How To — Add Funding to Docupost Account

Step 1: Login to Docupost

URL- https://docupost.com/
Username- jsnaric@gmail.com
Password- rxz2nsF77Tz@6""q

Step 2: Add Funds
When the remaining balance reaches $50.00 or below, you will need to add funds by clicking the
ADD funds button on the Docupost dashboard shown below.
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Step 3: Enter Dollar Amount of Funds to add

After you click the ADD funds button, you will be taken to the page below and will enter the
dollar amount of funds to add to the account $250.00 and then click the the ADD FUNDS button
to the right of the dollar amount box shown below:
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Step 4: Pay

On the next page you will click the Pay button shown below
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Step S: Send an email confirmation that funds were added
Send an email to kimberlysnaric@gmail.com including the date and amount of funds added to
the account. This should always be $250.00 unless otherwise instructed.
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