
Completing an application:
Uploading Documents



When you submit an 

application that requires 

supporting documents, go 

to the My Account tab and 

the My Applications link on 

the left. All of your 

applications are here. 



When an application is waiting for 

you to upload supporting 

documents, the Complete link 

appears under Actions. Click it to 

upload your documents. RECA 

notifies you by email if an 

application is Waiting for Details.



Documents required for a particular application 

are listed here. When the status is Waiting for 

Details, some will have an Upload link beside 

them, others might not. If the Upload link appears, 

you are responsible for uploading that document. 

If no Upload link appears, you must arrange for a 

third party to send that document directly to 

RECA.



More information about the required documents is 

available by clicking the ‘+’ button next to the document.



Click the Upload link to upload 

your document to RECA.



This is the upload interface. Drag 

and drop your file or press Select 

Files to browse your computer.



Click Continue once you select 

your file(s).



A green check mark appears upon 

successful upload. Click Finish 

once successful.



You need to give more information about some 

documents you upload. Indicate the type of document, 

your full name as it appears on the document and any 

other comments you’d like RECA to see about the 

document.



When successfully uploaded, the 

Upload link disappears and the 

status for that document changes 

to Submitted. When RECA receives 

all of the required documents, the 

status for that application changes 

from Waiting for Details to 

Submitted.



Once RECA receives all 

documents, the status will change 

to Submitted on the My 

Applications page, and the 

application is assigned to RECA.



When RECA begins reviewing your 

application and supporting 

documents, the status changes to 

Under Review.



The status changes to Approved when RECA 

finishes reviewing and approves your application. 

RECA notifies you by email upon approval.


