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How to Complete Your myRecordTracker Requirements 
Each requirement within your myRecordTracker profile requires a response in the student input section. If a 
document is required, please provide a completed copy of the document. If a question is asked, please respond to 
the question asked. Once a requirement is met, you will see “Pending Approval” appear in the status column. Once 
the requirement is approved, the requirement status will show as “completed”. * It is necessary that all 
requirements are completed by the due date indicated within the profile. 
 
A required document may be provided in two ways. 

• A scanned copy can be uploaded directly to your myRecordTracker account by clicking the "UPLOAD" 
button below. 

• If you are unable to upload, the document can also be faxed or mailed to Certiphi Screening. Please click 
the "FAX/MAIL" button below to generate a cover sheet to include when faxing/mailing document(s).  

 

 
 
If applicable, the opportunity also exists to attach a single document to multiple requirements. If you choose to 
upload your document, you will be directed to the Upload Document section of the website (shown below) .This 
will allow you to select and submit the necessary document:  
 

 
 
Once submitted, you will be given the opportunity to review the document that was uploaded, along with naming 
the document on the myRecordTracker website. This section will indicate which unfulfilled requirement(s) are left. 
You can decide to attach your document to multiple requirements or just one requirement by checking the box to 
the left of the unfulfilled requirement. 
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