
 

How to Upload Required Documents to 
CastleBranch 

 

 

 

To upload a document in Castle Branch, first 

head to the To-do List on the left navigation.  

 

 
Under the folder “Clinical Requirements” click on a specific requirement.  

 

 

 
 

 



 

Select “Browse” for the “Your computer files or flash drive” button.  

 

 
 

 

 

Attach the desired 

documents. 

All files must be under 

5MB and either PDF,                

JPG/JPEG, PNG, GIF, XLS, 

DOCX, and DOC. 

 
 

 

Once all desired documents have been 
attached, click submit. 

 

 

 

 



 

Your required documents will show a status of “In 
process” as they are converted. Once converted the 
status will show “Pending Review”. 

 

 
Note: Immunizations are required before entering clinical facilities to protect 
patients, visitors, staff, and you and your family.  It is very important to make an 
appointment immediately to begin receiving your vaccines.  Once you receive a 
vaccine, upload the documentation directly into Castlebranch.  Do not load into 
Bridges but instead load in MYCB (My Castlebranch). Plan to have all your vaccines 
at least 3 months prior to your first clinical day when possible.  Students with 
incomplete requirements will not be able to attend clinicals and will need to sit out 
of their program until they are completed.   Do not extend your graduation date, 
but instead get your immunizations now!  A checklist of all immunizations can be 
found here: Immunization Requirements 

https://files.galencollege.edu/media/instructionaltech/Immunization_Requirements.pdf

