Get Started: Publish Your Certifications via Manual Entry

The following instructions are for publishing a small number of certifications to the Credential
Registry. If you want to publish a larger number of certifications into the Credential Registry, we
recommend using a Bulk Upload tool. See Get Started: Publish Certifications via Bulk Upload for
more information.

If you need assistance or have additional questions, please contact the Credential Engine Partner
Success team at publishing(@credentialengine.org. or see some FAQ below for answers to commonly
asked questions.

1. Create your Credential Registry user account at https://apps.credentialengine.org/accounts. This will include
your name, email, username, title, and phone number. You will agree to a few policies (see here for additional

detail). More detailed instructions are available here.

Publish to the Credential Registry

You're only a few steps away from taking advantage of all that Credential Engine has to offer!

Register
Login

Get Started

2. Once logged in, create an organization account. Only one organization account is needed per organization.
More detailed instructions are available here.

You will be asked several questions about your organization. Here are some tips:

e [fyou are publishing your own credentials, please enter that you are a Credential Organization.
If you are publishing on behalf of one or more other organizations please enter that you are a
Third-Party Publisher.

e There are several ways to publish to the Credential Registry. We recommend you select manual
entry and bulk upload. More information on publishing methods is available here.

e If you would like more information about consuming data from the Credential Registry, please let
us know. Otherwise, don't select “We will be consuming data from the Registry”


mailto:publishing@credentialengine.org
https://apps.credentialengine.org/accounts
https://guidance.credentialengine.org/get-started-set-up-your-credential-engine-account/
https://guidance.credentialengine.org/get-started-set-up-your-credential-engine-account/

What and Why

We will be publishing data to the Registry

Select your organization's role(s) and method(s) in terms of publishing to the Credential Registry:
Publishing Roles  * Credential Organization

Quality Assurance Organization

Third-Party Publisher

Competency Framework Organization

Organization

@)
@)
O
@)
Publishing Methods * J Registry Assistant API
How do you plan to submit data Manual entry of Credentials and related information —
O
@)
O

What type of information will you
publish to the Registry?

to the Registry? Bulk Upload of Credentials and related information
Entry of Competency Frameworks and related information
Publishing Assigned to Third Party
Publisher Staging API

We will be consuming data from the Registry D

Select the method(s) in terms of consuming to the Credential Registry:
Consuming Methods *

How do you plan to consume data
from the Registry?

3. Continue to fill out the required organization properties and select Save and Submit for Approval.

Basic Information

Organization Name
Website URL *

Description

0
FEN * @
DuNs @
oPED @

Primary Phone

Primary Phone Extension
Secondary Phone
Secondary Phone Extension

Organization Email Address * o

Address

Street Address *
City *
State/Province
Country
Postal Code *




Type Information

Select all that apply.

Sector * O Private For-Profit
O Private Not-For-Profit
O Public

Types * O Assessment Body
O Business
O Business or Industry Association
O Certification Body
O Collaborative
O Coordinating Body
O Four-Year College
O Government Agency
O High School
O Labor Union
[ Magnet/Competitive Admissions School
O Military
O Alternative/Non-Traditional School
O Postsecondary Educational Institution
O Primarily Online
(O Professional Association
O Quality Assurance Body
() Secondary School
O Career and Technical School
O Education and Training Provider
O Two-Year College
O Vendor

Publishing Estimates

Provide estimates of the type and number of credentials your organization plans to include in the Credential Registry.
If you have selected that your organization will be publishing to the Credential Registry, you must provide at least one Publishing Estimate to submit your organization.

Add New Publishing Estimate

Save and Submit for Approval m

Credential Engine will be notified and quickly approve your account. You can always update your

information and add users to your organization’s account once approved.

4. Add your certifications. Log-in to your user account and navigate to the Publisher
(https://apps.credentialengine.org/publisher/ and use the “Add New / Bulk Upload” dropdown on the top left.

Select Credential under the “Manual Entry” heading.

Pubishtothe
g‘;;!:t"rsal 4+ AddNew /BulkUpload v Q View, Editand Approve Existing Information v Q Summary and Downloads v & Admin ~ £y -

Manual Entry

Credential

o ISHTOTHE CREDENTIAL REGISTRY

Competency Framework
Competency Collection

Concept Scheme

ns and the CTDL schema, visit our technical website.

5. There is minimum data necessary for publishing to the Registry. Required properties for publishing
certifications are in red.

Enter the title of the credential in the designated field labeled 'Credential Name.'

Credential Name

The official name of the credential.



https://apps.credentialengine.org/publisher/
https://apps.credentialengine.org/publisher/

Provide a summary of the described credential in the field labeled 'Credential Description.

Credential Description

A summary or description of the credential. ‘¥

In the 'Owning Organization' field, use the search bar labeled 'Search' to locate the appropriate
owning organization, which is likely the organization you are representing. Once you have found
the correct organization, click on the 'Save/Add' button to add it to the 'Owning Organization'
column.

Primary Organization Select the organization that ‘owns’ this credential. Use the custom filter of ‘My Associated Organizations' to filter to only organizations with which you are associated. ‘¥

Search Primary Organization ¥
Select an optional Custom Filter v

Credential Engine [published]

credential engine

scrcn [ Rese

Ci ial Engine [publi: ]

Found 3 Results

(sove/acd | et ]

Credential Engine provides a suite of web-based services that creates for the first time a
centralized Credential Registry to house up-to-date information about all credentials, a
common description language to enable credential comparability, and a platform to support
customized applications to search and retrieve information about credentials. Read our
Strategic Plan to learn more about what we do. Why We Do It: Through an increasing array of
credentials - such as degrees, licenses, badges and apprenticeships - job seekers, students,
and workers have more options than ever to help them get ahead. Yet, there has never been

Credential Engine provides a suite of web-based services that creates for the first time a
centralized Credential Registry to house up-to-date information about all credentials, a
common description language to enable credential comparability, and a platform to
support customized applications to search and retrieve information about credentials.
Read our Strategic Plan to learn more about what we do. Why We Do It: Through an
increasing array of credentials - such as degrees, licenses, badges and apprenticeships -
job seekers, students, and workers have more options than ever to help them get ahead.
Yet, there has never been an efficient way to collect, search, and compare credentials in a
way that can be both universally understood and maintained in a manner that keeps up
with the speed of change in the 21st century. With nearly 1,000,000 confirmed credentials
inthe U.S. alone, and likely millions worldwide, this lack of information in the marketplace

; o contributes to confusion and uninformed decision making.
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universally understood and maintained in a manner that keeps up with the speed of change

in the 21st century. With nearly 1,000,000 confirmed credentials in the U.S. alone, and likely
millions worldwide, this lack of information in the marketplace contributes to confusion and

uninformed decision making.

Choose the relevant roles for the selected owning organization's relationship with the credential in the

field labeled 'Roles for Owning Organization.' Typically, the owning organization also provides the
credential.

Roles for Owning  Select the type(s) of relationship the owning organization has to this Credential.
Organization Check OWNED BY, and all others that apply.

Owned By ¥
(O Offered By ¥
) Renewed By ¥
() Revoked By ‘¥

Select the appropriate credential type from the list labeled ‘Credential Type.” For more information about
each type, refer to the credential type definitions, which are hyperlinked in the green information box
located at the top of the list.




Badge Types
Badge
Digital Badge &
Open Badge &
Certificate Types
Certificate &
Certificate of Completion &
Academic Certificate
Basic Technical Certificate &/
Certificate of Participation &
General Education Level 1 Certificate -
General Education Level 2 Certificate &/
Higher EducationLevel 1 Certificate &/
Higher EducationLevel 2 Certificate I/
Post Baccalaureate Certificate
Post-Master Certificate &
PreApprenticeship Certificate &/
Professional Certificate &/
Proficiency Certificate &/
Secondary Education Certificate 1/
Technical Level 1 Certificate &
Technical Level 2 Certificate 1
Technical Level 3 Certificate
Work-Based Learning Certificate 1/
Apprenticeship Certificates

Credential Type  Select the type that best describes the credential, &/

We recommend reviewing the credential type definitions to ensure that you've selected the most appropriate credential type.
MNOTE: The definition of “certification” includes the nations of “revocation” and “renewal”, while “certificate” does not.

#® Certification
Diploma Types
Diploma i
General Education Development (GED) i
Secondary School Diploma &
Associate Degrees
Associate’s Degree &/
Associate of Arts Degree U
Associate of Science Degree &/
Associate of Applied Arts Degree iy
Associate of Applied Science Degree W
Bachelor Degrees
Bachelor's Degree
Bachelor of Arts Degree &/
Bachelor of Science Degree &
Master Degrees
Master's Degree &/
Master of Arts Degree &
Master of Science Degree
Specialist Degree &
Degree Types
Doctoral Degree W
Doctorate Types
Prafessional Doctorate Degree &
Research Doctorate Degree &

In the 'Subject Webpage' field, enter the web address that provides a description or summary of

information about the selected credential. This URL should direct individuals to a webpage specifically
dedicated to providing more details about the credential, rather than the organization itself.

Subject Webpage http://

Provide a URL to the web page where the subject of the resource being described is located.

The value of subjectWebpage is an authoritative location for information about the subject and should not assumed to be a persistent identifier of the subject. Y]

In the field labeled 'Credential Status,' specify the current status of the credential. If the credential is

currently available and being offered, select 'Active' as the status.

Credential Status  Select the status for this credential. ¥
® Active ¥
O Ceasing ¥
O Deprecated ¥
O Probationary ‘¥
O Suspended ‘¥
O Teach Out ¥

Enter the primary language used in or by the credential being described. The language entered will be

displayed in a drop-down menu for selection.




Language The primary language used in or by the resource being described. ‘¥ ]

Select Some Options

To store all the data you have entered, save it to the Publisher by clicking on the 'Save Data’ button
located at the bottom of the screen.

When you're done, select ‘Save this Data’ located at the bottom of the editor. To approve the data to be
published, please use the Review and Approve your data instructions below.

Subject Webpage  http://
Provide a URL to the web page where the subject of the resource being described is located.
The value of subjectWebpage is an authoritative location for information about the subject and should not assumed to be a persistent identifier of the subject. %/

Credential Status  Seject the status for this credential. ¥
® Active ¥
O Ceasing ‘¥
O Deprecated ¥
O Probationary ¥
O Suspended ‘¥
O Teach Out ¥

Language The primary language used in or by the resource being described. ¥ ¢

Save Data m Publish Un-Publish Delete

Select Some Options

Alternatively, if you want to upload and publish a large number of certifications, you can use our bulk upload
tool. See Get Started: Publish Certifications via Bulk Upload for more information.

After you save, you will be directed to a menu of additional properties. You may include additional
information about your certifications. We also strongly recommend providing data that holds great value for

data users. We have recommended benchmarks
(https://credreg.net/registry/benchmarks?benchmark=certificationlicense) for publishing certifications.


https://credreg.net/registry/benchmarks?benchmark=certificationlicense
https://credreg.net/registry/benchmarks?benchmark=certificationlicense

Sample Certification

+ AddNew /Bulk Upload ~

Q Search v

Credential Engine Administration - Sandbox &

Q Summary and Downloads v

£ Tools v & Admin ~

Certification

& Rachel Vilsack +

Credential »

Occupations and Industries »

Instructional Program Type »

Credential Connections »

Included Credentials »

Uses Verification Services »

Estimated Costs »

Has Support Services »

Transfer Values »

Has Rubric »

Financial Assistance »

[
[
[
[
[
[
| Conditions and Requirements »
[
[
[
[
[
{

Organizations that Offer this Credential »

[ External Third Party Quality Assurance »

ast Updated:Rachel Vilsack, 7/18/2024 10:31:15 AM

Publish

Delete

Expand panels to include additional information. Remember to click the “Save Data” after entering any

additional information.

The final step is to approve your data to be published. From the navigation bar at the top of the page, click on
the dropdown menu labeled ‘Summary and Downloads.” From there, select ‘Organization Summary and
Downloads’ to be directed to your Organization Summary Page.
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7. On your Organization Summary Page, select the ‘Credentials’ tab. The ‘Credentials’ tab will
display all of your uploaded credentials. To easily approve your credential data, select the ‘Select
All’ button located on the right-hand side of the screen. This will select all your credential data
to be approved at one time. Once the credentials have been selected, click on the green ‘Approve
All Selected Items’ button located at the bottom of the screen.

My Organization REIE«LELLEIRE 164 Assessments 5 Condition Manifests 1 Competency Collections Download Data Summary

ummary of available Credential information.

she: Is Not Published Is Approved Is Not Approved Needs Reapproval Does Not Need Reapproval

Republishing

Select Al

HName Links. Status
365 Certified: Details Edit Histary Approved, Published

Links Seatus Last Uipdated Approved On Published On
Details Edit History  Approved, Published 2024-04-02 02 2024-04-02 07:47 PM 2024-04-0

Ce
Name Links Status Last Updated Approved On Published On

MCSE: Mobility (Deprecated) Details Edit History ~ Approved, Published

Approve All Selected Items i Un-Publish All Selected ltems.

Selected Oitems  Delete All Selected Items

You can always come back and add more properties to your credentials. We greatly encourage adding
supplementary information as well, which are happy to advise on, including:

e Competencies and competency frameworks

e [earning Opportunities

e Assessments

If you need assistance or have questions, please contact the Credential Engine Partner Success

team at publishing@credentialengine.org or see some FAQ below for answers to commonly asked
questions.


mailto:publishing@credentialengine.org

Short Policy Descriptions for Creating a User Account

Privacy Policy: how we use your account information.

Terms of Use: how to use the website legally, your rights, disclaimers, etc.

Publisher's Agreement: publishers will upload the required properties, information will remain
accurate and current, publishers have permission or rights to upload it, publishers may not upload
any personal information about individuals, etc.

e Minimum data policy: Descriptions of required, recommended, and optional properties:

o Required: These terms must be included to publish to the Registry.

o Recommended Benchmark: These terms are best practices to publish information to the
Registry. In part, they are based on the type of credential. Recommended Benchmarks are
valuable to employers, students, application developers, state agencies, and others.

o Optional: These terms are optional for publishing to the Registry, but may only be useful
in some circumstances.

e Currency Policy: For each credential published, the entity issuing that credential will be asked for
an estimate of how frequently the information about that credential is likely to change. If there
have been no updates provided in that timeframe, Credential Engine will automatically follow up
with the owner to confirm that the existing information remains accurate. If changes need to be
made, the owner, working with Credential Engine, will determine if a new version is warranted or
not. If no changes are made, the currency clock on that credential is reset. If Credential Engine
cannot contact the owner, actions may be taken to protect data consumers from seeing outdated
data.

rtification Publishing FA

1. Many states are creating state credential registries on Credential Engine. Will the states pull from
Credential Engine data or will we, as an education/training provider, be starting from scratch
entering all of our company information, exam information, and credential information for each of
our certifications?

We are working to ensure that states know about and leverage data on industry-based certifications
already in the Registry as they develop their libraries. Each states' policies vary in terms of requirements
from certification bodies to be listed on, say, an industry-based or master credential list. However, we are
doing our best to align data requirements whenever possible to avoid duplicate data efforts. That's the real
value of the Registry - for you to publish rich data on your assessments and credentials in one place for all
states to use that data in their credential libraries.

2. WhatifI find an old version of my organization or a parent organization already has a Credential
Registry account?

Please contact the owner of that account or ask us to put you in contact. Then, there can be an ownership
transfer, or you can become a third party publisher for that organization.


https://credentialengine.org/privacy-policy/
https://credentialengine.org/terms/
https://credentialengine.org/publishers-agreement/
https://credreg.net/registry/policy#mindata
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3. What is the difference between a certification and a certificate and other credential types?

Certifications: Time-limited, revocable, renewable credential awarded by an authoritative body for
demonstrating the knowledge, skills, and abilities to perform specific tasks or an occupation.
Certifications can typically be revoked if not renewed, for a violation of a code of ethics (if applicable) or
proven incompetence after due process.

Certificates: A Credential that designates requisite knowledge and skills of an occupation, profession, or
academic program. A certificate program is typically associated with successful completion of a specified
learning opportunity and achievement of a specific learning outcome. Those awarding certificates do not
typically include ongoing requirements for maintenance once granted.

Licenses: Awarded by a government agency or other legal authority, typically through a combination of
attainments, and on a time-limited basis

Badges: Should be used when a badge is not any of the other types. If your certification, certificate, etc.
issues a badge to students for that particular achievement (i.e. not a badge that is part of the certificate),
you can add a property (Verification Service Profile) to indicate that the certification issues its own badge.

More details on our Credential Data Types.

4. Is there any personally identifiable information on Credential Registry?

No. We collect some basic information about your organization when you create an account so we know
who is publishing. That info is not shared or visible from the Registry. No information about individuals
(students, users, etc) is on the Registry.

5. There are different methods (manual or bulk upload) to publish to the Registry. What should I use?
If you are only adding a few certifications, you may like the form-style manual entry. For more than 10
certifications or if you're more comfortable with spreadsheets, select the CSV bulk upload. This option
requires specifying one or more organizations that own (as opposed to only offer) the credentials. If
you've got the capability, publish by Registry Assistant API.

6. My certifications are available as digital badges. How can I add them to the Credential Registry?

If you already use digital badges for your credentials, you can now upload them directly to the Registry!
Badge platforms that follow the Open Badge standard are eligible, including Credly and Canvas
Credentials (formerly Badgr). See our instructions for this process here.

7. Is there a cost as an individual publisher?

No costs if they directly use our bulk upload and manual entry. Depending on the API scenarios, could be
a Developer Agreement and cost for support. Or other more complex scenarios where the credentialing or
other type of organization needs support beyond our no-cost services. See our services packages that

begin with free services https://credentialengine.org/services/

10
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Do you have some good examples of published certifications?

The below examples demonstrate certifications published to the Registry with sufficient information
about their assessments, renewal, and revocation processes. In addition to those details, they also include
information about costs, competencies, quality assurance, and other important details.

e (CCO Mobile Crane Operator Certification

e (ertified Information Systems Security Professional

e Associate Safety Professional

11


https://credentialfinder.org/credential/331/CCO_%20Mobile_Crane_Operator_Certification
https://credentialfinder.org/%20credential/9/Certified_Information_Systems_Security_Professional_(CISSP)
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