
How to upload  
your travel evidence

Follow this guide and we’ll have you uploading your travel evidence in no time.  
Once you’ve uploaded your files, remember to hit ‘Submit’. Otherwise, 
 we won’t receive your evidence.

Select ‘Add file’.

You can always come back later to add more evidence. Just look for the ‘Additional documentation’  
box at the bottom of the page.

Click ‘Not available’ then tell us why you don’t have the file we’re asking for. We might ask you for this 
evidence later on. But if you don’t have it, we’ll still do everything we can to sort your claim.

Choose the files you want to upload. Depending on your device, you’ll see either an ‘Upload’ 
or ‘Open’ button. Now select it.

Once you’ve finished adding your files, select ‘Upload’ on the evidence upload page.

You’ll now see the titles of the files you’ve chosen to upload. If you’ve missed anything,  
you can still add more files. Just look for ‘Need to upload more files’ and select ‘click here’.

If everything looks good, select ‘Submit’ to finish adding your files.

Uploading files

Did you forget a file?

Don’t have all your evidence to hand?

Repeat steps 1 to 5 for all the different types of evidence we’ve asked for.

After you’ve submitted all the evidence we asked for, you’ll see a green banner at the top of the screen. 
This means we now have your evidence for review. 
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Select ‘Add file’.

Choose the files you want to upload. Depending on your device, you’ll see either an ‘Upload’ or ‘Open’ button. 
Now select it.
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Once you’ve finished adding your files, select ‘Upload’ on the evidence upload page.

You’ll now see the titles of the files you’ve chosen to upload. If you’ve missed anything, you can still add 
more files. Just look for ‘Need to upload more files’ and select ‘click here’.

Step 3

Step 4

How to upload your travel evidence cont.



If everything looks good, select ‘Submit’ to finish adding your files.

Step 5
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Repeat steps 1 to 5 for all the different types of evidence we’ve asked for. 

After you’ve submitted all the evidence we asked for, you’ll see a green banner at the top of the screen. 
This means we now have your evidence for review.



Step 5

Click ‘Not available’ then tell us why you don’t have the file we’re asking for. We might ask you for this 
evidence later on. But if you don’t have it, we’ll still do everything we can to sort your claim.

Don’t have all your evidence to hand?

You can always come back later to add more evidence. Just look for the ‘Additional documentation’  
box at the bottom of the page.

Did you forget a file?
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