
Log into the system portal using the company admin credentials.

Select Records from the home screen (see below).

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

The Records screen will then display (below).

How do I manage Company 
Records as a Company Admin?
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Select the pencil icon to edit the record 

Complete the details in "Edit Record". Upload the necessary documents.

Once completed click "Save".

Continue with editing each Record until complete.

If this record it not required for the work you perform, click "Not Applicable".
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