How Can Training Programs Upload Candidates To Test In Bulk Batches?
Training Programs can upload Candidates individually or in batches based on their preference.

Refer to the process steps below.
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+ Toreset your password, click on Forgot Password?
» Typein your registered email ID and click on Submit.
+  Check your email for an Access Code to reset the
password.
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» Locate and open file named “Candidate Details” within your computers download file location
« Fill out the form Information
I * Save to your computer
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MiddleName Middle Name of Candidate
LastName Last Name of Candidate
Gender Drop Down Menu (Male/Female) Sulk import x
Address Street Address of Candidate
Downlosd Templete

City City of Candidate
Zipcode Zip Code of City
State Drop Down Menu (Select State) \L
StateCode Drop Down Menu (Select State) Click to Upload or drag and drop
PhoneNumber 11-Digit Phone Number of Candidate
EmaillD Email of Candidate (Cearce) (N

i i d duation Date
ClassStartDate Class Start Date
Repeat (Took Training Program Before) | Drop Down Menu (Yes/No)
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+ The process of your
file upload (Full Blue

Bar = File Uploaded) First Name First Name of Candidate
+ Select the “Cancel” Middle Name | Middle Name of Candidate
button to cancel the Last Name Last Name of Candidate
operation Email 1d Email of Candidate
* Select the “Submit” Created On Date of Upload
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+ Candidate will receive an email to continue their registration with Credentia and continue with the
application process to schedule for an exam
Hi (Candidate Name),
Your g Program / School has submitted y.
hel your testing journey.
To please use the link
account
Your Temporary password is: 123456789

You will be prompted to create a new password after you log in

for the firsttime

To assist you with the next steps after you have activated your

account. Visit Credentia Self-Help Guides to explore helpful

resources tailored for you.

Sincerely,

The Credentia Team -

If you feel that you received this email in error, you can ignore

this email.




