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IWATS-Adding a Local or External
Certification

1 Follow the steps below to add a Local or Third Party Certification in IWATS so it
appears on the member record, QR Code, and dues receipt.

2 Click "Admin"

3 Click "Certifications"
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4 Click "Add A Cert"

5 Fill in the certification details and click "Add New Certification".

Then, email the IT Helpdesk if you would like the Load Scanned Cert Cards option
added as well.
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6 To add certifications to member records click on Local Certifications. You will need
to check the box to Include Older Certifications the first time you add a member.
You can skip checking the box if you see the certification on the list of Local
Certifications.

7 Click on the certification you want to add members to
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8 Click "Load Scanned Cert Cards"

9 You may search for the member by their Book Number or Last Name.
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10 Select the member you need to upload the certification for. Then, enter the
following applicable to the certification: Card Number, Effective Date, Expiration
Date.

Click "Choose File" to select the certification file you are uploading and click
"Load".

The certification will now appear on the member record, QR Code, and dues
receipt.

You can search for another member and continue to add certifications for them in
this screen.

After all members are uploaded click "Close".


