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 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

Department of
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Water & Planning  KAL#18®]
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icate (Program)

Ac:re ited Certificate (Short Course)

ourse

® Upcoming Schedules

Certificates
# Open Certificate Register
® Manage Templates
 Issue Qualifications or SOAs
® Issue Non-AQTF Certificates

1. SEARCH for the Course Schedule you want to result (e.g. General Firefighter Validation Course) uncheck any
checkboxes 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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 Non Accredited 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 Competent status
by ticking the check box. Select Department DFA under the certificate template section at the bottom of the page
then click Generate Certificates.

Non Accredited Certificate

@

Schedule: [14769] General Firefighter Validation-2036 Course: [7527] General Firefightet Validation

Schedule Date: 281112016 - 211212018

Course Schedule Students

> 52066 David Hadenfeldt 674 21272016 2n20m
ES 5309 Harrison Baker Competent 675 21272016 21200 =
> 54103 Jack Wilson Competent M6 &}
> 54041 Jacob Morgan Competent 634 2122016 12200 s
> 50368 JAMES GORMAN Competent 635 61272016 612202 ]
kS 54101 Michael Laurie Competent 636 6/12/2016 6127200 =
> BN MICHAEL MACKENZIE Competent 637 6122016 61272021 (]
> 54040 Terry Armistead Competent 638 2127016 22000 i}
> 25680 TOBY STRINGER Competent 01272016 (&}

I Degartment DFA - I

Generate Cerfiicales

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.
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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  Reprint  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) s Home » Certificates » Accredited Certificate (Program)

©)

Program List

Addnew program

refighter T ¥ T T T T T T

Manage Awards Action

Edit

a1 R_GFF 0 General Firefighter 1 0315 9311 100000 0

Default Certificates
Default Prerequisites
Expiry Date

Subjects (Units)
Stages

Disable Enrclment

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.

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

Schedule ID: 14873 | Course: General Firefighter Units of Competency - General Firefighter Urits of Competency | Duration: 1/1/2017 - 31/12/2017 -

I el History Awarded Qualifications

Trainees Qualification Award
& Refresh
S = N =3 = A I
T T T ud or i) Oor alr or
» 15715 Adrian Balharrie 4/08/1990 Issue Statement of Attainment Award Qualification ] ' 16/01/2017
» 30356 ‘Cameron Penrose 12/04/1890 Issue Statement of Attsinment Awsrd Qualification O . 14/03/2017
> 41361 Dorminic Colombera 17/04/1983 Issue Statement of Attainment Award Qualification O . 09/03/2017
» 16882 EMILY PARNABY 30/08/1992 Issue Statement of Atiainment Award Qualification | ‘ 09/03/2017
» 41216 HAMISH HOLLAMBY 13/08/1985 Issue Statement of Attainment Award Qualification O . 09/03/2017
» 23625 Ian Fry 23/02/1966 Issue Statement of Attainment Award Qualification O . 19/01/2017
» 17381 James Newton 25/07/1982 Award Qualification jim| ' 15/03/2017
» 17484 JEREMY DOWNS 4/10/1986 Award Qualification
» 53880 Justin Hoy 11/10/1991 Issue Statement of Attainment Award Qualification . N

If the student DOES NOT have a certificate, an orange dot will appear instead of a tickbox in the student’s row.
Click on the lsueStatement of Attsinment oy tha student’s row. A pop up box will appear.
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[ ISSUE STATEMENT OF ATTAINMENTS

R_GFF [V.0] - General Firefighte  Trainee: JEREMY DOWNS

Filter By Schedule

Schedule ID: 14873 | Course: General Fire Issued SOA
2 Refresh
PERTIORPORIY ..., arced Quairfl | BoeOse  JcetNamber  Jlmetombe | |
T T T
Trainees Qualification Award No records to display.

Click on [EEIEER

™ ISSUE STATEMENT OF ATTAINMENTS o =

Please note: You are about to generate a new Statement of Attainment for this traines. This process will link directly to
government reporting from the system so please ensure you understand the reguired process. If you wish to ‘Reprint’ an
existing certificate, click 'Back to issued SOA’ link and click on "PDF' from ‘Issued SOA' list, Please read the user manual,
online help or ask the Bluegem Support team for clarification.

Trainee: Christopher Anderson
Back to issued SOA

Select units to appear on SOA

T T

T
PUACHS002B fisintain s=fety &t an incident scens C =
PUADPEDDZE Operate communications systems and eguipment C O
FUAFIR302E Operate pumps C =
PUAEQUDO1E Prepare, maintain and test response equipment C (]
PUAFIRZ1S Prevent injury C =
BUAFIRZ04E Respond to wildfire C (]
FUATEADDLE Work in 3 team C ]

Issue new SOA in PDF

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 print the SOA for, then click
[ssue Statement of Attainment

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

Filter By Schedule

Schedule ID: 14873 | Course: General Firefighter Units of Competency - General Firefighter Units of Competency | Duration: 1/1/2017 - 31/12/2017 -

Tl il History Awarded Qualifications

Trainees Qualification Award

T T T T

& Refresh

__
or T Oor Oor

» 15715 Adrian Ealharrie 4/08/1990 Issue Statement of Attainment Award Qualification 16/01/2017
> 30356 Cameron Penrose 12/04/1990 of Attainment Award Qualificati O @ 1410372017

A pop up window will appear where you can click Reprint using Adobe Reader.
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rds

Trainee: Billy Hinton

| Firefighter (ID: 41 T

- Gl Fet v L A
3| IRIMIESHABAM SO RGHFIHE1 StatamentOlAmainment 26756 1 13/08/3018 93946 A1 I Feprint I
vard
T Br

Hirton Aead Culificaion
Hiding Award Qulficsion
xe0y st Cuifcaion
Reyment e Qualiiceian
wLENSON Asard Qulifceion

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. AlIMS, via a search in the Description field, on the program list. Hover over
Action and click on Manage Awards.

Accredited Certificate (P rogra RE)IN - o » Cerifcates » Accrecited Cartificate (Program)

®
Program List
T T Y_ T T g T g g T T Oy drvr Odr
P P o Course in Australasian Inter-service Incident 0 o839 w1200 0 et N
Management System (AIIMS) Kiction

Edit

Default Certificates
Default Prerequisites.
Expiry Date

Subjects (Units)
Stages

Disable Enrolment

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.

22202VIC [V.0] - Course in Australasian Inter-service Incident Management System (AIIMS) (ID: 4112) *
Filter By Schedule
Schedule ID: 11378 | Course: AIMS Validation - sian | jice Incident Sys... | Duration: 13/11/2014 - 14/11/2014 -
Qualification Award History Awarded Qualifications
Trainees Qualification Award
| < Refresh
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3 i Camern Penrose 127041950 e Stement of Ao e Guuitcaton T @ sweazor
AL Do Colomben 17 lepes Statement of Atipremeny S Oupblcation g E

b 168 By PARNARY 00871550 e Statement g Anpnmeny vant Qusiticgnon i L7

3] i b HOLLAMEY 1oases |siee Simemert ot rpinmers dmart Chuablication £ @ camiioonr

3 45 lans For BRAE Luise Siatement of Atipineest dercairl Ousificasion { 1WL20ET
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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 the lsusStatementof Afainment o the student’s row. A pop up box will appear:

= ISSUE STATEMENT OF ATTAINMENTS o x

Trainee: Wayne Bell

I Issue New SO&

Issued SOA
& Refresh

I T TS e I
T T T

Mo records to display.

Ciick on [EETEERA

= ISSUE STATEMENT OF ATTAINMENTS o x

Please note: You are about to generate a new Statement of Attainment for this trainee. This process will link directly to
government reporting from the system so please ensure you understand the required process. If you wish to ‘Reprint’ an
existing certificate, click 'Back to issued SOA’ link and click on 'PDF' from “Issued SOA' list. Please read the user manual,
online help or ask the Bluegem Support team for clarification.

Trainee: Wayne Bell

Back to issued SOA

Select units to appear on SOA

T T T

VU20ETS Work within Australasian Inter-Service Incident Management System C [}

Issue new S04 in PDF

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
[ssue Statement of Attainment
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22202VIC [V.0] - Course in Australasian Inter-service Incident Management System (AIIMS) (ID: 4112)

Filter By Schedule

Schedule ID: 11378 | Course: AIMS Validation - ian 1 jice Incident Sys... | Duration: 13/11/2014 - 14/11/2014 A

BTSN  History Awarded Qualifications

Trainees Qualification Award

© Refresh
e P S - S I N TN
T T T T or T or or T
16128 Brendan Purcell 21/03/1983 w E.n/xmmu

16302 Catriona King 11/05/1959 Lssue Statement of Attainment 0 @ 310572017

36925 Christine Ferguson 11/01/1968 Issue Statement of Attainment 0oe 31/05/2017
16838 ELAINE THOMAS 6/12/1966 Lssue Statement of Attainment 01 @ 310572017

v v v v

A pop up window will appear where you can click Reprint using Adobe Reader

[ ISSUE STATEMENT OF ATTAINMENTS o x

Trainee: Brendan Purcell

Issue New SOA

Issued SOA

% Refresh
T I R
T T T
> 31/05/2017 1:28:21 PM SOA_R_AIIMS_16138_2 StatementOfAttainment_16138_2_31/05/2017 1:28:21 PM Reprint

Another way to reprint a certificate is to click the checkbox next to the student you wish to print the SOA for, then

. . . Yepri ed SOAS i i Reprint l=sued S0As in PDF (Allin One)
click on either of the Green Reprint buttons: sk il or S = . Then
open in document.

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 Library Icon
near the student name to open the Certificate Folder

B People

Add New Person [l Show /Hide Columns

= Search by Course Code or Name. ~ | Sarah Brown £ Clear Filter

Impart BUlk Training Profile Select Action...

[ Advanced Filter

Setect additional permissions.. ™ | Select relationships..

T T T

ECONOMIC
. DEVELOPMENT, JOBS
> [ 4 ’, x 24215 Sarzh Brown 12/01/1991  sarsh.brown@ecodev.vic.gov.au vic TRANSPORT AND
RESOURCES

X ENVIRONMENT, LAND,
> <[ v v MFEBNFD 53736 Sarah Brown B/01/1983  sarshbrown@delwp vic.gov.au vic WATER & PLANNING

Exportto TXT (tab-defimited) AP lrmre Al Oren Report
Get Bulk Create USi Template Bulk Create USI Refrieve Bulk Create Resulls Get Bulk Verify US| Template Upload Bulk Verify US! file Bulk Verify US|
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ople Library pop-up window appears showing two folders; Assessments and Certificates. Click Certificates

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.
ent, Land, e Y e

& - O x

mmmmm
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