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How do I add a document to a
concussion record?
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Overview

Organisations can use Passport's Concussions feature to maintain important health information for their

members. This includes the ability to upload and securely store documents, such as medical notes or clearance

forms, against a specific concussion record.

Note: A member must have an existing concussion record before you can add documents to it

Step-by-Step

Step 1: Navigate to the Member's Profile

In the left-hand menu, click Members > LIST MEMBERS

From the member list, find the relevant person and click the VIEW (magnifying glass) icon in their row.



Step 2: Access Concussion Records

On the member's profile page, navigate to the Medical section in the left-hand menu and click on CONCUSSIONS

Step 3: View Documents for the Concussion Record

From the Concussions list, locate the relevant record and click VIEW/MANAGE in the Documents column



Step 4: Upload New Document(s)

Enter a Document Name, then upload the document from your computer, and select a Document Type (if

applicable).

After adding all the files you wish to upload, click the UPLOAD button at the bottom of the page.



Once the upload is complete, the page will refresh, and your uploaded documents will appear in the list at the top of

the page.
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