
 

NextGen efile Access – How To Upload a File 

Uploading a file is as easy as 1,2,3… 

 

STEP 1: Under the “New efile” tab on the website, fill in each box with applicable file information and mark “submit” at the 

bottom of the page. 

 

 

STEP 2: A new page will open. Select the “Upload Files” box on this page and choose the file from your computer to upload 

into the system,

 



STEP 3: When the upload is complete, a green checkmark will appear. Mark the “Next” option to view your completed upload.

 

 

 

 

 


