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HOW TO MAKE A CHANGE TO A RECORD IN LEARNUPON  
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Please only attach one certificate.  
When you finished uploading the certificate please go back to “Documents” or “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 ‘Review pending’ until they are reviewed by admin staff.  
 
 
 
 

 
You will receive a confirmation email to inform you if your document has been approved or rejected.  

         (Example here) 
 
Admin staff 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. 

After a successful review you will see the following in Documents.  If there is an expiry date it will show at 

the bottom of the record and “Review pending” will disappear. 

 

 

 

 

 

 

 

 

Please note, the Mandatory courses that require certificate uploads on 
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 

https://www.hseland.ie/dash/Account/Login
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How to delete a document: 

 

 


