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Complete and upload Pre-course Workbook 
 

a) Complete the Pre-course Workbook which was sent to you by your State/Territory 
Association after completing the Beginner course.  

b) On completion of the workbook, scan your completed workbook onto your computer.  
c) Log into the LMS 
d) On the home page," select "Upload Document" which appears on the right of the screen.  

 

 
 
 

e) Select "Create" 

 

 
 

f) You will need to select the type of "External Training Template" . Click Select. 
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g) Select “Intermediate_Pre-Course_Workbook” 

 
h) Fill in the rest of the form 

 
 

i) At the bottom of the page, click SAVE 
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j) Once you have saved it please scroll down and under "Attachment," select "Select file" 

 

 
 

k) Upload the scanned version or photos of your workbook. Select “Save”. 
l) Your State/Territory Association will receive notification that you have uploaded your 

book and waiting for approval. Once processed, your Pre-Course Workbook Certificate 
will appear in your "Training History" portal, within your LMS. 

 


