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TRAIN Florida gives you access to courses that are hosted by external providers. The courses are often
completed outside of the TRAIN system, on the provider’s website. An example of this is the FEMA
course IS-700.a: Introduction to the National Incident Management System (NIMS). These providers
often offer a certificate of completion for their course. The certificates may be e-mailed to you or
downloaded from the external site, upon completion of the course.

Once you have completed a course on an external site, and recorded the completion in TRAIN Florida,
the certificates can be uploaded and saved to the completed course listing on your TRAIN Florida
transcript. The certificates can be added at any time after completion of the course. It is recommended
you always upload these certificates when available, to provide official proof of course completion.

NOTE: For externally hosted courses accessed via TRAIN, before you can upload a certificate, you
must register for and mark the course as complete in TRAIN Florida. If you have not done so, use this
guide to help you complete the course — How Do | Manage a TRAIN Florida Course?

The following steps will guide you on how to upload the training certificates for courses you have
completed on external websites to your TRAIN Florida Transcript.

Step 1: Goto TRAIN Florida_and log in.

Step 2: On your TRAIN Florida home page - locate your learner Dashboard.

Click on the My Learning tile to open the menu.

Learner's Dashboard

[+] My Action Items Click to Expand

E My LEﬂ[rIirlg h
Course Name = Status Format

Counseling Skills In Progress Web-based
Training - Self-
study

FDOH Code of Ethics In Progress Elended Learning
Series

FDOH Information Security and In Progress Blended Learning

Privacy Awarensss 13-14 Series

FDOH Mew Employes Orientation Completed Web-based
Training - Self-
study

|15-700.3; Introduction to the Mational Completed Web-based

Incident Management System (NIMS) Training - Seli-
study

Self-Study Modules on Tuberculosis  In Progress Text-based (print

(1-5) and electronic
hased)

TRAIN Transcript Current Courses Archived Courses
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Step 3: Click on the TRAIN Transcript button.

earner's Dashboard

[+] My Action Items

[=] My Learning

Course Name = Status Format
Counseling Skills In Progress Web-based
0 0 0 0 00OV Ie
aE|f &uudw I‘nDdLIlf.:S on .uberu.ulnsm In r’mgruss .ext bdsed “Jnnt
1-5 and electronic
based)

TRAIN Transcript Current Courses Archived Courses

Step 4: After clicking the TRAIN Transcript button, you will be directed to your Transcript page.
Locate the externally hosted TRAIN Florida course on your Transcript page.

To upload your certificate of completion for this course, click on the Upload External
Certificate Button.

Coon s coms

Tip: Tosort the franscripd by column, click the titke-text of thatl calumn = . Emadl Transcript | | E .

Click on coursa title to view course details

Course Reviews Regiterad  Complated Format Pre- Final Credit Viarified Withdrawn
Aszessment Score
Score
Web-based 120000
EDOH HWVIAIDS 101 In the News Reviews 6182013 612013 Training - Sal-- MNiA paints MNiA of
study Passed
E Blended 115.00
FDOH Bloodbome Pathogens 13-14 i Contact
Reviews 1 118720 Leamni o R
See bended leaming serie transcpt ... :I 11182013 1 13 " A JEE Haurs: 1 U
Senes 00.50%
1S-700.3: Introduction to the National Incident
Managament System (NIMS]
This course is prerequisite for: [C5-400. ) Web-based
Advanced Incident Command System for Reviews 2212014 222014 Training - Self- MIA MNA A MIA @
Command and General Staff - Complex study

Incidants

|2mesper|}aga w|Filer *ABCDEFGHIJKLMNOPOQRSTUVWXY Z A

Displaying page 1 of 1, ftems from 1 to 11 of 11

A . Aemove course from Transcript
# . Edt Boore (¥ou may not edit & score for & course that has been verfied, & course that you hawe withdrewn from, or & course for which the status is updated sutomatically)
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Step 5: An Upload Certificate pop-up window will open over the Transcript page. Enter the exact title
of the externally hosted course in the Title field, this is a required field. Next, click the Browse

button, to locate your certificate on your computer.

[=] Upload Certificate

|

Title: * |IS-?DD.;Z Introduction to the Mational Incident Management System (NIMS)

| Browse... |‘

Tip: The following list of file extensions are allowed to upload: ( gif jpeg, jpg,.bmp, . pdf_png)

Please select certificate file:

|_Upload || Close |

Step 6:  After you click the Browse button, a Choose File to Upload pop-up window will open over the

Transcript page and Upload Certificate window.

Locate the certificate file in your computer or on your network. Clic
File name field. Next, click on the Open button.

k on the file, to populate the

@ Choose File to Upload R
@—\J' [ ¥] » Libraries » Documents » v | 49 || Search Documents L
Organize v New folder e 0 ®

i Favorites Documents library Arvancd bk Fokder
M Desktop Includes: 2 locations o
% Downloads Name ’ Date modified Tyg *
., Recent Places = s
Ji TRAIN_FL_LearnerTutorials_and_Scnpts_2013 10/10/201312:21 .. ile
B9 Librasies 1. TRAIN_FL_Marketing 10/8/201311:56 AM  File
3 Docanants i, TRAIN_FL_PubHealthSysPartners File
3 Music Q . WFD_Images 9/26/20133:02PM  File
= Pictures ' #] 20 Ways to Get Good Karma 171272012 13:47 AM Mic
-’ v ) BASIC TOMATO SAUCE Mic—
ideos |
%) DOH Mission Statement Midf
| B Computer X DOH_Brand_Comm _StyleGuide 093013 10/9/20134:37PM  Add
: ) £-mail_Signature 7/20/2013230PM  Mid
@ Network TL FEMA _IS700a_Cert 061413 6/14/201311:17 AM  Ad
@J OPQL4008_VoiceMail_MesshJ-lOlB 7/3/201310:40 AM M
&1 OPOT Phone |ist. LAOMIAATAM  Mic T
« ] | »
| s> File name: FEMA I5700a_Cert 061413 v | AllFiles () v
| —>{ open | Coancel
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Step 7: After clicking the Open button, the Choose a File to Upload window will close, and the
certificate file path will be in the Please select certificate file: field. To upload the certificate
to your course, click the Upload button. The certificate is now uploaded to your TRAIN Florida
transcript.

Upload Certificate = % - O B

Title: *| IS-700.a: Introduction to the National Incident Management System (NIMS)
Please select certificate file:

C:\Users\ opgilern\Documents\FEMA_IS7

Tip: The following list of file extensicns are allowed to upload: {.gif..jpeg..jpg. . bmp,.pdf,.png)

Upload lose

Step 8: Once the certificate has been uploaded, the Upload Certificate window will refresh and confirm
the upload of the external certificate. It should list the file name of your certificate.

If you find you have uploaded the wrong document - Click the Upload Another Certificate
button, re-locate your file and upload again. The new file will replace the old. You can only
upload one certificate per class.

If yvou have uploaded the correct certificate - Click the Close button.

Upload Certificate 2 % =0 @3

External Certificate for this course has been uploaded. You may click the "X" icon to remove it, or click the "Close” button to
ctlose this message.

@ FEMA 15700a Cert 061413 pdf

| Upload Another Certificate | Close |-‘—

Step 91 A pop-up window will open. It also confirms the upload and gives you the option to go directly
to the Certificates tool and print your certificate, or print the certificate later.

[

You have uploaded an external certificate, To print this certificate, please
. return to the TRAIN Home page and click the "Certificates” link in "My
I | Learning Record” or click the "Take me there now" button below to
= access the certificates page immediately.

_+E Take me there now | | Mo Thanks, 'll print my cerificate later

If you choose to click the No Thanks, I'll print my certificate later button, the window will
close, and you will be back on the Transcript page. The certificate will be available in the
My Certificates feature in your Dashboard.

If you choose to print your certificate - Click the Take me there now button.
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Step 10: You will be directed to the Certificates page. The certificate will be listed with the course
under the Certificate column. Locate the certificate title (tagged Externally Uploaded).

To print the certificate - click on the certificate title.

Certificates

' Course Registered Completed Format Score Creat Certificate
Blended Learni i Contact
FDOH Bloodbome Pathogens 13-14 1182013 11/872013  °° eaming oot COMAc FDOH Required Certificate
Series Hours: 1
91%
Web-based Training 120 Not
1 2 f L g
FDQOH HIV/AIDS 101 In the News 6182013 6182013 o, study points  Available EDOH Required Certificate
e e e Web-based Training 102 Contact NN e
FDOH Workpiace Safety 13-14 10/28/2013 10/28/2013 _ Self-study kil Hours: 1 FDOH Mandatory Certificate
Web-based Training 100 Not
H i rigntation FD i o
101772013 10172013 Self-study points  Aval DOH Required Certificate
18-7 Intr tot i Web-based Training Not 1S-700 a: Intn tion fo the National Incident
Incident Management System (NIMS) 2212014 22112014 - Self-study NIA Avallable M ment System (NIMS) (Externally uploaded)
L4 L4 Tj > M Pagesize: 20 ¥ S5items in 1 pages
_Back |

Step 11: After you click the certificate title, a File Download pop-up window [1] or bar [2] will open over
the Certificates page. It will list the Name, Type and source (From) of the file.

To print the certificate, click on the Open button.

File Download -
Do you want to open or save this file? 1
Iﬂi: Name: certificate.pdf
L Type: Adobe Acrobat Document, 29.0KB
From: fl.train.org
View Open l [ Save l | Cancel |
and/or Print
lf' While files from the Intemet can be useful, some files can potentialty
harm your computer. i you do not trust the source, do not open or
save this file. What s the risk?

Do you want to open or save MyFEMACert1.jpg (364 KB) from iLtrain.orw Open | ‘ Save |v‘ | Cancel | X 2 |
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Step 12: The certificate .pdf file will open in a new window. From this window you will only have the
option to view and/or print this document. To print the certificate, click on the print icon
in the menu bar, and follow your local printing instructions.

‘@ certificate[2].pdf (SECURED) - Adobe Acrobat Pro i LE]M
File Edit View Window Help < *
E}o«w!@t’jé\{%*@[@&@, @
e l O ‘ - '!', ’ = Tools Comment Share
Emergency Management Institute
&
'94.(“,0 s‘-"oe

FEMA

This Certificate of Achievement is to acknowledge that

Learner OPQI

has reaffirmed a dedication to serve in times of crisis through continued
professional development and completion of the independent study course:

1S-00700.a
National Incident Management System (NIMS)
An Introduction

Issued this 14th Day of June, 2013 =2 _ [(
AuTioniTE = TwyRutwil‘( s
>

Superintendent
Emergency Management Institute -

0.3 IACET CEU

NOTE: If you have chosen not to print your certificate at the time of upload you can access and
print your certificate at any time from the My Certificates tool, in your learner Dashboard.

This guide will help locate your certificate: \Where are My Training Certificates?

If you have any questions regarding the process of uploading external training certificates of completion
for TRAIN Florida courses to your transcript, please contact your Local TRAIN Florida Administrator.
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