
 

 

UPLOADING A DOCUMENT (NOTES) 

Access the colleagues record within your manager profile, select the relevant colleague and 

view profile.  

In the Overview tab, you will see the ‘Notes’ icon: 

 

 

 

The ‘Note’ screen will slide across in the right hand side of the window:  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Start to type the headlines of your note and the note section will expand. Enter the details and 

comments, and select the paperclip icon to attach a document: 

 

 

Select the most appropriate Document Type from the drop down options:  

 

 

 

 

 

 

 

 

 



 

 

 

 

Once document type has been selected, click on ‘Add Files’ 

 

 

 

 

 

Select the file you wish to upload from the document window and select ‘Open’ 



 

 

 

Select ‘Upload’ 

 

 

This document will now be attached to the corresponding note. Select ‘Post’. 

 

 

 

 

 

 

 

 

 

 

 



 

 

The note has now been saved and will be available for you to access in this area in future. 

 

 



 

UPLOADING A DOCUMENT (FORMS) 

Access the colleagues record within your manager profile, select the relevant colleague and 

view profile.  

In the left hand side menu, select ‘Forms’ and select the required form. In this example we will 

use the Fit Note form.  

 

The form will open on screen. Complete all relevant fields and select ‘Upload File’ 



 

 

 

Select the file you wish to upload from the document window and select ‘Open’ and this will load 

into the upload window. Select ‘Upload’. As the system knows that you are working within the Fit 

Note form, it already identifies that the Document Type is Fit Note. 



 

 

The file is now attached to the form. Add notes if applicable and select submit.  

 


