How to upload a Certificate to a Student’s Library:

If you wish to upload an externally acquired certificate or document to a Student’ s Library follow the
instructions below.

Go to MEMBERS > PEOPLE to search for the student you need to access. Once located, click on the
Library Icon near the student name to open the Certificate Folder
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A People Library pop-up window appears showing two folders; Assessments and Certificates.
Click Certificates
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Click on ¥ Upload

The following screen will appear:
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Click on .
Select your file (and click Open) to add file.

Click on the m button.

Your Certificate will now appear in the Certificates folder.
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