
Recording employer 
communications, meetings, and  

documents



1. Once logged in, click into the 

Employer’s module



2. Search for the employer you would 

like to add a note / interaction / or 

document against. This will bring up 

their employer record.



3. This is an employer record. This 

page holds all information about your 

employer including…

Organisation 

name and 

address

Employer’s phone number, 

email address, and business 

sector

Employer’s ERN

Employer’s compliance information 

including important health and safety 

notes

The contacts stored 

against the employer 

including those that are 

archived

Organisation 

name and 

address

Employer’s phone number, 

email address, and business 

sector

Employer’s ERN

Employer’s compliance information 

including important health and safety 

notes



4. To upload documents, notes, and 

record interactions you’ve had with this 

employer, select a button on the top right if 

your screen. 

In this example, we will be recording the 

following interaction: 

a phone call we have had with this 

employer about the guest speaker event 

that they delivered to our students last 

week.



5. This feature ensures all 

communications you’ve had with 

the employer is stored in a central 

space for all staff to access.

6. Fill out the form as shown. You 

are able to attach / link out to if 

needed

8. Once completed, click the save 

icon on the top right of the form to 

permanently record this interaction 

against the employer record.

7. Only the selected ‘Member of 

staff recording the interaction’ will 

be able to edit this entry once 

saved.



9. Once saved, you can view your 

recorded note / document / 

interaction in the employer’s audit 

trail.


