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How to upload evidence 

Step 1 – Click on the qualification tab 
you are uploading working for. 

Step 2 – Click on the Upload Work 
widget. 
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Step 3: Click on the type of evidence you want to upload. Click Choose file and then choose the document from your machine, follow by clicking 
upload. 
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You can now fill out the evidence description 
page: 

 Tick the declaration to confirm it is your 
own work 
 

 Give a description of the evidence 
 

 Record your comments 
 

 Select the evidence type 
 

 Link the evidence to a session 
 

 Digitally sign the evidence 
 

 Click save to return to the evidence library 
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How to link evidence to units and map to criteria 

Step 1 – select the unit or units the 
evidence links to. Step 2 – Click on the black tick to 

display the unit criteria. 
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Step 3 –  click to generate a grey 
tick in the check box in the map 
column to the left of the criteria 

For your information:  
Green box, indicates the criteria 
has been signed off by the 
assessor. 
Yellow box, indicates evidence 
already mapped into the criteria 
(each box represents individual 
pieces of evidence) 
Red box, indicates no evidence 
has been mapped into the criteria 
 Step 4 –  click save and continue, 

to save mapping and to continue 
in this page.  
Or  
Click save and return to return 
back the evidence library. 


