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FIPS QUICK START GUIDE 
 

Uploading Documents to FIPS 
 

This Guidance explains how to upload and view documents within FIPS for SDS Compliance and NTP Operations. 
 
This Guidance will explain how to: 

• Upload a document to FIPS 

• Check / Review uploaded documents 

• Download documents 

 
Upload a document to FIPS 

 
1. Open contracts and select the contract you wish to upload documents against: 

 

 

 

 

 

 

 

 

 

 

2. Click on the upload area within the contract: 

 
 

 

3. Your first step is to create a Folder within the NTP Operations Documentation or Compliance 

Documentation area.  Click on the + New grey button within the Compliance Documentation box or the 

blue button within the NTP Operations Documentation box. 
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4. Complete the Document Name.   Tick the box Agree with Declaration add any comments into the 

Supporting Information box then click save.  A folder has now been created, and you will be able to upload 

and save documents within this folder. 

 

 

5. Once you have saved, a green banner appears with message ‘Form Submitted Successfully’. The  

named folder will appear within the NTP Operations Documentation box or Compliance Documentation 

box and a paper clip and attach file option will appears in Attachments box. 

 

There are two options here you can drag and drop file(s) into that box or click attach file and that will 

allow you to select one or multiple files. 
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6. Click SAVE and then a green banner appears with message ‘Form Submitted Successfully’.  

 

 

 

 

 

 

 

Check / Review uploaded files 

1. To check the folder and documents have uploaded successfully click on the Related dropdown and then 

click on NTP Operations Documents or Compliance Documents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important: 

• If you attempt to upload more than 30 documents, then an error message will appear in the Attachments 

box – ‘Max. number of files reached’. 

• If you attempt to upload a document which is larger than 10mb then a red error message appears within 

Attachments box. 

• Accepted document types – bmp; csv; dat; doc; docx; eml; heic; jfif; JPE; jpeg; jpg; mp4; msg; odt; oft;  

page; pdf; PNG; rtf; tif; txt; xls; xlsb; xlsx; xml; xps 

• There is a 90-day retention period on folders, they will then be deleted as well as their contents. Refer to 

the Download documents section for guidance on how to take documents offline. 
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2. The named folder will appear with associated information. You can sort/filter the folders using the drop-

down arrows above the folders. You can also delete folders by ticking the box at the left and then clicking 

the Delete NTP Operations Document button or Compliance Document Button. 

 

3. Double-click in white space of folder you are checking, and the documents should be visible within the 

Notes and Attachments. You can use the search timeline to search the names of documents and the 

ellipsis to sort newest to oldest). You can also see the supporting information added too. 

  

 

Downloading Documents 

 

1. To download a document simply click on the document and an offline copy will be generated.  

 

 

 


