
How To Upload Prerequisites When Registering For A Class 
When enrolling in a class that requires documents (pre-requisites) to be uploaded 

prior to being approved for enrollment, please follow the example below: 
 

1. Click on “Update Fulfillment” button 
 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click “Attach a document” button 



3. Browse your documents to locate the document needed.  Double click to add it, then in 
the empty box, name the file, and then click attach.  
 

a. Please note that the file size could cause a rejected attachment. To prevent that 
from happening: 

i. documents can be scanned separately,  
ii. upload as a pdf document, or 

iii. using the snipping tool, add snippet to a word doc, if uploading a picture. 

 

 

 

 

 

 

 

 

4. This will redirect you back to the “Update Prerequisite” page.   
 

a. Fulfillment 
i. Click “I want to finish later” if you don’t have all the documents needed to 

fulfill the prerequisite.  
ii. Click “The requirement has been met or exceeded” if you have all needed 

documents uploaded to fulfill the prerequisite. 
iii. Click “Request Waiver” if there is a circumstance where a waiver is 

needed (clarifying comments will have to be added if this is selected).  
 

b. Click save to attach your document to the prerequisite.  
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