
Sending Certificates to Customers 

1. When a customer emails or calls requesting a certificate you will go into the Admin 
Center of the CLMS.  Search for the person requesting the certificate. 

 

 

 

 

 

 



2. Open the account you are accessing certificates for to get their User ID and password. 

 

3. Open another window and go to the CLMS Student Center.  Click the Transcript Icon. 

 

 

 

 

 

 



4. This will prompt you to enter the user name and password.  You can just copy and paste 
from the admin center page. 

 

5. Click the Select button of the session they are requesting the certificate for. 

 

6. Then go to the workshop content tab. 

 



7. Click the Certificate of Attendance link. 

 

8. This will open the PDF of the document.  Click Save to save it to the desktop to email to 
the customer. 

 



9. Save the file with the name of the customer.  If they are requesting more than one 
certificate you should also put a portion of the name of the class they attended. 

 

10.  Then go back to the email from the customer and reply with the certificates attached. 

 

11.  Repeat the steps for multiple certificates requested. 


