HOW TO ADD a CERTIFICATE in LEARNUPON

Log on to LearnUpon -

I 365 test

https://westerncareassociation.learnupon.com
05 pasnbeard

and click on "Home" button, then on "Documents”

i)

My COUrsas

Enralod WESTERN CI&RE
ASSOCIATION

FTing peoels 10

Camploted

| [ Documents

3T 345 tost Documents

Ui  Doshboord . Search
b a) if you want to upload a new certificate, click on
— [ 10 iy courses ] "Add Document”

Enrolled

b b) if you want to check the courses history, click
on "My Courses”

Cormgbeted

(3]

[ Documents

No results ¢) if you want to check the certificates you have
already uploaded, click on "Documents”
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e a) leave "Credit Type" as is

Awarded credits details
- _ - b) enter "1" in "Number of Credits" field
' - ][ Enter the number of awarded credits d
credttes c) in the "Name Of The Activity" drop-down select the course for
byt o pieied . which you are uploading the certificate

and any relevont dotes 10 submin for
opproval

d) if in the above selection you chose "Other", then you need to
enter the name of the certigcate in "Activity Description" field

Hame Of The Activity:

[Fleuse choose from the list below:

(RO ‘Hiame OF The Activity: ]
Click here to enter descriptions Please choose from the list below: -
\ Saleguarding Adulls at Risk of Abuse
An Intreduction o Childran First
The Fundementals of GDPR

HSE Open Disclosure: Module 1 - Communicating Effectively through Open Disclosure
AMRIC Hand Hygiena

Manual Handling and People Handling E-Learming Theory Module

Other

I . vt Descrptn et e i f o ot (craml

being used here is "Safeqguarding Adults at Risk of Abuse HSELAND
Module" please note this should be recorded as it is on the certificate itself
Awarded credis detalls (see below)

Note: if this is an HSELand Madule you should add that at the end of the
name

Musmbr OF Cradis:
1

e) in "Score" field enter the score you achieved, is this was a Pass then
enter 100"

Aztivity detoils

N 03 Tha Aatiity:

1 | i s hseland.ie
Cirem o Enkos
National Safeguarding Office

Aiiuity Deserption:
Sotaguarding Aduts at Ak of Abissa HEELANG Modus

This is to certify that

o= L] -~ has successfully completed the Q

-
--+ Safeguarding adults at risk of abuse

hh Programme ot HselanD
-~ -
w— A0 . =
Jp— oy
e i I [
f 1%, Capababy mhg Lt -~ -

/| et sanicy Loacuens g
ﬁ (Bt Bt | I'h:iwml'(nn.un:I.cj_m.i‘\rm-?om«—pumml-.l e igiond ie

f)in "Date Completed” field enter the completion date, it MUST be the same as on the certificate (see above)

g) in "Expiry Date" enter the expiration date in accordance with the expiration rule stated on the certificate. Some certificates may not have it, in which case you can
leave the field blank (for HSELand mandatory courses, this is 3 years from the completion date)

h) click on "Submit" button
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Coredits tips

Yol Gan provide SUpporing docemens
for your credis. H your credits are
rejescied wo £on et provided denalls ord
e sahmi Gred s for opprol

Hame 0 The Activitg:
Extermal Training

Azthiity Deseriptien:
Sofeguarding Adults ot Risk of Abuse HEELAND Module

Goore: Do Comphited Espiry Dime:
el LENZOES » O 228 =

Uplood supporting documents [S00ME limit per file]

Uplooded Files
Yo are parmitled 16 uphead o madmom of 5 fles, Uploaded Fles
Wi can howswver remove ane of mons fiss and re-aplood iF reguined.

¥ou ore permitted to uplood a moximum of 5§ files.
. WL £ 0 REWEVET T o o e Bles and re-upkoad I requined,

|7 & Sateguarding odults at rlsk of ahuss 20-0ee-2 5 pof |

3T 365 test

o

LY opasnbeard
(3} My courses
Enrated

Completon

I oocuments

Documents

‘ Q2 Search

1CREDITS RECEIVED

An Intreduotion to Crildeon
First

An Infrod s tion toe Clekdian Pt
Comghteg on Juruary 22, 2001
O Expirns Josuey 22 2026

[ & Pending review ]
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Please only attach 1 certificate.

After you click on "Submit” button you
need to scroll down to see an
"Upload" button below the activity
record

Click on "Upload" button, navigate to
the location of your certificate file
(please note PDF or JPEG format is
preferred), then click on Open to
attach it

Once successfully attached you will
see the file above the "Upload” button
and a pop-up confirmation will appear
for a few seconds confirming the

When you finished uploading the certificate please scroll up to the top of the page and click on “Home” button to return to
home page. All uploaded certificates are listed in LearnUpon on the Learner’s ‘Documents’ page. You should check that an

entry was successfully created.

As you will see in the example opposite, only one certificate can be listed below each icon. Therefore, please only attached
one document per upload. If the certificate is identified correctly, the Learner can see at a glance, the name and details of the

uploaded certificate.

Please note, documents are listed as ‘pending review’ until they are reviewed by admin staff.
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You will receive a confirmation email to inform you if your document has been approved or rejected.
(Example here)

Training Department will provide an explanation on why your document is rejected and you can then
amend your original upload or Delete the record and start again. If you choose to amend, you need to
insert ‘Second Submission’ in the ‘Activity Description’ box as this will trigger a new email to admin to

inform them to check your updated submission. Refer to “Troubleshooting tips” for more information.

(2] Live learning

T 365test Documents
If there is an expiry date it will
08 Dashboard l Q search show at the bottom of the
record and “Approved” will be

LearnUpon, Western Care Association<notifications@learnupon.com> -@ “— &

To: Fri 2 May 2025 12:46 PM

Caution: This is an external email and may be malicious. Please take care when clicking links or apening
attachments. When in doubt, contact the IT Department

Hello
has approved your training record.
You can see the feedback by accessing the link below.

https://westerncareassociation.learnupon.com/external training_records/216357

Regards,
LearnUpan, Western Care Association

Please do not reply to this message. Mail sent to this address cannot be answered.

v Reply = Forward

After a successful review you will see the following in Home > Documents

7 My courses shown below.

Completed

[ Documents 1 CREDITS RECEIVED o

An Introduction to Children

First
An Introductien to Children First O
Completed on January 22, 2023 °

2} Expires January 22,2026

@ Approved

Please note, the Mandatory courses that require certificate uploads on
Enrolled LearnUpon are listed below in HSELand Online Mandatory Training

(access via link - https://www.hseland.ie/dash/Account/Login):

Safeguarding Adults at Risk of Abuse

An Introduction to Children First

The Fundamentals of GDPR

Manual Handling and People Handling E-Learning Theory Module
HSE Open Disclosure: Module 1 -

Communicating Effectively through Open Disclosure

AMRIC Hand Hygiene
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