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Update Worker Reviews / Notes

Updating reviews or notes for an existing 
Worker is done via the Worker Register, 
this is found under People in the menu 
bar.

The Worker Register shows all current 
Workers within the organisation, along 
with key information about each 
individual Worker.
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Update Worker Reviews / Notes

Locate the Worker for whom you wish to 
update Reviews / Notes by searching the 
Worker Register.

Once found, click ’Actions’, then ’Edit’.

Edit Worker



Update Worker Reviews / Notes

Click the Reviews / Notes tab.

If any reviews or notes have already been 
added to the Worker record, a summary 
of the item will be shown here. Further 
detail can be seen by clicking the item to 
open it.

To add a new item, click ’Add’.

Reviews / Notes Tab



Update Worker Reviews / Notes

Populate the form, completing all 
relevant fields as you go.

Select the Form Type. The selectable 
options here are set by your organisation 
in Settings.

Enter the name of the Reviewer for this 
item. Smart Search will help you find the 
right person as you type.

Add Item



Update Worker Reviews / Notes

Select the Date of Review either by 
typing the date in the field, or by clicking 
the calendar icon and selecting the date 
from the date picker

Then, select the Expiry Date

Add Item cont.



Update Worker Reviews / Notes

Enter the Reviewers Position.

Add any Findings as a result of the item 
and note any Actions required.

NOTE: These are free-text comments 
only and do not generate Corrective 
Actions.

Select the Status of the overall item.

Add Item cont.



Update Worker Reviews / Notes

Optionally add any criteria you wish to 
record in relation to this item.

Add Item cont.



Update Worker Reviews / Notes

To attach a copy of any files that relate 
to the item, click ’Add File’, then drag and 
drop the file or click to locate it. A copy 
will be added to the record.

Add Item cont.



Update Worker Reviews / Notes

Once all fields are filled-in, click ’Save 
Reviews/Notes’ to save the item and 
return to the Reviews / Notes tab.

Save Item



Update Worker Reviews / Notes

To edit or delete an existing item, click 
’Actions’, then ’Edit’ or ‘Delete’.

Once all required changes have been 
made, click ’Save’ to return to the Worker 
Register.

Edit or Delete Item




