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Add Inspection Document

Inspection documents and any other 
relevant documents should be added to 
the Inspection record.
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Step 1

Select the inspection record to which the 
document is to be attached.

Click the New Document link.
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Step 2

Click in the Browse button in the File 
field.
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Step 3

Search for and select the document to 
be added; in this example, the 
inspection document.

Click the Inspection 
Document.docx list item.
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Step 4

Click the Open button.



Add Inspection Document

Step 5

The filepath is now displayed in the File 
field.
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Step 6

You must enter a description. This will 
help you to identify the document at a 
later date.

Click in the Description field.
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Step 7

Enter the details into 
the Description field. Enter "Inspection 
documents".
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Step 8

Click the Group list.
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Step 9

Select the appropriate group according 
to the document being added.

For this example, click the COM -
Compliance list item. 
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Step 10

Click the scrollbar.
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Step 11

Add comments if required.

Review the details and click 
the Save button.
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Step 12

Confirmation that the document has 
been successfully uploaded is displayed 
at the top of the screen.

To add further documents, click the New 
Document link and repeat the 
procedure.
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Step 13

You have successfully added an 
inspection document to an inspection 
record.

End of Procedure.
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