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 To upload a document to your Homefinder Somerset application:  

 

- Login to the Homefinder Somerset website by entering your email address and password.   

  
-  Click the ‘Unlock your account page' button.  

 
 

- A One-Time Password will then be sent to your email address. Enter the One-Time Password 

and click Login.   

  
 Important:   

- The One-Time Password will work for 5 minutes. If you do not use it within 5 minutes you will  

need to enter your email address and password again.   

  

- Do not close or navigate away from the Homefinder Somerset website to get the One-Time 

Password from your email. Click here for instructions.  

  

 

  

https://www.homefindersomerset.co.uk/choice/uploads/Logging%20into%20the%20Homefinder%20Somerset%20website%20September%202024.pdf
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- Click ‘Add supporting documents to my application’ 

 

- The following screen will be displayed. Click ‘Next’ 

 

 

- Follow the instructions at the top of the screen. First, click ‘Add document’ and select the 

image or file you want to upload. Please note: You can only upload images (.jpg, .png, .gif or 

.tiff file formats) or PDF documents. You can save documents as a PDF in Word and 

Excel. Documents must not be bigger than 4MB – there are instructions below on how to 

reduce the size of images and files.   
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- Then select the person that the document relates to and the type of document it is from the 

drop-down lists. If you are unable to find an exact match, choose the closest match or select 

‘Other’.  

 

 

- If you need to add more documents, click ‘Add document’ again and repeat this process. 

When you have uploaded all your documents click ‘Submit documents’. 

 

- The message below will be shown. Click ‘Yes’ 

 
 

- A message will be shown to confirm that your document(s) have been uploaded 
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- An email will also be sent to you confirming the document(s) that you uploaded 

 

 

Document over 4MB? How to reduce the size 

If your document is over 4MB in size you will not be able to upload it. To reduce the size the 

following may help:  

 

- If you are using a smartphone, take a screenshot of the document(s), and upload the 

screenshot(s). You may need to take more than 1 screenshot if it is a long document.  

 

- If you are using a laptop, use the Snipping tool to take a screenshot(s) and upload the 

screenshot(s) 

 

https://support.microsoft.com/en-us/windows/use-snipping-tool-to-capture-screenshots-00246869-1843-655f-f220-97299b865f6b

