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How to: Upload Credentials to your EA Profile
Please Note you can only add Verification documents to your profile such as WWC,
First Aid Certificates, you cannot add Coaching Certificates or Horse Management and
Riding Modules, these have to be done by the EA Coaching Team.

1 Navigate to your EA profile page
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2 Click "PROFILE" in the top left hand corner

3 Click "Credentials"
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4 Select the "Safeguarding" option in the drop down menu.

5 Click "Add Credentials"
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6 Click the document that you need to add to your account in this case First Aid
Certificate.

7 Add a start date and the system will automatically assign an expiry date in 3 years.



Made with Scribe - https://scribehow.com 5

8 Add the start date or date of the course

9 Add the name of your First Aid Provider in the box
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10 Click "Drag file(s) here or click to upload" to upload your certificate

11 Below is an example of your file once it has been uploaded
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12 Click "Save" in the top right hand corner

13 Click "Pending Approval" and it will show all documents waiting to be approved in
yellow.
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14 Your document will sit as Pending on your file until a member of the team has
approved it, then it will turn green and state Active.

15 At the moment there is only the option to upload your verification documents. You
will not be able to update any coaching certificates or Coach Updates, this will
have to be completed by a member of the team.
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16 Expired Documents - These can be found under Credentials and will be in Red for
Cancelled or Expired.


