PA INTERPRETER DASHBOARD (PAID)

You are now able to upload your Continuing Education Units
through the Dashboard!

This feature is available only to rostered interpreters who are signed up for the Dashboard. You may upload
your CEUs whenever and as often as you like throughout your renewal cycle. The Interpreter Program will
review the CEUs once they are notified by you, once you have uploaded all 16 CEUs (3 of which must be
Ethics).

For any questions regarding CEUs, please contact the Interpreter Program: InterpreterProgram@pacourts.us

For any technical questions, please contact the IT support team: InterpretersAppSupport@pacourts.us

Uploading CEUs from a Computer

It is easier to upload CEUs from your computer. You can, however, use your phone. Those
instructions can be found on page 4.
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The procedure for uploading and submitting the CEUs necessary to recertify is described in the guide at the bottom of this pag
thoroughly. Then when you're ready click the Go To My Folder button. You'll see a folder with your name on it. Open this folde
upload the certificates for your CEUs. You can do this whenever you want and as often as you want during your renewal cycle.
Once you've satisfied the requirements and uploaded all your certificates (this may happen gradually over the course of a year ¢
complete a form in order to st it your CEUs for our review. It can be downloaded via the CEU Reporting Form button
If you have questions about using this site to upload, edit or submit CEUs, please contact |nterpretersAppSupport@pacourts.us.
details are addressed in the guide.
If you have questions about the CEUs or the requirements, please contact InterpreterProgram@pacourts.u
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3. Click “Go to My Folder”.

Upload/edit your CEUs
4. You will see a folder with ‘
. . Go To My Folder
your name. Click on it to 33 Interpreter Dashboard

open the folder.

5. Once inside the folder, you can begin uploading files.
Upload your certificates and fill in the applicable

information.
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7. The upload will take a moment to complete.
The properties will open on the right side of

your screen. This is where you must fill in
the details of your CEU.
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6. Click “Upload” and choose “Files” from the
dropdown menu. Choose one file from your
computer. Alternatively, you may drag and
drop a file into the folder.
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Filling in CEU Certificate Details

1. Where it says “Properties”, fill in the details of your CEU/certificate. You will have to scroll to see all
the details.
2. The Content Type defaults to “CEU Certificate”. Don’t change this.
3. Fillin the respective details:
A. Edit name of file, please give the file an applicable, appropriate name
B. Enter name of activity
C. Check if this fulfills ethics requirement. If it does, click the checkbox to add the check mark. Otherwise,
leave it unchecked.
Add a brief description, if you feel it is needed
Add event sponsor name
Enter number of credits
Add event presenter/instructor, if applicable
Enter dates and times (you can enter them however you like)
The Status will default to Uploaded. Don’t change this.
4. Exit when finished; it automatically saves.
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Submitting CEUs for Review

Once you have uploaded your 16 CEUs (3 of which must be Ethics), you
are ready to submit them for review.

1. Download a copy of the CEU Reporting form, complete the first
page only, and upload it to your CEU folder in the same way as
you uploaded a certificate.

2. Upload as you did with the CEU certificates but set the Content
Type to “CEU Reporting Form”. This eliminates all the certificate
detail fields you would normally be expected to enter. Exit when
finished; it automatically saves.

3. Please send interpreterprogram@pacourts.us an email with the
subject line “Firstname Lastname CEU submission to review”
such as “Juan Perry CEU submission to review” and let us know
that your certificates and CEU reporting form are in your folder ready to review.

For tips & tricks, see
page 6!

Your submission is now line for review. You will be notified if anything is missing. If compliant, you will
receive a renewal packet in the mail.

Uploading CEUs from a Phone

The procedure for uploading from a phone is almost the same as from a computer. It just has
a compact and slightly different interface and requires touch gestures. If you have trouble,
use your computer instead.

1. Login to the Dashboard.
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to open your tabs.
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4. Scroll down, then tap “Go to My Folder”.

5. You will see a folder with your name. Double tap it to

open the folder.

Upload/edit your CEUs

-

. @ 6. Once inside the folder, you can begin uploading

Microsoft 365 2 :
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files. Upload your certificates and fill in the
applicable information.

7. To upload, tap the three dots that are to

the left of “All Documents”.
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8. Then tap “Upload” and “Files”.
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9. Choose any of the options that come up to
upload a file or photo. You can take a photo
or choose one previously saved to your

library.

10. Once an upload starts it will take a moment
to complete. Then properties will appear
which you must complete. You will need to
scroll. See Filling in CEU Details on page 3.
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Tips & Tricks

v" Upload whenever you like as often as you like throughout your reporting period. Use
your upload folder to your advantage. Your certificates won’t be reviewed until you’'ve
submitted them for review (see page 4).

¥ If you are missing any of the fields, the system will notify you. You will see a red tag
with a question mark, and yellow fields that say, “Required info”. Follow the
instructions below to fill out the missing fields. Also, if you accidentally get kicked out
of editing the properties, or need to edit anything, follow the below instructions to get
back to filling out the properties for the file.

On the computer FSAU-IS05-005E-CACUAZ 1935 %7 UPTDau=d

]

(]
o [

5

2020-LAnguage Acess.jpg

5D63FFID-ESAB-40C8-AT24-203230172B...3

»
~Certificate-NAJIT-test.jpg 1=

CEU Reporting Form.pdf

On the phone g-ed-banner-round-898492075.... G

&G

g@ Interpreter Dashboard

1 selected

I f Properties I

4 Version history
[ Alert me

[} Manage my alerts

® [ ’\bertificate-NAJIT-test,png G &

[1]  E4EC9299-8FBC-41D5-A26A-A2DD4D

[-7]  Test certificate .jpeg

pdate form 2023 r...
=® Al Documents ~ 7 ificate (TEST - CE...
1 metadata. X G
es, llana

bdb2a925jpg O

Preview

Share

Copy link
Manage access
Download
Delete
Automate
Rename

Move to

Copy to
Version history
Alert me

Mare

5SCA-lll?»BG-.i‘\FFS-MA?EEZ.3?2EdEsa_rdl}ljl:Ig r

Details

=1

=1

On computer: Click the three
dots next to the file name,
next to the box with the
arrow. Click on “Details” at
the bottom, this will pop up
the file properties on the
right, where you can edit the
fields. When you are done
you can exit, it will auto save.

On phone: Check off the file,
tap the three dots at the top,
then tap “Details”. The file
will open and you will be able
to add the required
information. When you are
done, tap the “X” near the
top under the funnel to exit,
it will auto save.
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v’ Deleting files:
On computer: Click the three dots near the file name, then click “Delete”. You can also

check off the file and click the big “Delete” button at the top.
On phone: Check off the file, tap the three dots at the top, then tap “Delete”.

v Tip: You may change the files to “Tiles” to get a
better visual of what you uploaded. You can always
change it back to a list format to see the fields.
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