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Employees are required to submit a fit note from their GP or hospital doctor if they are 
absent for more than 7 days in a row.  A copy of this should be uploaded by the manager 
and held against the employee's record. 
 
From the home screen click the “My Team” tab. 
 

 
 
Click “Show more” on the left hand side. 
 

 
 
Under the employment category, click “document records”.  
 

 
 



From here you can either search for the employee or scroll through the list.  Click on the 
employee’s name and click “add” at the top right of the page. 
 

 
 
Select the medical certificate document type from the drop-down list. 
 

 
 
Complete the fields highlighted below. Please include the employees name and the 
certificate from and to dates in the “Name” field to make it easy to identify in future.  
All fit notes must be linked to an existing sickness absence. Therefore, please select the 
correct sickness absence from the “related absence” field.  
 

 
 
You can add comments to the document record if required however, please note employees 
can view their document of records and any comments.  
Finally, add a scanned copy of the medical certificate by either drag and drop or click and 
upload. 
 



  
 
Once you are happy with the details click submit at the top of the page. 
 

 
 
Uploading a Fit Note to an Existing Document Record 
 
If you have a further medical certificate to upload for an ongoing absence this should be 
added to the medical certificate document record created for that absence. All medical 
certificates for the same absence should be stored together in one document record unless 
there is a gap in medical cover. 
 
To do this, navigate from the “my team” tab, to document records and select the employee. 
Identify the existing document record for the sickness absence. Click on the “glasses” icon to 
view the document record.  
 

 
 
 
 
 
 
 
 



The screen above will appear which shows details of the document record and the existing 
attachments. To add the new attachment, click edit.  
 
Upload a scanned copy of the new medical certificate in the attachments section and update 
the name with the new end date from the latest medical certificate. Start Date should remain 
same however the end date should be updated with the new end date and then click submit. 

 

Uploading a Medical Certificate to an Existing Absence – 
Gap in Dates 

If you receive a medical certificate for a current absence and identify a gap in medical cover, 
you should contact the employee to request the employee contacts their GP to obtain a 
further certificate to address the gap.  

To highlight the gap, create a new document of record using the steps described at the 
beginning of this document, enter the details from the certificate and attach a scanned copy 
of the certificate. 

When the certificate to cover the gap is provided, upload the certificate to the original 
document of record which existed prior to the gap. 

If the employee fails to provide cover as requested, further advice should be sought from 
Personnel Services regarding a possible salary deduction. 



If you need this information in another language or format, please contact us to 
discuss how we can best meet your needs. Phone 0303 123 1015 or 
email equalities@southlanarkshire.gov.uk. 
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