
How to Download Documents from Public Portal 

Pre-Condition: The user account through which the documents are being downloaded must 
be added to the Contact List in InSite (if other than Applicant)   

Step 1: Login to the Public Portal 

 

Step 2: Click on Home --> My Records 

 

   



Step 3: Select/Click the record for which you want to download documents  

 

Step 4: Record Summary page will be displayed. Click on Record Info dropdown and select 
Attachments. 

 



Step 5: All the available documents/attachments related to the record will be displayed. Click on 
the document name and document will be downloaded to your local machine. 

 

Step 6: Save the document on your system to access it later. 


