




Accessing & Navigating the CAPS Onboarding form 

The University of Adelaide  

Uploading documents 

To complete the onboarding form you may be required to upload a range of documentation. Only 

jpeg/jpg or PDF files can be uploaded to the form. If the uploaded file is not in one of these formats, 

you will receive an error message. 

 If documentation is required this will be displayed on the screen as shown in this example for 

Visa details, click View or Upload Documents. 

            

 Click Add Attachment 

 

 

 

 

 

 

 Select My Device (where the document is saved)

Select 
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 Click Upload.  

 

 



Accessing & Navigating the CAPS Onboarding form 

The University of Adelaide  

Submitting the Onboarding form 

 

1. Once you have entered your information and completed all of the mandatory sections, click on 

the Summary Tab. 

 

 

2. Click Complete.  

 

Note, Where information is missing, a validation message will appear and the errors will be 

highlighted in red as per the below example: 

 

Contact Us 

For further support or questions, please contact the HR Service Centre on +61 8 8313 1111 or hrservicecentre@adelaide.edu.au  

mailto:hrservicecentre@adelaide.edu.au

