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1. About Candidate Files 

 

Every file relating to the candidates application can be viewed from the Candidate Record 

Card. 

 

The files may have been added by the candidate themselves during the initial application 

process (e.g. CV or Cover Letter) or later in the process (e.g. Proof of Identity, Exam 

Certificates, Driving Licence etc.). 

 

The files may also have been added by the HR recruiter during the recruitment process 

(e.g. P45, P46 etc.). 

 

The system may also add files automatically if the candidate’s workflow includes merge 

documents (e.g. Offer Letter, Employment Contract etc.). 

 

Files can be added to a candidate’s application at any time by the Candidate themselves 

(e.g. CV, Photo etc) or by a Recruiter (e.g. Scanned copy of passport, Qualification 

Certificates etc). 

 

2. Open the Candidate Record Card 

 

To access the Record Card: 

 

1. Click anywhere on the candidate’s row to access the options bar 

2. Click Card  

 
Figure 1:  Open the options bar to access the Card button 

 
The record card will open in a new tab. 
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3.  Download or Upload Candidate Files 

 

In the record card click the Files tab. 

 

Click the Download icon to open the file in a new tab. The file can be viewed and saved 

from here. 

  
Figure 2:  Files tab 

 
To delete a file, click the file name and click Remove. 

 

To upload a new file: 

 

1. Click Choose File to locate the file 

2. Set the Document Type in the dropdown selector 

3. Click Upload File 

 


