
Directions

Guide to Entering Credentials in NCWorks

System View

1. Start on the Programs screen with 
the participant's current WIOA Case 
expanded to show all the menu 
options. 

2. Click on "Create Credential"     

3. Select your LWDB and Office 
Location from the drop-down 
menus. 

4a. Credential Information: Select 
the type of credential received from 
the drop-down list (see full list in 
next step).

Enter the date the credential was 
received by the participant. The 
date entered should match the date 
on the documentation.

4b. Type of Credential: If "Other 
Recognized Diploma, Degree, or 
Certificate (specify)" is selected, 
then the "Other Credential" field 
must be filled in with the specific 
name of the credential.
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5. Credential Verification: [Verify I 
Scan I Upload I Link]

*Although this is not marked with 
an asterisk as a required field, DWS 
strongly recommends case 
managers utilize this feature for 
data validation purposes.

6. Verify:
Select one of the WIOA Credential 
Verification options, and then select 
the method for attaching/uploading 
the documentation (Scan, Upload, 
Link).

7a. Scan
Fill in the applicable information 
and scan the documentation into 
the system. 

Include a Document Name and 
Document Tags to easily identify the 
document (e.g., 
Credential_License_June2023)

Date Received should match the 
date that is on the documentation. 
It is the date the participant 
received the credential.
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7b. Upload
Fill in the applicable information 
and select the file to upload into the 
system.

Include Document Tags to easily 
identify the document (e.g., 
Credential_License_June2023)

Date Received should match the 
date that is on the documentation. 
It is the date the participant 
received the credential.

7c. Link
This function allows you to link a 
document that is already in the 
participant's documents to be 
attached to their credential. (In this 
example there were no available 
documents to link to.)

Include Document Tags to easily 
identify the document (e.g., 
Credential_License_June2023)

Date Received should match the 
date that is on the documentation. 
It is the date the participant 
received the credential.
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9. Once you have entered the 
credential, 
scanned/uploaded/linked the 
documentation, and saved the 
entry, the system will then return 
you to the Programs menu where 
the Credential submenu will reflect 
what you just entered.

8. Associate to Training/Activity 
record: Clicking the Search 
activities/Services link will open 
another screen (see below) to select 
the corresponding code for the 
credential.
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