
 Standard Operating Procedure 
Process: Creating and Assigning a Certification 

Purpose: This document will outline the process of creating and assigning a certification in the TraCorp system 

Owner: 
 

Arizona Learning Center Date: 4.15.2019 

Revision: 1.1 

Creating a Certification – Part 1  
Notes Action Action 

Detail 
Screenshot 

 1 Log in to 

TraCorp. 

Enter your 

UGA 

username 

and password 

and click Log 

In. 

 



 2 From the left 
menu, click on 
the 
‘Certifications’ 
Tab. 

 

 
 3 Click ‘Add 

Certification’. 

 

 
The Title 

should 

correspond 

with the 

content that 

4 Add a Title for 

the 

Certification 

in the ‘Name’ 

field. 

The Title 

should begin 

with your 

‘Agency 

Identifier’. 

 



will be chosen 

for the 

certification. 

For Example: 

AD – New 

Hire 

Certification 

 5 Choose the 

preferred 

‘Assignment 

Period’ 

Option 1: 

‘From 

Assignment 

Date’ will 

have the 

Certification 

due within a 

specified 

amount of 

days from the 

assigned 

date. 

 

Option 2: 

‘Due On 

Specific Date’  

will have the 

Certification 

due before a 

Specific Date. 

This will give 

the option to 

set the 

Certification 

as a “one 

time” event 

 
 

Option 1: 

 
 

 

 

 

Option 2: 

 



or annual 

Warning 

Period is used 

for email 

notifications. 

Use the 

amount of 

days prior to 

assignment or 

expiration 

that you want 

the students 

to be notified. 

6 Choose the 

preferred 

‘Certified 

Period’ 

Option1: 

‘Expiration 

Type: Days’ 

This will 

determine 

how many 

days the 

certification 

will last once 

issued.  

 

Option 2: 

‘Expiration 

Type: Date’ 

This will set 

the 

certification 

to expire on 

the chosen 

date. This is 

also where 

you can set a 

certification 

to expire on a 

yearly basis 

by using the 

‘Date Type’. 

 
 

 

Option 1: 

 
 

 

Option 2: 

 



Grace Periods 

are not 

required 

7 Determine if 

the 

certification 

needs a Grace 

Period 

Choose how 

many days 

you want the 

grace period 

to last and 

when the 

user is to 

receive 

notifications. 

 

 8 Click the 

Content Tab 

 

 



Multiple 

pieces of 

content can 

be selected if 

desired. This 

should only 

be used if 

there are 

associated 

resources for 

the content. 

 

If multiple 

courses need 

to be 

selected, it is 

recommended 

that a 

‘Learning 

Track’ is used. 

9 Select the 

content that 

is going to be 

used for the 

certification 

 

 



This is not 

required if 

content has 

already been 

assigned from 

the previous 

tab. 

 

When using a 

Learning 

Track, the 

Certification 

will not go 

into effect 

until all 

associated 

courses are 

complete. 

10 Click the 

Learning Track 

tab to assign a 

Learning Track 

to the 

certification 

 

 



This will allow 

the assigned 

owner to 

make changes 

to the 

certification. 

 

Owners must 

be Full UGAs. 

11 Assign an 

owner for the 

certification 

1. Click the 

‘Ownership’ 

tab.  

 

2. Click ‘Add 

Owners’. 

 

 

 

 

3. Search for 

the desired 

user. 

 

 

 

 

 

 

 

 

 

 

4. Click ‘Select 

User’ 

 

 

 
 

 
 

 

This is not the 

last step. 

Certifications 

12 Click ‘Save’ to 

finalize the 

creation of 

 

 



 

must still be 

assigned to a 

User Group. 

the 

Certification. 

Assigning a Certification - Part 2 

 

 

1 From the 

Admin 

Navigation 

tabs on the 

left, Click on 

‘User Groups’ 

 

 

 



 2 Double Click 

the desired 

User Group 

 

 

 3 Click ‘Assigned 

Certifications’ 

 

 



 

 

Multiple 

Certifications 

may be 

assigned if 

desired. 

4 Select the 

desired 

Certification(s) 

to assign 

 

 

 5 Click ‘Save 

Changes’ 

 

 


