m MARYLAND
Workforce Exchange

Where Business and People Connect

Take a photo of

your documents
with your cell phone.
(Or use a scanner to save them to
Your computer or other device.)

UPLOADING DOCUMENTS
To Your MWE Profile

¥

From your device, click or tap link
https://mwejobs.maryland.gov
Log-in to your MWE account.

Sign In

bl Select Language v
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»A @ mwejobs.maryland.gc ¢

Tap or click these
3 lines to open
the menu.
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Welcome to My Individual Workspace
Melanie Davis.
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»A @ mwejobs.maryland.gc ¢

My Individual
Workspace

1al Workspace
Quick Menu
Contact

2s you to system

Services for . Select from the

Individugia
Tap or click here to
eluly  expand menu.

‘ 2 Document

anagement

al T

& mwejobs.maryland.gov

Please follow the instructions listed
below to add a document into the
system.

+ Indicates required fields

ﬂ For help click the information icon.

Enter a description of the
document in this box for
the document “tag.”

None Seiectt‘i v

‘Document Teys:
Keywords thafjwill
be indexed wii
this attachmergt.

Do not enter Pelisonal Identifiable Information
(P11) into this field.
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Scroll
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Select “Chose File” — then
select where your photos
are stored on your device,
such as: Photo Library,
Gallery, Camera, or Files —
Tap document to upload.
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Tap or Click
Upload a Document.
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Upload a Document

Scan a Document

| !E _Choose File ) no file selected l

Document 2:

[ (Choou File ) no file selected ]

Document 3:

[ " Choose File —/ no file selected

Add Document
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Tap Save — Repeat
for each document.

1.5.2021



