Uploading stakeholder service
meeting minutes to Carelink

o Click on the ‘Facility’ button in the ‘Search’ menu

e Type in the name of the facility (site) where the meeting took place

A carelinks - [Search Facility]
File  View Teok ‘Windew Help

PO & H& w40

Sttt Page | Search Facility | Facility - Bowen Hills LEL - 55, .owen Hills Bowen Hills. QLD 4006

Seisct Facitybo Viaw [ - |8

Semtiss: At

Vs Facilty

e Click on ‘Attached Documents’

-~

File View Tools ‘Window Help

[3®-& - & ¥ o
Start Paga Search Facility |Facility - Bowen Hills

-~ Bgwen Hils, QLD 4006 Faclty - Bowen Hils
Cornecled To
=1 Previous Names
- Aleris
s~ Contoct Detals
s Contact Addresses
- Whe To Contact
Arehived Contaets
[+~ Attached Documents
Court Orders & Restrictions
Aremative Communication
- Alargies
& Preferences
=i~ Notes
|- Add Hetes
Wiew Netes

- Roster
- NPR

Endeavour
Foundation

Page 1

i



Click on ‘Attach New Document’
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When saving, please use the following naming convention as the description:
. ‘year.month.date_name of document_street number and street name’
. eg.'2023.09.23_0ctober stakeholder service meeting minutes_34 Wiemers
Crescent'
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