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The Certifications/Licenses tab contains employee’s Certification and License information.

Select the [image: ] tab to add or delete your certifications/license information.  The link takes you to the Training Information page (Figure 95).  


[image: ]
Figure 95

Adding Certification/Licenses Information.  To add certification/licenses information, select the [image: ] button (Figure 96).

Note:  The ‘Cert/Lic Update Source’ column will display with either ‘Verified’ or ‘Self Certified’ in the ‘Cert/Lic Update Source’ data field column. To update certifications/licenses information that is ‘Self Certified’ as noted by an active radio button, you must delete the entire entry and then “Add” the appropriate data. You cannot update certifications/licenses information with ‘Verified’ since this information was previously entered and verified by Human Resources.   In this view, note that the ‘Verified’ certification/license entry is grayed out and not updatable.  Contact your Human Resources Office for questions relating to this information.  


[image: ]
Figure 96

The ‘Add’ page displays (Figure 97).  Enter information for your certification/license update below.  For additional information on a specific data field, select the[image: ].  
	
Notes:  
1. To search for your specific certification/license information, select the [image: clovi]flashlight or [image: ]dropdown located next to the data field you are updating. 
2. Enter date fields using the format (dd-mon-yyyy) manually or use calendar.  
· Note the date format and that hyphens are required.  If ‘03-02-2008’ is entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.  In instances where the training submitted includes a day beyond the 12th of the month, the system will display a format error.
· Entry of future dates will result in an error message that indicates the date must be less than or equal to ‘sysdate’ (i.e., the current date). 
· Calendars reflect a range of years, so users may need to select several times to find the correct year (e.g., ‘Before 1995’; ‘Before 1980’; etc.).
3.  If there are costs, be sure to enter in format 0.00 - do not enter a dollar (‘$’) sign.  For example: 150.00, 232.00, 7.37, etc.  
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Figure 97

To search for information for a specific data field, using the[image: ], the following Search screen displays (Figure 98)
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Figure 98

To obtain a quick list of information available, select the ‘Go’ button.  Once the list displays, select the ‘Quick Select’ icon next to your selection.  To view more information, select the [image: ] link (Figure 99).  Another search option is to use the wildcard (%) to conduct partial searches on long lists/tables such as “Cert” and Nurse. 

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio button in the ‘Select’ column and then selecting the ‘Select’ button. 
 
[image: ]
Figure 99









The selected information auto populates into the appropriate data field (Figure 100). 
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Figure 100


If “Training to Obtain a License” or “Training to Obtain a Certification” is equal to “Yes” then you must select the training “Course Title”. 

If training was received, select the [image: ]to list all the training you attended. Then select the appropriate training record to associate with the Certification/License.


Once all the applicable information is entered, select the ‘Submit’ or ‘Cancel’ button (Figure 101).  If you choose to ‘Submit’ but do not enter all required data, i.e., those marked with an asterisk (‘*’), you will receive an error message that indicates the missing value (Figure 102).   
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Figure 101
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Figure 102

Before certifications/licenses information is updated into the system, an ‘Electronic Signature’ must be completed.  To Electronically Sign and verify training information, select the ‘Process Transaction’ button (Figure 103).
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Figure 103

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 104) displays allowing you to print your training information. Select the ‘Continue Updating Your Information’ link to continue adding training information.
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Figure 104

Select the ‘View Your ‘MyBiz’ Account’ if you would like to view all certifications/licenses entries.  Once in this view (Figure 105), you can select the [image: ] to get more details on the certification/license. You also have a “Print Certifications/Licenses report.
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Figure 105





Once you select ‘Print Certifications/Licenses Report’ (Figures 106 and 107).   
You will receive a File Download prompt (Figure 88) with the options of opening and printing the file, or saving to your personal computer.

[image: ]
Figure 106

If you open for print, you will receive a report published in Adobe Reader (‘.pdf’) (Figure 107).  Please note in the sample report that the first screen is only page one of three, so you will need to select the down arrow[image: ] to obtain the succeeding pages.
[image: ]
Figure 107

Should you choose the save option in Figure 106, you will be prompted to select the location for the file (Figure 108).

[image: ]
Figure 108


Deleting Training Information. Should you choose to delete a self-certified entry, select the radio button for the appropriate course then select the [image: ] button (Figure 109).
	.
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Figure 109

You will receive a warning prompting another decision (Figure 110).
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Figure 110



If you select ‘No’, you will be returned to the Certifications/Licenses Information view. If you select ‘Yes’, you will receive a notice confirming the deletion (Figure 111).
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Figure 111
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