
 
 

Saving your QA Tools 

To save each tool, ensure you click on each blue tab (“Self Assessment”, “Learning 
Plan” and “Learning Record”)  

Please note that this demonstration is using a PC computer and Google Chrome. 

 
Part 1: Saving your Self Assessment  

Part 2: Saving your Learning Plan  

Part 3: Saving your Learning Record 

 

 

 

 

 

 

 



 
 

Part 1: Saving your Self Assessment 

 

 
1. Click on the Dropdown menu under “Please select by date completed”. This 

will allow you to open previously submitted tools. If you click “Click here to 
begin”, this will take you to the current tool that is in progress, or to start a new 
tool.  

2. Once you are in the correct tool that you want, you will see this screen: 

 



 

3. Click on the Print icon   that you see on the left. The PDF document will take 
a few minutes to load.  

4. The downloaded document will appear on the bottom of your screen, or a 
download alert will come up on your computer (this example is using Google 
Chrome).

 
5. When you click on it, the PDF should upload like this:  

 
6. Please make sure to save this document somewhere on your computer that you 

can find easily.  



 
7. You can repeat these same steps if you are wishing to save a current Self 

Assessment in progress before you submit it.  

 

Part 2: Saving your Learning Plan  

1. When you click on the Learning Plan, you will see this screen:  

 
2. Click on the “Current version” dropdown to get to the submitted Learning Plan 

you want. If you “Click here to begin”, this will take you to a current in-progress 
Learning Plan or a new one.  
 
 



 
3. When you choose the correct Learning Plan, you will be directed to this page: 

 
4. You have a few options for how to print this.  

 

a. Click on the Print icon   that you see on the left.  



 

 
Then click on the blue Print tab on the right side.  

 
You may need to adjust the scale of your print settings. Click on “More settings” 

 



 

 
 

Under “Scale”, click on the “Default” tab. Then click “Custom”.  



 

 
Change the number to 60.  

 



 

 
Now you will see that all of the goals appear on one page.  

b. Take a screenshot of this page. You can do this in several different ways, 
depending on what computer you are using. One option on a PC is to use 
the “Snip & Sketch” tool. On a Mac computer, press and hold these 
three keys together: Shift, Command, and 3. 
 

5. You can repeat these steps to save a current in-progress Learning Plan. 

 

 

 

 

 

 

 

 

 



 
 

Part 3: Saving your Learning Record 

1. Either click the dropdown under “Current version” to go to a previously 
submitted Learning Record, or click “Click here to begin” to go to a Learning 
Record in-progress.

 
2. You have a few options for how to print this.  

 

a. Click on the Print icon   that you see on the left.  



 

 
It will download a PDF for you on the bottom of the screen in a few seconds. Open this 
document and save it to your computer.  

a. Take a screenshot of this page. You can do this in several different ways, 
depending on what computer you are using. One option on a PC is to use 
the “Snip & Sketch” tool. On a Mac computer, press and hold these three 
keys together: Shift, Command, and 3. 
 

3. You can repeat these steps to save a current in-progress Learning Record. 

 

 

If you have any questions about these instructions, please contact qa@crpo.ca  

mailto:qa@crpo.ca

