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This module introduces the key social media platforms for digital marketing and
demonsirates how to sel up a soclal media experience for a business. It explains the
techniques and best practices for growing and engaging a social media audience
and
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Specifications

o Product Name: Training Desk
« Function: Viewing and downloading certificates
« Latest Update: 02/03/2023

Product Usage Instructions

1. Log into the Training Desk.

2. Select the CERTIFICATES option in the header of the screen.

3. To download a certificate, click the download link. If no link is available, the certificate is not accessible on the
Training Desk.

4. If the Name of the course is also a link, it indicates that course details are available. Click the link to access

them.

Viewing And Downloading Your Certificates

The Student profile in the Training Desk contains a full record of any certificates issued to a student by Allens
Training (old systems and Training Desk). These are stored in the student certificates table. Certificates issued
through the Training Desk can be downloaded directly from this table by the Student.

Users are also able to add manual records of certificates to the student’s profile. These are a convenient way of
recording pre-requisite information and ensuring students have access to a complete record of their certificate
history. Certificates available through the Training Desk include both traditional certificates and those issued by
completing online training.

Steps for Viewing and Downloading Certificates

Log into the Training Desk
Select the CERTIFICATES option in the header of the screen
« To download the certificate click the download link (if not available there is no copy of that certificate available at

the Training Desk)
« If the Name of the course is also a link, this means there are course details available to access by clicking that



link.

Name D_ownload Issue Date EXRIEY Cert #
Link Date

HLTHPSOO® t cliel edication ownloa 31/07/2019 326638-1399063

f Course in first aid management of anaphy ownload 29/07/2019  29/07/2022  326314-1397128
HLTAAPQO1 - Recognise healthy bod e ownloa 25/07/2019 326638-1399051
ntroduction to Training Desk Download 29/05/2019
HLTAIDOO3 - Provide first aic Download 27/06/2019 27/06/2022 315826-1337706
HLTAIDOO1 - Provide cardiopulmonary resuscitation Download 26/06/2019  26/06/2020  315807-1337482

This article was last updated on 02/03/2023

FAQ

« Q: What should | do if | cannot find a specific certificate for download?
o A: If there is no download link available for a certificate, it means that a particular certificate is not
accessiate in the Training Desk. You may need to contact support for further assistance.
« Q: How often are course details updated on the platform?
o A: Course details are regularly updated on the platform. You can click on the course name link to access
the latest information available.
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