Uploading Certificates
· Go to Manage Student Records, click Search (it’s easiest to search by DOC#)
· Type the Doc number into the Search By box and click Search.
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· Click on the little blue man.
[image: Graphical user interface, application

Description automatically generated]
· [image: Graphical user interface, application

Description automatically generated]Select the gray Attachment tab on the left.










· Put in the Date of Entry and choose Certification in the dropdown menu for the Attachment Type.
· Click the Select Files button.
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· The you will find the certificate on your computer and click the Save Changes button. You will see the certification entry in the middle of the page under the header.

To find certifications, they will be in the Attachments grey tab.
image4.png
#: 123456, Facility: Jess Dunn CC Skills Center.

Doc#| 1231 ]
Date of Entry” _11-14-2023 00:00.00 <)}

e -
e |

— |

=) Save Changes Jll @© Cancel Changes

T o

[r—— Fie Name.





image1.png
All/ Registration Year * <. -
Organization Ty9e* gy Genters
Al Program Type | ggject
(@ All/ Organization Name *| =<icc: orozr z=tnic)
‘Search Option|_poc Number

—

—




image2.png
Search Oplion| poc Number
Search By 123456

Q search

Q

Latest Appication Request Satus

Program Program
Year LastName. Type

4 Apreton Status: Envoled in Program (Count: 1)
»a wmaes |z @® e

Stes Shoterm Frogram CareerResansss  Mae |Enoledin Progiam




image3.png
Dashboard & Manage Student Records X |

(Ml student Name: Josh Steel - Di

Facilty

Basic Data

Enroll Program(s)
‘Address & Contacts.
Education

Health & Med.
WorkKeys

Assessment
/ ssue Chan

e, =

Prerelease Contact
Relocation

Empl. History

‘Court Fines/Rest
Post Contact Empl.
Job Inter. & Re.

Release-Discharge-Transfer

Comments

Follow-Up

‘Student Certicate(s)




