How to scan and attach foundation competence documentation to your GP application.

Your GP application will only allow you to attach files of up to 1MB. Applicants in previous years have struggled slightly with this 1MB limit so here are a few hints and tips to getting your document below the all important threshold. 

You should find most scanning functions available in the ‘settings’ option of your specific software. We understand that everyone’s scanning software is different but have provided screen shots of our software here at the GP NRO as a guide to the steps you can take.
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1. Firstly, ensure that your document is scanned in back and white. You do not need to provide a full 24bit colour copy of your document as you will be required to provide the originals at a later date.
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2. The second step you should take is to ensure the resolution of the document is relatively low. We at the NRO use 300dpi. This ensures that the document is still readable, however not necessarily as ‘sharp’ as the original.
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3. Once pressing scan (or possibly before dependant on software) please ensure that your document is saved either as a Word, JPEG or PDF document. Candidates tend to save their foundation competency documents as a picture which is a common problem with regards to file size. If you have to scan your document as a picture then please ensure it is scanned as a JPEG (.jpg) as opposed to a BITMAP (.bmp). 
Again we here at the NRO scan our documents as a PDF. This is by far the best option when scanning your foundation competency documentation.
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4. If you are scanning more than 1 page, it is recommended that you save it all as one file as opposed to uploading multiple pages onto your application. After scanning a document as a PDF, you may have the option to ‘Add Page’. This function allows you to save multiple pages onto one single document. You can add a page as many times as you need until your full document has been scanned. Once you have scanned all the pages of your document you can press ‘Save File’ to complete.

If your file is over 1MB after this, you should go back a step and save each page individually. 
Once you come to the stage in the application form whereby you are required to attach your evidence of achievement of foundation competence, you will be greeted with the following page…
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Once answering each question with the appropriate response in relation to your experience, the ‘attach evidence’ section will appear…
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You should click ‘browse’ and locate the necessary FACD 5.2 or Alternative Certificate A/B. Once located, highlight the file and click ‘open’. 
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Your file will then appear on the application form. Your must now click ‘Attach’.
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Once attached, your file will now be available for viewing on the application itself.
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You should now click ‘Save Section’, or alternatively if this section is fully complete, you are now able to click ‘complete section’. 
Please note: Before you are able to submit your GP application, you must have clicked ‘complete section’ on ALL pages of the application form.  
