
HOW TO UPLOAD A DOCUMENT TO THE MSA-CAP PORTAL 

1. Log into MSA system: MSA Portal: https://eservices.nysed.gov/msa/menu1
2. Hover over the 22/23 claim year.
3.  Click on the institution ID.
4. Scroll to the bottom of your claim

5. There is a note explaining what is needed from the school.
6. After uploading the files, you will be brought to a page where there is a "view" section.
Click on the ‘Select’ button. 

Click on the ‘Choose File’ button. 

Scroll to the right and click on ‘Upload File’ button. 

If the “File Request’ is highlighted in red, document was not uploaded successfully. 

Example of a successfully uploaded file-  

https://eservices.nysed.gov/msa/menu1


• In a successfully uploaded document, the ‘File Name’ will appear in blue and the ‘File 
Request’ (formerly in red) will appear written in black.  

 

 
 

Click on your blue document ‘File Name’ to ensure your selected document was uploaded. 
 


