Generating and Printing Certificates in

LaDIS — Quick Reference Guide

This Quick Reference Guide (QRG) describes how to generate and print
certificates of accreditation and attainment in LaDIS.

Reminder: Before you generate a certificate, when marking your assessments (in the validation Course) ensure
that you change the Completion Date to the same date as the Marking Date. This will ensure that the correct
dates appear on your certificate. Please refer to the Manage Assessments Quick Reference Guide, ‘Marking
Validation Assessments’ for more information. Eventually this function will be automated.

There are 3 types of certificates that can be generated in LaDIS and each requires a different process:

1. Departmental Fire Accreditation Certificates (BlueGem calls this a ‘Non-Accredited Certificate’)
2. Statement of Attainment for National Units of Competency (NUCs)
3. Statement of Attainment for Nationally Accredited Short Courses

1. Departmental Fire Accreditation Certificates

This process applies to all Programs/Roles which have Departmental Fire Accreditations, for example General
Firefighter, Burn Officer in Charge.

To Generate a Departmental Fire Accreditation Certificate:
GO to Certificates>Non-Accredited Certificate when a course schedule has been marked and finalised.
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1. SEARCH for the Course Schedule you want to result (e.g. General Firefighter Validation Course) untick any
tickboxes under the Status drop down box and click Filter. Select the correct course and check the check box then
click Certificate.
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2. Select the correct course that your student is enrolled in (if you are unsure, go to Training
Records>Enrolments to determine the correct course date). Select students who have a Satisfactory status by
ticking the tick box. Select Department DFA under the certificate template section at the bottom of the page then
click Generate Certificates.
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Step 2: Select Template
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Step 3: Generate Certificate

delwp.vic.gov.au
OR|A Environment,

state Land, Water
Government and Planning

Last Updated 16 Oct 2018 Version 0.8 Page 2 of 8



Generating and Printing Certificates in

LaDIS — Quick Reference Guide

To Print a Departmental Fire Accreditation Certificate:

The certificate should automatically open in Adobe Reader. Print the certificate with Adobe Reader (once the
certificate is generated it will automatically save in the Student’s Library). Exit Adobe Reader and save unless you
require a copy on your computer.

Please note, in order to see which students have a Certificate from the Non-Accredited Certificate Page, click on the chevron ' > beside the

student’s name, the Certificate details will show. Do NOT use the Reissue and Reprint buttons in this part of the screen Beissue  Beprnt - pjgq 5
Control No. will appear for the student if they already have a certificate.

2.Statement of Attainment for National Units of Competency (NUCs)
This process applies to Programs that have National Units of Competencies such as General Firefighter and
Crew Leader.

When National Units of Competency (NUCs) have been marked and finalised go to Certificates>Accredited
Certificate (Program) Locate the relevant Program (eg. General Firefighter) via a search in the Description field,
on the program list. Hover over Action and click on Manage Awards.

Accredited Certificate (Program) | i

g
§

Subjects (Units]
stages DMmsOM 0 AeristDeiprorch Suppor: Crew Member 1 o5 831 100000 o ] v 2
Disable Eroiment

oo 0 Aeial Driptorch Opsrator i s saz311 100000 o “ Bl )l

083 RAHRGM 0 A

fing Crew Mermber 1 o8 ss311 100000 0 “ W

02 RAM 0 Aitbase Mansger 1 o315 Mzl 100000 o “ =

23

080 R0 0 AirCozzmer 1 s Yt 100000 o @ @ Fl

o RACE 9 Arcan Ofcer 1 oals sas311 100000 0 “ @ “

e RAOAIR 0 Air Obsarver - FUR Oparator 1 o315 345311 100000 o “ @ @

&
fi
g
g

0 Air Operations Manager 1 oas 4531 100000 ° @ @ @
07 RARO 0 Airbase Racho Opsrator 1 o E=Sey 109000 o “ w B

e RASMICUL 9

Aerial Suppressant Moing and Loscing Craw o1 8311 100000 ] “ @
Mamber

o
§

EAEME e e ElEl: 4
§ Ll 0 R R § g

Rsack 0 8352 Camp Manager ] oa1s s4s31 100000 o Fl Ei "

co[rsaseresm o on paesms - [N

You can filter down your selection range by searching for the student by name, or using the drop down tab at the
top of the screen to search for a particular course schedule and date.
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If the student DOES NOT have a certificate, an orange dot will appear instead of a tickbox in the student’s row.
Click on SOA on the student’s row. A pop up box will appear.

Bl Vanage Awards [ —
®

R_GFF [V.0] - General Firefighter (ID: 4111)

Filter By Schedule

1 ISSUE STATEMENT OF ATTAINMENTS

Sehaduls D: 15594 | Course: Ganers FrsFighter Urite o Competancy - Genaral righter Unis f |

Trainee: PHILIP RANGE (15727)

Envoled Trainees

e
=

=184
e recards o sspls.

5] o s 35850 sncren f o8 s @ ziosame o
> wmes 1727 maw " Y P °

> Lo a2 Piopa s e Avarg @ sz o
DRI AR TR T

[ Feprinti=ses S0iAs in PO @) [l Reprin fesved S04 in POF (Al One) Jll Rt o Quairoation List

lssue New SOA

Click on

i ISSUE STATEMENT OF ATTAINMENTS o

Trainee: 8727 Program: B_G irefighter (D4

Back to izsued S0As

Select Subject (Units) to appear on S0A

T T

O PUAEQUOT1E Prepare, maintain and test response eguipment C 20 - Competency achieved/pass
O PUAFIR204B Respond to wildfire C 20 - Competency achieved/pass
Oa PUAFR21S Prevent injury C 20 - Competency achieved/pass
| PUAFR3058 Operate pumps C 20 - Competency achieved/pass
Oa PUAOHSO0ZE Iaintain zafety at an incdent scene C 20 - Competency achieved/pass
O PUADPENZB Operate communications systems and equipment C 20 - Competency achieved/pass
O PUATEAQOLE ‘Work in a team C 20 - Competency achieved/pass

Generate and Edit Certificates

I Issue new SOA

Issue new S0A

Tick the Select All tickbox, and then click on . The certificate will now generate.

If the student DOES have a certificate already, a tickbox and a green dot will appear in the student’s row.

If you wish to reprint the certificate, click the tickbox next to the student you wish to generate the certificate for,
then click SOA.
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A pop up window will appear where you can click Reprint using Adobe Reader.
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3.Statement of Attainment for Nationally Accredited Short Courses

This process applies to Programs that have Nationally Accredited Short Courses such as the face to face courses
of AlIMS and BWA.

GO to Certificates>Accredited Certificate (Program) when a course schedule has been marked and finalised
and find the relevant Program eg. AIIMS, via a search in the Description field, on the program list. Hover over
Action and click on Manage Awards.
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You can filter down your selection range by searching for the student by name, or using the drop down tab at the
top of the screen to search for a particular course schedule and date.
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If the student DOES NOT have a certificate, an orange dot will appear instead of a tickbox in the student’s row.
Click on SOA on the student’s row. A pop up box will appear:
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Generate and Edit Cerificates
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Tick Select All and then click on .
The certificate will now generate.

If the student DOES have a certificate already, a tickbox and a green dot will appear in the student’s row.
If you wish to reprint the certificate, click the tickbox next to the student you wish to print the SOA for, then click
SOA.
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A pop up window will appear where you can click Reprint using Adobe Reader.
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Another way to reprint a certificate is to click the tickbox next to the student you wish to print the SOA for, then

Reprint Issued S0As in PDF (Zip) Reprint lzsued S0A= in PDF (Allin One)
sl or . Then

click on either of the Green Reprint buttons:
select Open.

Print a Statement of Attainment (for either a National Unit of Competency or a Nationally Accredited Short
Course):

PRINT certificate with Adobe Reader. Exit Adobe Reader. Don’t save unless you require a copy on your computer
The Statement of Attainment will automatically save to the Student’s Library under the Certificate sub-folder.

Reprint/Access a Generated Certificate (Departmental Fire Accreditation Certificate or Statement
of Attainment) via Student Library:

Go to Members>People to search for the student you need to access. Once located, click on the Action button
near the student name and click on Library. Open the Certificate Folder.
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A pop-up window appears showing two folders, Assessments and Certificates. Click Certificates
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If the certifcate has been previously generated, it will automatically be stored in this location and you can simply
double click to open and print.
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