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How to create a job listing - Add Internal documents 

to NHS Jobs user guide  

This guide gives instructions on adding Internal documents to NHS Jobs. 

Internal documents are for internal use only. And they won't appear on the published job 

listing. 

Examples of these documents include: 

• Business cases 

• Finance documents 

• Vacancy requisition forms 

Internal documents are useful to ensure a listing gets approval before it's published. 
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Internal documents 

This page gives you instructions on how to add Internal documents to your job listing.   

To add Internal documents, complete the following step:  

1. Select the ‘Internal Documents’ link.  
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Do you want to add Internal documents? 

This page gives you instructions to confirm if you want to add Internal documents. 

To confirm if you want to add Internal documents, complete the following steps: 

1. Select an answer: 

a. ‘Yes’ 

b. ‘No’ 

2. Select the ‘Save and continue’ button. 
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Check and save the Internal documents 

This page gives you instructions on how to check and save the Internal documents. 

Important: In this example, you’ve chosen ‘No’. 

If you are happy to continue without adding Internal documents, complete the following 

steps:  

1. Select the ‘Save and continue’ button. 

 

If you’ve selected ‘No’, you’ve reached the end of this document. 
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Add an Internal document 

This page gives you instructions on how to add an Internal document. 

Important: The file you choose must not exceed 1MB in file size and be a DOC, DOCX or 

PDF. You can upload 4 documents. 

To an Internal document, complete the following steps: 

1. Select the ‘Choose File’ button and select the file to upload from your device. 

2. Enter a document name into the box. Use a name that is clear and will be understood 

by the people approving the job listing. 

3. Select the ‘Upload Document’ button. 
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Manage Internal documents 

This page gives you instructions on how to manage Internal documents. 

To manage Internal documents, complete the following steps: 

1. Select the ‘File Name’ link to view it. 

2. Select the ‘Remove’ link to remove it. 

3. Select the ‘Add another Internal document’ button (up to 4 times). 

4. Select the ‘Save and continue’ button. 
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Check and save the Internal documents 

This page gives you instructions on how to the check and save the Internal documents. 

Important: In this example ‘Yes’ has been selected. 

If you are happy with the document(s) you have uploaded, complete the following steps:  

1. Select the ‘Save and continue’ button. 

 

If you’ve selected ‘Save and continue’, you’ve reached the end of this document. 
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Remove Internal documents 

This page gives you instructions on how to remove Internal documents if they are no longer 

required. 

Important: In this example ‘Yes’ has been selected. 

If the Internal documents are no longer required:  

1. Go to the ‘Do you want to add Internal documents?' section 

2. Select the ‘Change’ button 
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Amend your response if Internal documents are no longer required 

This page gives you instructions on how to amend your response if Internal documents are 

no longer required.  

On the Do you want to add Internal documents page:  

1. Amend your response to ‘No’. 

2. Select the ‘Save and continue’ button.  
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Change Internal documents 

This page gives you instructions on how to change to the document(s) you have uploaded.  

If you need to change the document(s) you have already uploaded. On the ‘Check and save 

the Internal documents’ page: 

1. Select ‘Change’ in the Internal documents section. 
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Select the Internal document(s) you want to change 

This page gives you instructions on how to select the Internal document(s) you wish to 

change. 

Locate the document(s) you wish to change: 

1. Select ‘Remove’ 
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Remove the Internal document(s) you want to change 

This page gives you instructions on how to remove the Internal document you want to 

change.  

1. Confirm if you want to delete document(s): 

a. ‘Yes’ will remove the document permanently. 

b. ‘No’ will redirect you to the ‘Uploading an Internal document’ page. 
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Replace the Internal document 

This page gives you instructions on how to upload the replacement Internal document.  

Important: Once you remove a document it cannot be undone. If you have deleted a 

document in error, re-upload it following the instructions provided on the ‘Uploading Internal 

documents’ page. 

To upload a new document to replace the one you have deleted: 

1. Select the ‘Add another Internal document’ button. 

2. Follow the process as explained in the ‘Uploading an Internal document’ page. 

3. Select the ‘Save and continue’ button. 
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Save Internal documents 

This page gives you instructions on how to check and save the Internal documents after the 

changes have been made.  

Once you have saved the new Internal document(s), confirm you are happy to continue. 

1. Select the ‘Save and continue’ button. 
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Complete the Internal documents section 

This page gives you instructions on what you need to do once you have completed the 

Internal documents section.  

Important: You need to complete all sections before you can publish your listing. 

To go to a new section of your task list, complete the following steps: 

1. Select a link to begin a section of the task list. 

or 

2. Select the ‘Save and come back later’ link. 

 

You’ve reached the end of this user guide. 


