
Faculty	and	Advisors/Mentors	Human	Subjects	Training	Certificates	Upload	
	
Before	students	can	submit	their	applications,	faculty	and	advisors/mentors	must	upload	their	
human	subjects	training	certificates	if	the	IRB	has	not	informed	you	that	your	information	is	in	
the	system.	
	

1. From	your	Dashboard	click	on	User	Attachments.	
	

	
	

	
	
2. 	The	following	screen	will	appear.		Click	on	Add	Attachment.	

	

	



	
3. 	The	following	screen	will	appear.		Click	on	the	drop	down	box	for	Type	and	select	

Current	Human	Subjects	Training	Certificate.	
	

	
	

4. 	The	following	screen	will	appear.		Click	on	Select.	
	

	
	
	
	
	
	
	
	
	



5. 	Select	the	document	you	want	to	download	using	procedures	for	your	computer	type	
(e.g.	Mac).		The	following	screen	will	appear	with	the	file	name	you	selected	next	to	File.		
Click	Attach.	

	

	
	

6. 	The	following	screen	will	appear.		Click	Done	to	return	to	your	Dashboard.	
	

	


