
Sonovate
Uploading signed contracts   

to the Sonovate Portal
A step-by-step guide



1. Go to your agency admin page, click contract template along the top and select a default for all placements. This
will appear as the default across all placements. Select the contract you’d like to appear across all placements. If you 
are using you own agency terms click I want to use my own terms, then upload your contracts. These should be the 
master unsigned versions and not client or candidate specific contracts. 



2. Go to placements and select the placement you wish to upload your signed contracts. The
placements you need to action will say ‘Requires Contracts Issue’. By uploading the signed 
contract you will override the ability to issue the contract through the portal. 



3. Once in the placement click the contracts tab along the top. This will take you to the screen
below.



4. You will now be looking at the candidate contract section. To upload an existing contract
click the edit button on the right hand side.



5. Once you’ve clicked the edit button you will be taken into the following screen. Whereby
you will need to click Upload & use a signed contract. Then click Upload PDF File. Here you
can upload your pdf. Once complete click Finished.



6. The candidate and client contracts are independent from one and other. If you need to upload
a contract for both then you will need to toggle to the other contract using the tabs and repeat
to step 4 & 5.



7. Once you have finished uploading your contracts you are now ready to submit them
to Sonovate. Click the blue button at the bottom of the screen.



8. By clicking the blue bottom you will be taken to the screen below.  From here if you
are also issuing a contract, you will be asked to select a contact to issue the contract
to. If you have uploaded both candidate and client contracts there should be no
contact option to select. You now need to click submit.



Congratulations you 
have uploaded your 
signed contracts!
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