.  
• Check the box  ‘Allow client upload addi�onal files from the online portal’. 
• Click ‘Create’ buton. 

Note: Be sure that the informa�on is correct.  Once Create is clicked the content cannot be edited.  

 

To view the Client note click the ‘View’ buton.  

 

 



How to – Opening Online Application For Applicant to Upload Documents 
   PY2026 

 

 

CAA is then to communicate with the Applicant le�ng them know that the online Applica�on is now ready for 
them to upload addi�onal documenta�on and that it is important the client contact the CAA when addi�onal 
documents have been uploaded.    

The online Applicant will log into their online HEAP account.  The account will show that the Current Status is 
‘Pending (Wai�ng for files)’ and an ‘Upload Addi�onal Files’ buton.  

 

 

• Applicant is to click on the ‘Upload Addi�onal Files’ buton.  
• Applica�on Files modal will populate.  
• Applicant is to upload all addi�onal documents required through the.  
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Once documents have been uploaded by the online Applicant. The Applicant will need to contact the CAA.  
There is no no�fica�on for the CAA to know that documents have been uploaded.  

However, once the Applicant has uploaded the addi�onal documenta�on CAAs are to complete the following: 

• CAA is to verify that the addi�onal documenta�on was uploaded.   
• CAA selects the ‘Client Notes’ tab on the Case Notes screen.  
• Click ‘View’ Buton.  
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• Check the ‘Prevent Client from uploading addi�onal files’ check box.   
• Click ‘Resolve’ buton.  

 

 

When Applicant logs into their online Applica�on, the account the’ wai�ng for files’ and ‘upload addi�onal 
documents’ will no longer appear.  
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