
Uploading your documents is easy, just click on ‘Track your applications’ 

Clicktrack – uploading documents

Select the account you want to upload to

platform.co.uk 0845 070 1999*

BNA-PHL261-0711-WEB.indd   2 13/07/2011   12:04



platform.co.uk 0845 070 1999*

Go straight to the documents tab and click the button to start uploading

Clicktrack – uploading documents

Click ‘Browse’ and find the relevant document from your files

Documents must be 

uploaded individually, this 

will link your documents 

to outstanding tasks 

and ensure that your 

information is processed 

as quickly as possible.
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Tell us what information you are sending to us.

Use the (?) to check that we will accept your file format

Clicktrack – uploading documents
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Once you have uploaded and selected your document type simply click upload

You will be taken back to the Documents tab and the document you’ve just uploaded will 
be added to the bottom of the list. You can easily upload more documents by clicking the 
link at the top

Clicktrack – uploading documents

Here are the status updates which will show 
against your documents in clicktrack:

Uploading – status will be displayed following 
the upload and until the document is available 
to be viewed (i.e. after successful virus check 
and conversion to PDF). Whilst the document 
is of this status the view option on the grid will 
be hidden

Awaiting action – will be displayed following 
successful conversion and prior to the relative  
Post task being completed 

Processing – status will be displayed when 
the Post task has been started but not yet 
satisfied 

Satisfied – status will be displayed once the 
relative Post task has been satisfied – this will  
also show when a document is rejected 

Upload failed – status will be displayed if the 
document has not been virus checked and 
converted within 1 hour

platform.co.uk 0845 070 1999*

BNA-PHL261-0711-WEB.indd   5 13/07/2011   12:04




