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Phase Explanation Navigation 

Select relevant 
settings  

1. Go to ‘My Group Account’ 
 
2. Go to the ‘Certificate upload’ tab 

 
3. Select the relevant framework from a drop-down menu, or 

please select ‘All courses’ by clicking ‘Submit’ 

  
 

 
 
 

 
 

Find overview 1. At the bottom of the page, you will find an overview of the 

rejected certificates. 

Here you can find the following information: 

- Resource name: The name of the employee 

- Status: The uploaded certificate’s status 

- Course: The select course for the certificate 

- Uploaded on/by: The date and by whom the 

certificate was uploaded 

- Reject comment: The reason for the rejection 

- Validated on/by: the date and whom rejected the 

certificate 

- Valid from/to: The selected validity dates for the 

certificate 

- Certificate preview: Possibility to view the 

uploaded certifcate 

 

 
 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 

 


