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DIGITAL SKILLS HANDOUT for Uploading Documents Online
Why this matters:
🖥️ Uploading documents online is a skill you will use for:
• 👩‍⚕️ Telehealth portals
• 🏛️ mySocialSecurity.gov
• 💳 Benefits, insurance, and government services 
1. File Types: What Kind of Document Can I Upload? 
📄 PDF (scanned document)
🖼️ JPG or PNG (photo from your phone)
These file types are used on telehealth and Social Security websites.
2. File Size: Keep Files Reasonable
📦 Files can’t be too large.
If a photo is too big, you may be given the prompt to reduce the size. Depending on the device you're using—a cell phone or a scanner—the steps may vary slightly. If you're uncertain which steps you need, you can Google “how-to steps” for your device or contact Silver Surfers for assistance.
3. Naming Files: Keep It Simple
📝 Give files short, clear names so you can find them later.
Examples:
• ID_Card_Front.jpg
• Power_Bill.pdf
4. Cropping: Show Only What Matters
✂️ Make sure only the document is in the photo.
Remove extra background so the information is clear and easy to read. Depending on your device, you may have that feature built in, or you may "crop" or scale the photo to the required information.
5. Double‑Check Information You Type
⌨️ Many websites ask you to enter your email or ID number twice.
Take your time—this helps prevent login problems across all services.


6. Verification Checkbox: Your Digital Signature
☑️ When you check a box saying, “I confirm…,” you are giving your word online.
This replaces a handwritten signature on many websites.
7. Security: How to Know a Site Is Safe
🔒 Look for a lock symbol near the web address
🌐 Make sure the address begins with https
This means your information is protected.
8. Practice Makes Things Easier
These same uploading skills help you with:
• 👩‍⚕️ Sending your doctor a picture of your insurance card
• 🏛️ Providing documents to mySocialSecurity.gov
• 💼 Submitting forms for benefits or pensions
• 💡 Managing utility or banking accounts online

	
	
	



image.png
Vilver
L urfers

AGING DIGITALLY





