
Upload Documents Through Edison 

You can upload scanned documents for your 
employees through Edison instead of 

sending them via fax to Benefits 
Administration. 
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This Applies to all Agencies  
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Benefits WorkCenter  

Select Benefits Document Upload 

To begin the process to upload document’s into Edison,  

Click “Benefits Document Upload”. 
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Enter the Employee’s Edison ID number or the Social 

Security Number and  

Click the  “Proceed to Upload” button. 

Benefits Document Upload  

Employee ID / Proceed to Upload 
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Click the “Browse” button. 

Benefits Document Upload  

File Attachment 

Browse Tab 
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Select the correct file to upload to Edison.   

 Click the “Open” button. 
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Click the “Upload” button to 

upload the file into Edison. 

Benefits Document Upload  

File Attachment 

Upload 

Your file document  name will 

appear in the File Attachment box. 
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After clicking “Upload” button, you will then return to the Requirements 

page.  There will be a message at the bottom of the page letting you know 

the upload was successful with a date and time stamp. 

Benefits Document Upload  

Example:  Successful Upload 
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Benefits Document Upload  

Example:  Unsuccessful Upload 

After clicking “Upload”, you will then return to the Requirements page.  

There will be a message at the bottom of the page letting you know the 

upload failed with an Error Code along with a date and time stamp. 



 The uploaded file will not immediately be visible to you or to Benefits 
Administration 

 Documents will be assigned to the correct employee record in Edison 
within 24 to 48 hours of upload (during peak times it may take longer) 

 Each document will be worked by the analyst in Benefits Administration 
in the order they were received  

 Do not upload the same file more than once as this will cause delays 
when processing the document  
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Benefits Document Upload  

Notes 


