
 

 
Uploading Documents to the MyBenefits Portal 

 
 

1. Begin by scanning the required documents to your computer. 

 
 

2. Log into MyUI 

 

 

 
3. On the Employee Resources card, select myBenefits 
 

 
 



 

 
 

4. From the myBenefits portal, click on the View/Upload Required Documents box from the main screen. 

 

 
 

5. Select Upload Required Documents 

 

 
 

6. Complete the steps indicated to upload the required documentation 

 

 


