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Step 1:

Go to the
GoPaddling.info website.

Scroll down to the
bottom and click the
blue — ‘Provider
Resource Centre’ button.
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Step 2:

Scroll down and chose
your Award you want to
certificate

Course Provider Upload Centre

Welcome o the course provider upload section. When uploading attendees there are two options: spreasdshes
o anlire form If using your own spreadshest for upload, ensure you use columns A, B and C. The eclumn
neadings need to be First Name, Last Mame, and Emall. Supported formats are =ls, xlsx, and .cav
Alternatively, chick here to download our ternplete sheat and copy and paste your ettendess for upload. Once
uplcaded, ettendees should appear pre-filled in the online farm

After submitting you will recefve an email confirming ettendess who heve received certificete nofifications. If
wou wouwld slao ke 1o bl print certificates pleasa check the box next to "Email certificates for bulk printing”
You will recenve them as POFa in a .zip attachment with your notification emedl. You can usa the “Fileneme” bow
to choosa a name for your file. This is optional

Register for free hare
Flesze note, after uplead by epreadsheet pleasa check ALL attendees are correct. If you are
uploading Discover attendess you will be charged for esch attendee uploaded. Simply hit the dustbin
irage &t the end of each line to delete the attendee details.
G0 TO RESOURCES »»»

Flease select type of course




Step 3:

If you’re signed up for the
use of your logo select your
centre or club, if not select
England (General Provider)

Then add the details of the
paddlers who have
acchieved the award or you
can bulk upload a group.

Then press submit

Provider

Kingswood - Peak Venture

Your Email Address

XXX@bgajab.org

Completion Date

05-04-2019

Firstname surname

rred

Email certificates for bulk printing

Smith

w

Email

Upload Spreadsheet of Participants

fikekje@nklank.org



Ste P 4.
[ ]

Please note, after upload by spreadsheet please check ALL attendees are correct. If you are uploading Discover

attendees you will be charged for each attendee uploaded. Simply hit the dustbin image at the end of each line

The prOCESS iS now to delete the attendee details.
complete.

Emails asking the
paddlers/teachers/
instructors to follow a link
to get their personalised
certificate. Which they can
check their name and then
download to print.

Bulk print is possible too.

All done. Emails have been sent to the following participants

Fred Smith fikekje@nklank.org



Step 5: bulk print

Open the .zip file in your email

Print off
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