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	Entering credentials on behalf of staff
	Go to the admin portal dashboard and select View Members
	I like to select just the coaches from the category field to narrow it down. You may want to also change Membership status to All if coaches have not signed the waiver yet.
	Click on the “i” on the right side of the screen next to the coach you are uploading for 
	Click on View Credentials
	Click on Upload Credential
	Choose the type of credential, then the credential name. This example, I chose NCCP, then the credential type
	Enter the start date and expiry date if applicable (First Aid, Criminal Record Check or Credentialing Certificate-mandatory). If there is a certificate, please upload in the right side by selecting “Choose File”, then select Save.
	You do not have to upload your locker transcript every time, however, one time would be very helpful! 
	You can then go back to your coaches list and work on the next one!
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