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Uploading a copy of a Member's
Certification using Load Scanned Cert
Cards

1 Click "Admin"

2 Click "Certifications"
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3 Click this drop-down to select local or all if you do not see the Certification listed.

4 Select the Certification you need to upload a copy to the member record for.
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5 Click "Load Scanned Cert Cards"

6 Enter the member Book Number or Last Name. Then, click "Search".
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7 Select the member you would like to upload the certification for.

8 If applicable: Enter the Card Number, Effective Date, and Expiration Date.

9 Click "Choose File" to select the file copy of the cert you are uploading.
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10 Click "Load"

11 Select or search for the next member and repeat the steps to load their
certification.
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12 When you are finished uploading the certification for all members, click "Close".


