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11 Attaching Documents 

To Attach Documents  follow the steps below; the first document that should be attached is the Consent Document. 

 

 

 

 

From the Case summary page click on ‘Case 

Coordination’ tab  

 

Click the ‘Case Documents’ tab. 
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You will now be taken to the Case Documents  page. If there is no folder present create a new folder before attaching a document and placing it in the relevant 

folder.  

 

 

The Folder will no appear under the ‘root folder’. Select the appropriate folder to add the document to. 

Click on the ‘Add New Folder’ tab  

 

The following pop up will appear, name the folder and 

click save. 
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You will be taken to the Upload Document page; complete the details on the page below: 

For the ‘Document Type’ - Please DO NOT select “eEHA” or “eEHA Review”* for items that are not evidence of these. Please see instructions below: 

 

1- Select the relevant folder to 

add the document too 

2-Click on ‘Upload new document’ 
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4 - Select the document type - If the document 

type is not available such as “consent” please 

select document type as “Other”. 

3 - Please name the document that is being 

uploaded 
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5- Select the relevant case members 

6- Click ‘Browse’ to attach file 

7- Then click ‘Save’. 
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You can reassign documents by clicking on the cog icon as 

shown highlighted. Or Open to View or Save by clicking 

Speech call outs. 

 

The following message will be displayed to 

confirm document upload. 


