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Step 1. From Company Profile, select “Edit Profile” 

 

 
 

 

Step 2. Scroll down to “Qualifications /Memberships” and add your details from the drop down box 
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Step 3. Scroll down to the bottom of the screen and click,  “Save Company Profile” 

 

 
This has now added the qualifications to your list. To send in proof of your qualifications, follow the next 

steps 

 

 

Step 4. From the dashboard go to “Qualifications” and click the “Upload” button next to the 

qualification you want to send proof for. 
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Step 5. From the dashboard go to “Qualifications” and click the “Upload” button next to the 

qualification you want to send proof for. 

 

 
 

 

Step 6. Click the “Choose File” button and find the document 

 

 
 

Step 7. Click the “Upload Now” button 

 

 


