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 Uploading Documents to 
Your CLPNM Profile 

 

PURPOSE   

The purpose of this document is to help CLPNM applicants and registrants understand how to 
upload documents to their online CLPNM registration profile.  

PREPARING THE DOCUMENTS  

You must ensure that your documents are in one of the following file formats as Word documents 
(.doc or .docx) will not be accepted: 
 

• .pdf 
• .jpg 
• .jpeg 
• .png  

The CLPNM suggests using the PDF format. If you are unclear on how to convert and/or merge your 
submission into one (1) file, instructions have been provided to you on page 4 of this document. 

DOCUMENT SUBMISSION GUIDELINES 

The CLPNM will accept document photographs and scans; however, they must: 
 

• be in colour   
• be clearly legible, and 
• include all pages. 

Ensure the seal, if applicable to the document, is visible. 

Scanned Documents: the easiest way to upload a paper document into digital format is to scan the 
document. When scanning, be sure to scan all pages of the document into a single file. Most 
scanners automatically save in a .pdf version but it is important to check. This is the recommended 
tool for creating a single .pdf file. 
 
Photographs: pictures are usually saved in a .jpeg or .png format, which means they can be directly 
uploaded into your profile.  
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SUITABILITY CHECK UPLOAD PROCESS  

Log into your CLPNM Profile. Once you log into your profile, you will see the following text box 
informing you of the suitability check. 

 

Click on  to enter the form to upload your documents. 

HOW TO UPLOAD YOUR DOCUMENTS 

After selecting ,  you will be taken to the following form: 

 
Note: all three documents do not need to be uploaded at the same time. 
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To upload a document, simply click on the  below the appropriate heading.    
 
Once you’ve successfully uploaded your document, you will see the following addition to the form: 

 

If you receive the following error message, it means you have attempted to upload a document in 
an incorrect file format. Please delete the uploaded document. You can then re-upload the 
document in an approved format. 
 

 

SUBMISSION REVIEW BY THE CLPNM 

 
Once your have uploaded a document, it will be reviewed by CLPNM staff prior to it being approved. 
Should there be a concern with your submission, you will be notified via email.   
 

CREATING A PDF USING MICROSOFT WORD 

As stated above, there are many online applications that can assist you in converting a Word 
document into a PDF and/or merging multiple photographs/scans into one combined document. 
 
As an alternative to using online merge applications, it is possible to take a picture of your 
documents and load them into a Word document which can then be saved as a .pdf. Listed below 
are some step-by-step instructions: 
 

• Step 1 
o Take pictures of the document and save them.  

• Step 2 
o Open Microsoft Word 

• Step 3 
o Locate the heading “Insert” in the ribbon of the Word document  
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• Step 4 
o Click on “Insert”; notice the “Pictures” option 

 
 
 

• Step 5  
o Click on “Pictures” 

 
 
 

• Step 6 
o Select the location where you saved the pictures and insert them into the Word 

document. 
o Be sure to select all the pictures and make sure they meet the guidelines as listed on 

page 1. 
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• Step 7  
o Save the document as a .pdf. When saving, click on the dropdown list and find PDF.   

  

 
• Step 8 

o Click save – You now have saved the file in an acceptable format. 
 

• Step 9 
o Log into your online CLPNM profile to upload the document. 
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