
  

Student Uploading Instructions 

 Begin the login process by going to mycb.castlebranch.com 

 

 Login in with the username and password you created. 

 

*Apple Users can download the 

Castle Branch App from the 

Apple Store 

*Android Users should use their 

Chrome or Firefox Browsers 

when accessing CB from their 

mobile device. 

 



Once you get to your Profile, you can access your Health and safety Requirements by Clicking on the tab that’s labeled “TO-DO LISTS” 

 

 

Click the  “plus”  Icon next to your Tracker to view each individual requirement  

   

 

 

 

 

 

 

 

 

 

You have met 

all 

requirements! 



If you have met all requirements, your Tracker will be labeled as Compliant and each requirement will be checked as complete

 



If you have any requirements that are incomplete, rejected or expiring, you must upload a new document.  

 

To upload the document, first click the “plus” Icon next to the requirement that needs to be uploaded 

 

 



 

To attach a document 

that you previously 

saved to the document 

center click here 

 

To upload a document 

or photo previously 

saved to your 

computer, phone, or 

tablet click here 

To fax or mail your 

requirements to Castle 

Branch, download your 

cover sheet here 

 

 

 



                                     

 

 

 

Once you’ve selected the document for upload, YOU 

MUST CLICK SUBMIT!!!!  

Please be aware that it may take a few seconds for 

the document to upload. Be sure to use a strong 

wireless connection to ensure a faster upload. DO 

NOT NAVIATE AWAY FROM THE PAGE UNTIL AFTER 

YOU CLICK SUBMIT! 

 

 

 

 



 

 

 

Once your document has finished uploading, the 

page will refresh and will be labeled “In Process” 

 

It can takes up to 72 hours for uploads to be 

reviewed by the Castle Branch Team. If it’s past 72 

hours, you should contact the Castle Branch 

Customer Experience Team at (888) 723-4263. 

 

 

 

 



 

 

 

 

 

You can also access FAQ video 

tutorials by clicking on the “Need 

Help?” link from your Castle 

Branch Profile.  

 

 

 

 


