
TRANSAMERICA LIFE INSURANCE COMPANY 
BUSINESS MANAGEMENT APP
It’s easier and more convenient than ever to upload documents for policies to the Transamerica Life 

Insurance Company Business Management App. Our new document uploading app works on PC 

and Mac as well as iOS and Android platforms on laptops, desktops, tablets, and mobile devices. 

Take a minute to familiarize yourself with this powerful new tool. We know you work hard to provide 

your clients with the quality service they deserve, and we’re working hard to help you achieve your 

business goals.

INSTRUCTIONS:

TRANSAMERICA 
DOCUMENT UPLOADS

Click "Upload Documents."  This will launch the document upload site and take you to a new 
browser window.1



Note that this did not close the browser window you have been working on, but it  
did open a new browser window. In the new window, you’ll see a box that reads:  
“Drop Files Here or Click to Browse Files." You can drag a file from your computer 
and drop it onto that box, or you can click on the box, and it will open your 
documents folder and ask you to select a file to load. 

One thing to note. If you are uploading files in the pdf format, each document must 
be uploaded individually, even if they are for the same policy, split out correctly by 
the individual form numbers.
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When the file has loaded, it will be listed below the box under the heading  
“File Name.” If that is the correct file, simply tap the “Add Files” button. If it is not 
the file you intend, you may click “Discard” or the small trash can icon to the right of 
the file name. If you click on the trash can icon, the program will ask if you are sure 
you want to discard the file. If you click on the “Discard” button, the program will 
instantly discard the file. 

Your file will not be added until you have clicked the “add files” button. 
. 
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If you have more than one document to upload for the same policy, you may repeat 
the process by clicking “Drop Files Here or Click to Browse Files” and bringing in the 
new file. If you have a digital scanner connected to your computer, you may click the 
“Scan Documents” button to download any necessary software and follow the  
directions provided. 
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After each uploaded file, click the “Add Files” button. 5



When you have uploaded the files you wanted to load for the policy, use the 
“Document Type” drop down menu to identify the type of document(s) you  
have uploaded. 
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When you’ve uploaded the documents you intended to load and identified each,  
click “Finish.” 7



You may have a confirmation sent to your email account by checking “Yes”  
for “Send me confirmation email.” Enter the desired email destination,  
and click “Submit.” 
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Make a note of the confirmation number. Please do not upload documents  
that contain credit card information. You may close the window to return to the  
Business Management App. 
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YOU HAVE QUESTIONS? WE HAVE ANSWERS. 

Q. What file types besides PDF and TIFF can be accepted?  
A. Currently supported file formats:

Q. What is the file size limit?
A. Maximum recommended is 20MB

Q. How many forms can I upload at one time?
A. We would recommend 20 or less.

Q. What is the approximate time frame for the confirmation email to be received? 
A. 

Q. What internet browsers can I use?
A. The solution supports all major browsers including Internet Explorer 10+, Chrome, Firefox,  
      and Safari on PC and Mac. 

      If an older, unsupported browser is detected, the site will automatically recommend an upgrade.

Q. Can I use a Mac?
A. Yes, all features are supported on Mac (newest (7+) OS X  versions recommended).

•	 Adobe Portable Document Format (PDF)
•	 Word Document 97-2016 (DOC, DOCX)
•	 HTML documents (HTML)
•	 Text files (TXT)
•	 Image files (TIF, JPG, PNG, GIF)

QUESTIONS 
& ANSWERS

The confirmation email is sent within five minutes from the moment the user reaches  
the confirmation page.



Q. Can I use my mobile device? Is the web page the same as a desktop view? Which option would      
the agent select; click to browse files or scan documents? Would choosing this option open the 
photo app, notes app that the potential document is stored?

A. 

QUESTIONS 
& ANSWERS

Yes, the solution supports all major mobile platforms (iOS, Android) and types (tablet, phone)  
but some features (like in-browser scanning) are not supported.

The User Interface automatically adjusts to the type of device and screen size by changing the 
layout, font, and image sizes. 

On large tablets the website looks very much like the desktop version. On smaller devices and 
phones the layout is more compact. The options available when clicking Browse button differ 
depending on platform. 

In most cases, the user will be able to use the built-in camera or access the picture gallery.   
Some devices allow access to local document folders.
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