
Community Care Portal: 
Upload Documents
This tutorial guides you through uploading Documents to a Workorder in the Community 
Care treatment agency Portal. You will learn how to access the document storage and 
add files effi-ciently.
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 01  Navigate To Work Order

First Navigate to the Workorder in the Community Care Portal you wish to upload your Documents to.

 02  Access Documents Tab

Within the Workorder, click the Documents tab to navigate to the Document storage page to view 
existing files and add new Documents.

https://app.guidde.com/share/playbooks/hFkdg8SFsuDdfpWRVq1twp


 03  Open File Selection Pop-Up

Within the Documents page, click the "Add Files" button and a pop-up will appear. 
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 04  Select Document From File Explorer

In the pop-up, click the "Choose File" button. This will prompt your file explorer to open, from which you 
can select the applicable document you wish to upload.



 05  Save Selected Document

Once your Document has been selected, the document name will appear in the pop-up. 
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 06  Confirm Document Upload

Click the "Add Files" button to complete the upload process and attach the Document to the 
Workorder. Your Document is now viewable in the Documents tab on the Workorder. 




