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Process Flow: Becoming a Training Program

School / Institute 
requests the State Board 

to become a Training 
Program

Once approved, 
the State Board 

contacts 
Credentia with 
approval and 
school details

Credentia 
activates 

account, and 
sends welcome 

email to 
Training 
Program

The Admin / 
Instructor at the 
school activates
their account by 
clicking on the 
link within the 

welcome email. 

Additional 
instructors / 

admins can be 
added through 

the state. 

Full access to the 
Training Institute 
Console, to view 

students, approve 
applications, 

assign vouchers, 
see reports, etc. 

• To become a Training Program, please contact the Tennessee Health 
Facilities Commission and submit your application there.  

• Once the State approves the application, it will be sent to Credentia for 
account creation and access. 

• Credentia will contact the Training Program via email with Program Code 
(unique identifier) and process for student management, approvals and 
vouchers. 



Credentia Login

• Go to www.credentia.com to log in
• Click on Login on the top right corner of the screen

• Type in your registered email ID and Password to login
• Click on Login 

• To reset your password, click on Forgot Password? 
• Type in your registered email ID and click on Submit.
• Check your email for an Access Code to reset the 

password.

1.

2.

3.

http://www.credentia.com/


Training Institute Console Menu

Console 
Identifier

Profile Icon

Left Navigation 
Panel

• The Credentia Training Institute Console has a left navigation panel, with tabs 

for different functions

• The top right menu bar shows the console identifier (Training Institute), Self 

Help Guide Icon, and Profile Icon

• Clicking on any of the tabs on the Left Navigation Panel will display the details 

of that page in a Main Page view 

Self-Help



Pre Registration Candidates – Bulk Import

Upload Candidates

•When a training program begins a 
class the training program should 
upload the candidate's information 
into the Credentia platform through 
the Pre Registration Candidates tab. 



Pre Registration Candidates – Bulk Import

• Click on the “Pre Registration 
Candidate” button • Click on the “Bulk Import” button

• Click on “Download Template” button

1. 2.

3.



Pre Registration Candidates – Bulk Import

• Locate and open file named “Candidate Details” within your computers download file location
• Fill out the form Information
• Save to your computer

4.

Form Details Legend
FirstName First Name of Candidate

MiddleName Middle Name of Candidate

LastName Last Name of Candidate

Gender Drop Down Menu (Male/Female)

Address Street Address of Candidate

City City of Candidate

Zipcode Zip Code of City

State Drop Down Menu (Select State)

StateCode Enter two (2) Letter designation for state

PhoneNumber 11-Digit Phone Number of Candidate

EmailID Email of Candidate

EstimatedGraduationDate Estimated Graduation Date

ClassStartDate Class Start Date

Repeat (Took Training Program Before) Drop Down Menu (Yes/No) 

5.
• Choose the Option to upload your document

1. Click the “Click to Upload” Button
2. Drag and Drop your file into the field



Training Institute Console – Approving Students

There are two ways of validating course completions for the students

Option 1: By Course Completion
• Select “Course Completions” from main menu 
• Access all verification requests by course completion 

date 
• Allows for easy reconciliation against class lists
• Includes candidate multi -select feature to complete full 
• class verifications in seconds

Option 2: By Candidate Name
• Select “Candidate Search” from main menu 
• Best option to quickly find a specific candidate 

All active training program users will receive a Credentia alert email for 
each candidate seeking course completion verification







Training Institute Console – Verifying Applications
Option #2: By Candidate Name

Start typing candidate 
name in search box

Select view icon for 
the candidate to 
display the verification 
page for the candidate

Correct the 
completion date if 
necessary or select no 
changes

Submit or reject the 
verification request for 
the candidate (must 
provide a reason for a 
reject)

Candidate Name

Candidate Verification

• At the time of successful completion of training, the training program user will log in to 

the console and provide the course completion date, upload the training program 

completion certificate and approve the application. 

• If the candidate does not validate their information, then they will not be available to the 

training program for course completion entry.

• If the candidate did not successfully complete the course, you can reject the application. 

5 UPLOAD



Training Institute Console – Verifying Applications

Option #1: By Course Completion Date

Enter course completion 
date range

Select pending records 
value for the desired 
course date

Select the checkbox for 
the candidate you want to 
verify (you can select 
multiple candidates as 
desired)

Correct the completion 
date if necessary or select 
no changes

Submit or reject the 
verification request(s) for 
the candidate(s) selected 
(must provide a reason for 
a reject)

• At the time of successful completion of training, the training program user will log in to 

the console and provide the course completion date, upload the training program 

completion certificate and approve the application. 

• If the candidate does not validate their information, then they will not be available to the 

training program for course completion entry.

• If the candidate did not successfully complete the course, you can reject the application. 



Training Institute Console – Approved in Error

1. Go to Candidate Search in Left Navigation Menu • Select the Approved tab
• Type Candidates name in Search Bar
• Click Eye Icon in Action Column

2.

After Clicking the Eye Icon. This Action will then provide 
the details of the Candidates Approved Application



Training Institute Console – Approved in Error

Note

Once the submit button is pressed. 
A message will be sent to the 

candidate notifying them of the 
change request. This will inform 

the candidate that they will have to 
fix the error before continuing with 

their application process.

Click Add Change Request button Click the + Add New

• Type the reason
• Click Save or Cancel

• Click Submit A notification pop -up will be 
shown to notify that the request 
was submitted successfully

3.

5. 6. 7.

4.



Purchasing Vouchers – Step 1

• On the left navigation panel, click on Voucher

• On the top right of the screen, click on Buy New Voucher



Purchasing Vouchers – Step 2

• Click on the + icon to choose the required quantity for each voucher type and select the 

“Add to Cart” button



Purchasing Vouchers – Step 3

• You can pay by Credit/Debit Card, Bank Account or PayPal. Select the preferred method of 

payment and add the prompted information on screen, the click on “Pay”.



Managing Vouchers – Assigning Vouchers

Click on a Voucher Type on the voucher summary page to see the voucher details.

On the Available tab, click on +Add Candidate next to the voucher to be assigned.

Select from the Candidate Name list or type the 

name in the search box.

Click on the Candidate Name once it shows up. 

Click on Assign next to the candidate’s name.

1. 2.

3.



Managing Vouchers – Unassigning Vouchers

Click on a Voucher Type on the voucher summary page to see the voucher details.

On the Voucher List, Select the Assigned Tab.

This will show all candidates that have been assigned a voucher.

Locate the candidate you want to unassign the voucher.

Click on the         Icon in the Action section.

After clicking the         Icon you will then receive a 

notification and the voucher can be seen in the Available 

tab.

NOTE

Once the candidate selects the 

voucher for their exam and adds it 

to their cart, the voucher becomes 

locked to that candidate.

You will NOT be able to unassign 

or reassign the voucher after this 

point.

1.

2.



Managing Vouchers – Distributing Vouchers

To distribute vouchers to candidates not registered on Credentia: 

On the Voucher summary page, click on the 

icon to download the Voucher Name.
The complete list of Voucher Codes will be downloaded as an 

excel file on your local computer. 

You can see the status of each, as well as the expiration date. 

1. 2.



Reports

Click the Reports Icon on the 
left Navigation Menu1. Select Report

Note: Clicking the report will navigate to a new page.2.



Thank you

Credentia Support:

Support@credentia.com

888-204-6249 (8:00 AM to 8:00 PM EST)

Program Support - programcoordinatorteam@credentia.com

Facility Support - facilitysupport@credentia.com

Voucher Support - vouchers@credentia.com

General Support - Credentia Self - Help Guides

mailto:programcoordinatorteam@credentia.com
mailto:facilitysupport@credentia.com
mailto:vouchers@credentia.com
https://help.credentia.com/en
https://help.credentia.com/en
https://help.credentia.com/en
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