
This Quick Reference Manual is meant to outline the steps necessary to upload important documents to Pay-Net Online 

for Pay-Net to review.  We recommend using this in order to send us important information, such as employee direct 

deposit information, social security numbers, company bank account changes, etc. 

1. Log into Pay-Net Online.  Click on the Documents tab and then click on the Miscellaneous subtab.  It could take a

few moments to load.

2. Click on Upload file.

Uploading Private/Shared Reports 



3. The box below will pop up. Follow the instructions below:

a. Choose “Miscellaneous Reports” as the Document Type.

b. Create a Title and Description for the document.

c. SELECT USER DOCUMENT (this is what makes the document private and only viewable to you)

d. Choose your Document to upload

e. Click the Upload box once.  Sometimes it can take some time to upload.

4. Your document will now be listed.  It should be the first option but can be lower down the list.



5. If you have selected the User Document box, the item will still show up for you, but you will now see the 

Person Icon.  Click on the Share Icon to allow other users to see the document.

7. Choose a user from the dropdown that appears and select Share.
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