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How to set up your account 

 

 Candidate user will receive the following email –  

 

 
 

 
 

 Once you have completed your login, you can go to you profile menu as 

displayed on the left. 

 

 
 

 Where you can edit and update your personal information, upload your qualifications 

etc. 

 You can also add in your training here by clicking the + 
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Trainings 
 

 
 Use one training session/topic per entry please, and preferably in date order. 

 
 
 

 You will also receive the following email –  

 This link will take you to your assessment plan to upload your competency 

evidence. 

 

 

 

 

 

 You will then see a list of the evidence to be completed. 

 

 
 

 Click on a project and you get the project evidence form to be completed. 

 The first section identifies the project complexity, BC number etc. 

 The next option is to complete a candidate evidence form for this project. 

 You can download the word template, complete it and upload, OR click “online 

form” to complete form online. 
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 After completion of the online form, upload all documents as directed. 

 You can save progress as you go and do this at any time. 

 RFI letters (or inspection notice) for a particular project can be saved as you go, 

approved plans, form 5 and when the project is completed (your part). 

 You do/finish the candidate evidence form and then click ‘mark completed’. 

 
 
  

 As documents are uploaded, they will show above the upload file tab like image 

below – 
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 After uploading, your Candidate evidence requirements page will start to look 

like the below – 

 
 
 Sometimes there will be items that are not completed – like the SFH/swimming 

pool one shown here – this could be because one of the other projects includes 

this element which means you don’t need to do it twice for the same thing. 

 


