Upload Documents to an Event

e Hover over the sidebar menu, then click Event Scheduling.
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e Navigate to the List View tab and expand the course you would like to edit by clicking
on its name.



https://signature.signifyhr.co.za/uploads/images/gallery/2025-02/emW3hfMrZ1yIDMUv-signify-header.png

Event Scheduling

- CALENDAR VIEW SCAN QR CODE
=i
1
S
nao SHOW EVENTS DURING: ~
Q Search here.. Course
« 04/05/2026 - 20/05/2026 s} Select from the list.. M
& 15
= £
]
3
8
[ 8 05
&
* 0
04/05/202605/05/202606/05/202607/05/202608/05/202609/05/202610/05/202611/05/202612/05/202613/05/202614/05/202615/05/202616/05/202617/05/202618/05/20261 9/05/202620/05/202621/05/ 2026 22/05/202623/05/202624/05/202625/05/202626/05/202627/05/202628/05/2026 23/05/2026
=
5 Showing 4items of 4 &
COURSE EVENTS
& > Junior Development Program 1
> Microsoft Office Suite | Advanced 1
> Microsoft Office Suite | Intermediate 1
©
> 9 Senior Development Program 2
3 v

2
a
+ EVENT

e Click on the name of the event you would like to edit.
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In the left-hand menu, click Documents.

Click UPLOAD to link a file to this event so attendees can download it.

Choose the file you would like to upload.

Click SAVE when you are finished, SAVE ADD NEW to add another file (up to five files
allowed) or click CANCEL to discard your edits.



UPLOAD FILE

0

Click here to select a file from your device, or drag & drop a file to upload it
Only pdf., pt. pptx, ppts, ppixs, xls,xlsk, doc, docx, jpg, ipeg. png. gif, mp3, mp4 file types can be uploaded
Maximum file size: 10 MB
Upto 5 file(s) allowed

CANCEL ‘SAVE ADD NEW -

e Click UPLOAD to link a file to this event so facilitators or coordinators can download it.
This document is not visible to attendees.
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e Choose the file you would like to upload. Please note that up to five files are allowed.
e Click SAVE when you are finished, SAVE ADD NEW to add another file or click CANCEL

to discard your edits.



UPLOAD FILE

Click here to seles r drag & drop a file to upload it
Only pdf, ptt, ppix, ppts, ppixs, i X, png, gif, mp3, mp4 file types can be uploaded
10MB
Up 105 file(s) allowed

CANCEL ‘SAVE ADD NEW
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