
PHLContracts Quick Reference Guide 

Seller Admin ­  Uploading Documents 

Instructions for Uploading Documents in PHLContracts 

Log in to PHLContracts and make sure you are in the Seller Admin role, not the Seller 

role. Click the user icon  on the top right of the screen. If Seller appears, click the down 
triangle, then select Seller Admin. The screen will refresh with the Seller Admin role. 

• Select Maintain Organization Information and then select Maintain General
Organization Information.

• Scroll down to Attachments.

• Select Choose File, click the file you want to upload, and click Upload.


