
Uploading external training to 
your account



Enter in this box: «Org_ID»

Login as the Manager/Administrator of your 

Human Focus account

Enter in this box: Manager

Enter in this box: «Password»



 From Home page.  Click on Administration – Trainees – Trainee Editor options on the 

navigation tree. 

Access the Trainee Editor section



Search for 

employees by 

page

Search for 

employees by Person 

Identifier/Trainee 

AKA

Search or employees 

by Site Location, 

Department and/or 

Training Set

 Search for the employee who you wish to edit or archive. 

Click Update Filter, 

once you have made 

your selections



 Select the employee on the right hand side. They will turn blue.

 Scroll down to the bottom of the page to view External Training.



 Here, you can see all external training already uploaded and upload further training.

1. See if the training 

is in the list of 

External Training 

Courses.

3. Select the date the 

training was completed.

2. If it is, choose the 

correct qualification.

4. Find the certificate or tick if you do not have a certificate

5. Upload the training

If you cannot find the training in the list of External Training 

Courses, please tick this box.



 Now you can add in the training manually.

1. Type in the 

training and 

qualification details

2. Type in how many 

months the qualification 

is valid. If it is 

perpetual, use ‘-1’.

3. Select the date the 

training was completed.

 Please note that the certificate will need to be a png, gif, jpeg, jpg or pdf file 

and the max size is 4 Mbyte. 

5. Upload the training

4. Find the certificate or tick if you do not have a certificate



Trainees can upload their own External 

Training 
 Go to My Results and My External Training on the navigation tree.


