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AGENDA

o Approving Student Applications

o Change Requests 

o Purchasing Test Vouchers

o Managing Test Vouchers

o Adding User Accounts

o Managing Reports



Logging In

• Go to www.credentia.com
• 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.

http://www.credentia.com/


Training Institute Console Menu

Self Help Guides Shopping Cart
Left Navigation 

Panel

To view and action student applications by date

To view and action student applications by name

To purchase and manage exam vouchers

To add / edit users

To view reports 



Process Flow

1. Complete state 
training requirements 

2. Create Credentia 
Account (Iowa page)

3. Submit Application
4. Training 
Program 

Approval?

Submit Corrected 
Application

5. Register for Online 
Exam & Pay Fees

6. Take the Exam
7. Passed 

Exam?

8. Endorsement 
Viewable in Iowa 
License Lookup

Retake Exam 
(3 attempts overall)
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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 Program 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)



Training Program 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



Change Requests

In case you’ve already approved or rejected an application and wish to make changes, submit a Change 

Request form, which will be sent to the Student, along with instruction on what needs to be changed. 

1. Go to Candidate Search on the left navigation panel, and click on the Approved tab, then click on the 

View icon for the Student you wish to change the status for. 

2. This will take you to the Change Request screen, click on Add Change Request.



Change Requests

• Click on +Add New on the right panel.

• Add the notes on what needs to be changed by the Student and then click on Save, then 

click on Submit. 

• This now goes to the Student’s Credentia account in order for them to make changes to the 

application, after which it will come back to your console for further action.



Purchasing Vouchers - Step 1

• 1. On the left navigation panel, click on Voucher

• 2. 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

$70

$70



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”.

$70

$70

$630

$630



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 name3

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 Vouchers. 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



Adding Users

Activate/deactivate a user with the status toggle

Select the edit icon to change profile information for a user

Select the “Add New User” button to add a new training program user

Fill in the details of the new user and click on Submit. 

After adding a new user, Credentia will send an automated email to new 

user with a temporary password



Disabling Users

Activate/deactivate Users with the status toggle

Click the pencil icon to update profile information for Users



Reports

Log in to the Credentia Platform, then select the Reports Tab. Choose the report you need and pick the exam date range you 

want to see. If you’re looking for a specific training program, you can filter by that too. To save the report, click the 3 dots in the 

top right corner of the report and choose to export it as an Excel file or PDF.

Filters Download



Types of Reports

• This report shows specific pass rate percentages by training program.

• The report displays the number of exams delivered and the pass rates overall. 

Training Program Cumulative

• This report shows specific pass rates by training program. 

• This report is like the Cumulative report, in a different format. 

Training Program Performance

• This report shows specific pass rates by training program.

• This report displays the  number of exams delivered and the pass rates for each 
content area of the exam. 

Training Program Report

• This report displays data at candidate level, along with training program  pass 
percentage.

• This report includes exam details and results.

Roster Pass Fail by Training Program



Report Formats

Once you’ve selected the filters, you can view the reports in a graph layout, as well as in the 

detailed tabular format.

Graphs

Detailed Info



Thank you

Credentia Omni-Channel  Support:

Support@credentia.com

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

Webform located at https://www.credentia.com/contact-credentia/
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