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Uploading Documents to CIS — A Quick Guide

Step 1: Navigating the home page

Once you have logged in (using the username and password provided to you), select ‘Inspections’,
which is located under the homepage menu on the left hand side of the screen. Please note, your

menu options will depend on your level of access.
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Step 2: Selecting your mental health facility

Select ‘CIS304 — Mental Health Facility’ on the menu bar to the left of the screen.
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Step 3: Selecting edit mode for mental health facility

You will see the list of mental health facilities that you are linked to. On the right hand side of your
screen, you will see the ‘Action’ column. Click the ellipsis (three dots) and select either ‘View’ or
‘Edit’.
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*Please contact the Mental Health Commission if you do not see any facility names on
this page. Contact details are provided at the end of this document.

Step 4: Documents tab

Scroll to the end of the page where the multiple tabs are and select the ‘Documents’ tab.
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Step 5: Uploading documents

In the documents tab, you will see an ‘Upload Document’ button on the right hand side of your
screen. Select ‘upload document’ to open a new window.
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Uploading single documents
You can upload documents to CIS by clicking ‘Upload’ and adding a document from a file. Select ‘Save’
to upload one document.

Uploading multiple documents
Select the ‘Upload’ button to add a document from a file and then click the ‘Save and New’ to

continue to upload more documents. When all documents have been uploaded, select ‘Save’.

NOTE: Please choose the appropriate subcategory for the document you are uploading.
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You can also drag and drop or select multiple files and upload them simultaneously.
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Please email cis@mbhcirl.ie for any technical queries, access, or permissions.

For all other queries, please contact us at inspectorateadmin@mbhcirl.ie.
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