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Introduction

This guide explains how project managers can securely share confidential documents such as the ILR XML file via
the organisation profile in their tenant, ready for uploading into Aptem.
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Uploading your documents

1. Log into your Aptem account, when you first log in to Aptem you will see the screen below.

2. Click on the 3 dots to open the active tiles.

i Onboarding Project Plan - 11Ma X | € Implementation - Home

« > c

Apps By MWS Technology T...

@& demo.aptem.co.uk/MWS Users

& Home | Salesforce

®
aptem.

eloaming

lacements/
Jorkshops

Opportunities

@ Xero | Dashboard |

X (@ Aptem Demonstration Group

Unverified hours | Users overview

@ Aptem Ml Provider Details for...

x  +

generic report

B9 Qual and standard |...

Help

Tracker

© Activate your accou...

Gary Harvey Vv

Powered by Aptem

[ How to use Active Tiles

Found work

Last 30 days

Q@ EMIS Patient Access...

Users IREEEIERS
User name: | Login: | Email: | Search Reset
User ID User name Login E-mail Invited Activated Subscription type

Subscription status Manage password Manage users

There are no users. Please add.

Page[ 0 |of0

aptem.cox ement;

ﬂ AP Type here to search A .

3. Find and click into the organisations tile.

i
aptem.

eLeaming

Help Gary Harvey Vv

Powered by Aptem

[F How to use Active Tiles
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Workshops

Opportunities

Unverified hours

Users overview | Organisations

generic report

Tracker Found work

Last 30 days
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materials

© MWS Technology Ltd

Last updated: 23 July 2020



4. Search for your organisation and click into the profile page.

Workshops generic report
Opportunities Last 30 days

Organisations -

[ Use * as wildcard ]

Type: | Your Organisation ¥ | Show owner: Category: | Select categories
Status: | g AU B confirmed I opportunity Archived & Reset

[ 3
Name ype url
MWS Technology our

Jrganisation

5. Once in your organisation’s profil

Categories

Contact

Working hours

B8 Import from CSV | EE Export to CSV

2
Address Contact Notes Edit  Delete g
A
1 Church Avenue Pete Smith =) 7
Sideup john.r. brightwell+ps@gmail.com
United Kingdom, not otherwise specified
DA14 6BU
Page| 1 |of1

e page, scroll down to documents and click upload.

Media

Pete Smith
john.r.brightwell+ps@gmail.com

Location 1 Church Avenue
Sidcup
United Kingdom, not otherwise specified
DA14 6BU
url
» Contacts (Click the contact name to add activities for this contact) [ add contact [
» Address add address b

» Activities

» Notes

[ a

» Documents

I [E7) upload

» Events

6. Provide a description for your file

, choose select file and upload the file from your computer. The file

formats that can be uploaded are listed in the pop up box.
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Description
‘Add your file name here e ILR upload Ro4

Select file

You can upload the following document types: .pdf, .doc, .docx, xls, .xlsx, .Ppt, .pps, -PPLX, -ppsX,
it .csv, .eml, .msg, .zip, .jpeg, .jpe, -bmp, .¢if, .pne, .sve, .mp3, .mpee, .aac, -flac, .mpda,
mda, wav, .wma, aiff, .3gp, .mp4, .avi, .fly,.m4y, .webm, .wmy, .odt, .ods, .odp.




7. Send an email to your Implementation Consultant to let them know that a file has been uploaded for them
to action.
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