
Quick guide to uploading additional information 

 

This is for when a course has already been uploaded to be verified and, following 
feedback from a verifier, more information needs adding to the application.  

Step 1 – Log on to the learning platform 

Step 2 – Click on the first aid box 

 

 

 

 

 

 

 

 

 

Step 3 - Click on ‘STEP 2 – external first aid’ 

 

 

 

 

 

 

 

 

 

 

 



Step 4 – Select either 1 or 3 year, depending on how long your course is valid for   

 

 

 

 

 

Step 5 – Click on ‘upload your evidence’ 

 

Step 6 – You will see your original entry 

 

Step 7 – To respond to the feedback, click on 'comments’ where you will be able to 
add that you have actioned the feedback. Remember to save.  



 

Step 8 – To add additional documents, click on ‘edit submission’  

Remember to merge documents if you have more than 3 to upload 

 

 

 

 

 

 

 

 

 

 

 

Once you have added the additional documents click ‘save changes’. 

Step 9 – Once you have added the additional information that the verifier has 
requested, email firstresponse@girlguiding-anglia.org.uk to make them aware 
that you have completed the actions.  
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