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Course Certifications Overview

Students have the opportunity to earn a variety of industry certifications while enrolled in Career and 
Technical education courses. These industry certifications are typically earned by passing a specialized 
technical assessment, which may include a written and/or practical exam component. 

ClassMate allows a school to identify all industry certifications that students are eligible to achieve for a 
specific course. ClassMate users can then indicate which industry certifications the students achieved. 
These certifications are often a required (state dependent) state reporting component. ClassMate offers 
an optional automation function to assist users with student credentialing. 

What we’ll Learn…..

Curriculum Management
-Instructional Course Offerings

Auto Certification Radio Button
-Assessment/Credential Management
-Industry Certification Management

Link Industry Credentials to courses

Student Processing
-Student Industry Credentials

Mark Y or N for credential earned 

Module  & Report Assignments

Modules
- Assessment/Credential Management
- Industry Certification Management
- Instructional Course Offerings
- Student Industry Credentials

Suggested Reports

-Industry Credentials by Student
-Course Certifications without  
Certifications



Industry Certifications

3

Instructional Course Offerings
Prior to using the Industry Credential functionality users have the option to enable automation that will 
assist in marking student credentials as earned. This feature is optional and is enabled at the class level.

Getting Started

Double Click My Modules > 
Double Click Curriculum 
Management Folder > Click
Instructional Course Offerings 
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Industry Credentials Tab
On the left hand side of the screen you will see the programs, courses and classes. To enable the optional 
certification automation you will need to navigate to the class level. 

Navigate  through the Programs, Courses and finally to the class.

Select the Basic Information Tab 

Select the Auto Certification radio button 

Select “Save” 
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Assessment/Credential Management
Prior to using the Industry Credential functionality users must ensure any needed Industry credentials are 
setup in ClassMate. Industry credentials recognized by the state for reporting  will require specific setup so 
they will be recognized. 

Getting Started

Double Click  My Modules 
> Double Click Curriculum 
Management Folder > Click
Assessment/ Certification 
Management

Industry Credentials  Tab
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Industry Credentials Tab
On the left hand side of the screen you will see pre-loaded Industry Credentials listed. ClassMate populates 
the listing based on your state and reporting requirements.  The need may arise when additional 
credentials need to be added. The process for adding credentials NOT already listed are below.  To create a 
new credential:

Select the Industry Credentials Tab

Select the GREEN arrow button to create the next available 6 digit ID. It is a best practice to all the system to create 
the number. 

Enter the Certification Name

Enter the Alternate Certification ID. This ID must match

Enter the Provider Name. For Example, American Red Cross

Select “Save” 
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Industry Credentials Management
Once you have reviewed the available Industry Credentials within ClassMate, users must then link the 
credentials(s)to the appropriate courses. 

Getting Started

Double Click  My Modules 
> Double Click Curriculum 
Management Folder > Click
Industry Credentials 
Management

Upon opening the module, 
all active  courses & classes 
will be listed along the left 
side of the screen. 
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Industry Credentials Management
On the left hand side of the screen you will see all the active courses and classes listed. The module 
defaults to view selected and only the industry credentials linked to each course will display. 

To see all industry credentials & link to the appropriate course follow the steps below.

Select the View All radio Button

Scroll through to locate the Program and Course desired. You can ensure the course selected as it will display at the 
top of the screen.

Scroll the Industry Credentials listing to located the item needed. Click the box to the left of credential name to select. 
The credential will change to a blue color after it is linked to course. 
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Student Industry Credentials 
Prior to using the Student Industry Credential functionality to record earned certifications, users must 
ensure any needed Industry credentials have been setup and linked to the proper course in ClassMate. 

Getting Started

Double Click  My 
Modules>Double click 
Curriculum Management 
Folder>Click Assessment/ 
Certification Management
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Student Industry Credentials
On the left hand side of the screen the student list will display.  To enter student credentials follow the 
steps below.

Select the Student  by double clicking or opening the items under the student name by selecting the + sign

Select the Course

Scroll the linked Industry Credentials listing to located the item needed. In the Passed column, select the drop down 
menu to select “Y” for yes or “N” for no.

In the Date Taken column enter the date in the following format: MM/DD/YYYY. 
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Certifications Reporting

The ClassMate Industry Credential report that displays
the credentials a student has earned can be found in: 

• Select the  Reports Folder 
• Double click Student Processing 
• Navigate to the  Industry Credentials By 

Student Report

If you do not see this report, contact your Classmate
system administrator for assistance. 

You can identify any courses that do not have
credentials linked by using the:

• Select the  Reports Folder 
• Double click Data Validations
• Navigate to the  Courses without 

Certifications Report
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