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Instructions: 
Using Assemble – Uploading your certificates 

In this guide covers:
· Accessing Assemble
· Adding your certificates/screenshot
· Acceptance of your certificates/screenshot

Accessing Assemble:
Visit:
https://st-pauls-cathedral.goassemble.com/auth/login 

Please enter your username (email address) and password (the one you have set up).

Adding your certificates/screenshot

Click here to bring up the window where you can upload your documents
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The following window will appear.  Click on Upload, next to the relevant training module name to upload the certificate/screenshot.
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Once uploaded, you will no longer see the Missing documents box when you are on the home page of your application.


Acceptance of your certificates/screenshot

Acceptance of your certificates/screenshots is not automatic, as we need to manually check and accept.  We will do this as soon as possible but it might take a few days.

Once your certificates/screenshots have been accepted, you will see:
· Training box on the home page of your application, no longer appears
· Support documents on the menu on the left.
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The uploaded and approved document will appear next to the training module completed.  If you click on the name of the file (text in blue) you will download a copy of the uploaded document.

If you click on Training on the menu, you will see the modules now have your documents attached and been given an expiry date.
[image: A screenshot of a computer

Description automatically generated]




















This training information will be available to you on your Assemble account after you have completed the recruitment process.
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Missing documents
You are missing 3 documents.

Click here to view your missing documents.

Training

‘You have outstanding required training that needs to be completed a part of your application.

Click here to view your required training,

Supporting documents

Application details There are 3 documents required for this application. Please upload missing documents by using the form

Opportunity details below.
REQUIRED DOCUMENTS
References
ACT training certificate Please upload Upload
Training
Help
Safeguarding training certificate  Please upload Upload
SCaN training completion Please upload Upload
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Application details There are 3 documents required for this application. Please upload missing documents by using the form

Supporting documents below.
REQUIRED DOCUMENTS N
Opportunity details
ACT training certificate ACT e-learning - Certificate.pdf
Training
Help
Safeguarding training certificate  Basic_Awareness_-_Pass_Certificate pdf
SCaN training completion CAB3079A-F548-4285-A5BA-D4BDICCF312A jpeg

screenshot Screen Shot 2023-06-25 at 17.42.51.png
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Safeguarding (Basic Awareness)
Compieted « Expiing n3 years

“Tnis course isfor everyone within our Church
‘community who needs to have 3 basic awareness of
safeguarcing issves.

Please vist Complete Your Training page tofind
ot more about the course, how o complete the..

R o |

ACT (Action Counter Terrorism) Aw...
Competed  xpirng n 3 years
s course i for everyone within our Church

[communty who needs tohave abasic auareess ot

how we can keep each ot safe when t comes to our
secury.

Please visit Complete Your Training page to find...

Attachments (1)« More cetals

SCaN (See, Check and Notify)
‘Completed + xpirng i 3 years

T course s for everyone within our Church
‘community who needs to have 3 basic awareness of
ow we can keep each other safe when t comes to our
securty.

Please vist Complete Your Training page to find..

Attachments 1)+ More detals
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You are missing 3 documents.
Click here to view your missing documens.
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Click here to view your required training.
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