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How to Upload Documents to your Online Employee File Cabinet

In an effort to protect your information, required documentation should be uploaded to your Online Employee File Cabinet.

Step 1: Scan your documents to your computer and save them in your files. Note: You can also access your Online
Employee Benefit Portal from your mobile device and upload documents from your photos to your File Cabinet.

Step 2: Login to your Online Employee Benefit Portal (shp.benelogic.com) and click “Upload a Document”.
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0 Congratulations! You completed your 2021 Open Enrollment elections. You can still Edit any of these elections if you want until

What Do You Want To Do?

‘|” Make A Change. If you need to make a change outside of an enrollment period, you can submit it here.
G Change Request History. If you're curious about your change requests, you can access them here.

Upload a Document. JPu can add supporting documentation or just securely store benefit related records in your personal File Cabinet.

' Change Your Password. You can change your password and/or your security questions.
@ View Current Benefits. You can see the benefits you have in effect today.
Ezﬂ Watch an Overview. You can get a high level preview of how to enroll and the highlights of your portal with this quick tour.

Step 3: Click “Browse” to upload and locate the file on your computer or mobile device, add a description and then click
“Save” to view and confirm the document is in your File Cabinet.

Add File
Locate the file to upload, add a description and then click Save to continue,

File Name + Only PDF, PNG, JPG, BMP and XLSX are

Description * HR can access ALL files uploaded

Drag file to upload or

Browse



https://shp.benelogic.com/

