APEAK Upload Documents
COLORADO ®

Applicants and clients may upload documents that are needed to determine program qualification either at time of
application submission or thereafter. A PEAK account is needed to upload documents if the application has been
previously submitted. Documents may be needed to verify application information when an application is submitted,
when there is a change in household or case information, and during recertification. This guide provides an overview
of how to upload documents electronically through PEAK, as well as where to view uploaded documents.
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We need documents to verify the
information you provided.
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You missed your renewal deadline of 5th
of September. You can still complete it
before your benefits end on September
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Select Upload Documents to begin.
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Late Renewal

Your renewal deadline passed, and your
benefits ended. Complete your renewal
by the end of this month to potentially
restart your benefits. If you are approved,
your benefits will be prorated from the
date your information is submitted.
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on the To-Do List, Select Upload
document from the More menu at the
top.
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2a. On the Upload Documents page,
you will see any items being requested.
Select Upload.
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This is where you can upload documents or view any documents you have already submitted in
PEAK. Learn more
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M For your household

There are no documents to be uploaded for your household.

& For I (29 Yrs)

Work
Proof of income from your job (examples: paystubs or business profitand loss

statement). Upload
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There are o documents t be uploaded for Gt section that says Who would you like to
upload a document for?
B You may need to upload documents, for example if your case worker

requests documents Learn more
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You may have made recent changes that have not yet been processed.
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Work

Proof of income from your job (examples: paystubs or business profit and loss statement).

Attach file(s)

Files must be 3B or smaller. Learn more

i| & uploadfile(s) | dragordropfiles

Confirm file(s)

These are the file(s) you have attached. Once this is submitted, you will not be able to delete the file(s)
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Upload other document(s)
Attach file(s)

Files must be 3MB or smaller. Learn more

i| & ploadfite(s) | dragordropfiles |

Confirm file(s)

These are the file(s) you have attached. Once this is submitted, you will not be able to delete the file(s).
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3. Click Upload file(s) to select your file
(or drag & drop files into this window.)

4. When the file is successfully attached,
the progress bar is complete and there
is a green check. Click Done.

5. You can confirm the attachment or
click the trash can to delete.

Click Submit.
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6a. If the file is too big, you will see an

error.
Upload file(s)
M Free lcons.pptx
0of 1 file(s) uploaded
EPEAK s Mmm v e e e Ry S 6b. When the file is successfully
uploaded, you will a Success! message.
From here, you can click Done or
Upload documents Upload another document.
Success!
N0

Your fle(s) were successfully submitted. Click "Done" to view your uploaded
documents.

Upload another document
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Congratulations! You
have completed
Upload Documents.
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Viewing Uploaded Documents

For those with a PEAK account, previous Document Uploads may be viewed, as well as new documents uploaded,
from the Upload Documents page.

5
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then View uploaded documents.
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Below are the details related to your case. p View uploaded documents
CASE ID: 1B/ Mailbox
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& Late Renewal

Your renewal deadline passed, and your
benefits ended. Complete your renewal
by the end of this month to potentially
restart your benefits. If you are approved,
your benefits will be prorated from the
date your information is submitted.

Overdue by 5 days ~ 09/30/2021

Complete now

AEPEAK e Wersmem v Fnd Gy pead v et v S 2. You can click View to see any

benefits resources help documents settings
documents that have been
submitted. The document will open

in a new tab.
Upload documents

This is where you can upload documents or view any documents you have already submitted in
PEAK. Learn more

Documents due Documents submitted
e Household
Type of proof Document type Uploaded on

& Other Proof Income 09/28/2021
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Head of household

Congratulations! You
have completed View
Uploaded Documents.
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