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

.pPng

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:

e be incolour
e Dbe clearly legible, and
e includeall pages.

Ensuretheseal, if applicableto 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.

B My Audit
Suitability Check - In Progress
(2020/2021)
Status Last updated
MNew 01-Feb-2021

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:

INSTRUCTIONS

(2))}

CLPNM

College of Licensed Practica
Nurses of Manitoba

You are among a group of licensed practical nurses that are required to provide the CLPNM with updated suitability checks as a part of your
registration renewal application for 2022,

For additional information on these requirements, please click here.

Member name Registration #

* Select an option
O | will be submitting my criminal recard check
O My criminal record check will be submitted directly to the CLPNM by Winnipeg Poilce Service

Canada-wide Criminal record check

Click here to upload a supporting document from your computer

Manitoba issued Child abuse registry check

Click here to upload a supporting document from your computer

Manitoba Issued Adult abuse registry check

Click here to upload a supporting decument from your computer

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 H below the appropriate heading.

Once you've successfully uploaded your document, you will see the following addition to the form:

Child abuse registry check

n Click here to upload a supporting document from your computer n Click here to delete uploaded document

E

child_abuse_registry_application_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.

x

Something went wrong

The file type uploaded is not one that is currently
supported, an administrator can tum supported
file types on and off in the administrator module
or with the help of support.

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:

e Step1l

o Take pictures of the document and save them.
e Step?2

o Open Microsoft Word
e Step3

o Locate the heading “Insert” in the ribbon of the Word document

Uploading Documents to Your CLPNM Profile
College of Licensed Practical Nurses of Manitoba
Approved: August, 2026 (2 ) }

Page 3 of 5 CLPNM



.

File Home Insert Design Layout References Mailings Review View Help Acrobat
ﬁ'j I.—l. Tahoma Wil A A Rav Ao BEEI= - = (=3 (2T
El
Paste 2 B e
I U~ X, X v e A BEE=E== 1= v -
v <¥ Format Painter v X A i = = = | = &
Clipboard = Font (o Paragraph ]
e Step4

o Click on “Insert”; notice the “Pictures” option

- Word

AutoSave (@ o) |Ei ‘f} ~ E, — Document1

File Home Insert De 2 References  Mailings Review View Help Acrobat

% D # [?:) tg @ 28 Eﬂ] + @ B Get Add-ir

| Ti Pi I h
Cover Blank Page able ictures Shapes lcons D SmartArt Chart Screenshot Reuse cOMl" R

Page ¥ Page Break ¥ ¥ ind Models ~ ol Files ~
Pages | Tables llustrations Content | A
o Step5

o Click on “Pictures”

0%
Pictures Shapes lcons
- - X

Insert Picture From
ES This Device..
ED’J Stock Images...

E@ Online Pictures..

o 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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e Step7
o Save the document as a .pdf. When saving, click on the dropdown list and find PDF.

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word M
Word 97-2003 Template (*.dot)
PDF pdf)

XPS Document (*xps)
Single File Web Page (*.mht, *.mhtml}

acro-Enabled Template (*.dotm)

Web Page (*.htm, * htmil)

Web Page, Filtered (*htm, *.html
Rich Text Format (*.rtf)

Plain Text (*.tut

Word XML Document (*xml

Word 2003 XML Document (*xml)
Strict Open XML Document (*.docx)

OpenDocument Text (*.odt)

e Step8
o Click save — You now have saved the file in an acceptable format.

e Step9
o Log into your online CLPNM profile to upload the document.
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