
Instructions for Online Evaluation and Certifi cates of Att endance

Step 1 ‒ Sign in to your account
If this is your fi rst time to use the online system, you may not have a 
login account needed to generate certifi cates. Click the link under the 
login box to fi ll out your profi le. Once you’ve set up a profi le, you 
can sign in with your email address and the password you selected. 
Passwords should be between 6 and 32 characters and must include 
at least one lett er and one number.  Passwords are case sensitive.

Step 2 ‒ Begin an evaluation
Aft er att ending the event, you should have received an email 
message containing a link to the evaluation. Once you’ve signed in, 
you will begin the evaluation process. 

Step 3 ‒ Complete the evaluation
Respond to each question. If you need to leave and return later, 
make a note of the code in the upper left  corner of your screen. When 
you click the evaluation link again, you can enter this code instead of 
your email address to pick up where you left  off .

Step 4 ‒ Review your responses
You may review each page of the evaluation to be sure that you’re 
satisfi ed with the responses. Once the evaluation is fi nalized, you 
will not be able to make changes or complete it again.

This system consists of two parts ‒ the event evaluation, which is completed anonymously, and a 
login account where you generate and keep track of your certifi cates.



Step 5 ‒ Finalize the evaluation
When you click the “fi nalize” butt on, your responses will be 
recorded and you will be able to generate your certifi cates of 
att endance.

Step 6 ‒ Record your att endance
Enter your actual hours of att endance for each day or session of the 
program, up to the specifi ed maximum.

Step 7 ‒ Generate certifi cates
Aft er recording your att endance, you may generate a certifi cate for 
each type of credit that is applicable to you. These certifi cates will 
be created as PDF fi les, pre-fi lled with your personal information. 
You may save or print as many certifi cates as needed. If you need 
to return later to retrieve a previous certifi cate, just log in to your 
account and click the “My Events” tab.


