
Log into the system portal using the company admin credentials.

Select Records from the home screen (see below).

Then select "View Individuals" button from the "Actions" column in the far right hand side of the screen.

The Records screen for Individuals will then display (below).
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To edit their Profile details click on the pencil icon in the "Actions" column on the far right hand side. See below.

To manage their required records, click on the "My Records" button in the "Actions" column on the far right 
hand side. The below screen for the worker will appear. 

Any actions required for the work will be flagged on this page.
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Click on the pencil icon in the far right hand side (in the "Actions" column. This will open an edit screen where 
you can complete record submissions on behalf of the worker. See below.
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