
Section 5 – Add-on Certifications 
and Renewal 

 New Certifications for Category 2 
(G/J Tube) and Category 3 are 
considered “Add-on” Certifications to 
the prerequisite Category 1 
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Add-on Category 2 or 3 Certifications 

1. Create a Course for Cat. 2 or 3 
2. Create a Session 
3. Find the DD Personnel with existing Cat 1 
4. Click on the Personnel’s SS# to go to their file 
5. Choose “Desired Action” (next to Cat 1 Cert) 
6. Choose “Add- on” 
7. Move through each page of the “application” 
8. Confirm information, start date and status 
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Topic 1 & 2- Create a Course and 
Session 
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Use the Manage Courses Menu to Create 
Course or Add Sessions to a course 
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Add a Session to an existing Course or 
Add a new Course if needed 

5 

Use the + to see 
sessions attached 
to that course 



Topics 3 & 4 Find the Person and Go to 
their file 
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Search for a Person and  
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Choose DD Personnel  and Search 

1 

Use 
search 
menu 
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Enter SS# or DDP Code# 
Select the person to  go to their page 
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Click on 
SS# to 
choose 
that 
person 

Enter at least 
last 4 SS# or 
DD 
Personnel 
Code  

Search 



View Personal Information Page 
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Topics 5 & 6 - Choose “Desired Action” 
Category 1 Certification  
and Choose “Add-on”  
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Click “Desired Action” next to  
Cat–I Certification to get Add-on 

option 
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Add-on is a DESIRED ACTION FOR 
CAT-I ONLY 



Select “Add-on” menu 
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Topics 7 & 8 -Move through the pages 
of the Application, Attest & Select 

Status 
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Decide the Type of Add-on 
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Category 2 (g/j) or 
Category 3 (Insulin) 



Move through each page of the 
application – exactly as with a Cat-1 
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Use the Pending arrows to select any page  



Enter or Update Information on 
each page and SAVE before 

leaving that page 
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Attest and agree to your obligations 

17 



Read the summary carefully 

18 

Use the arrow buttons to go back and correct any misinformation on any page 



Finalize the Application Status 

 

19 

Confirm 
or 
adjust 
the start 
date 

Decide and save the appropriate status 



New Category 2 & 3 Certifications are 
always an “Add-on” to Category 1 
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• Now you will take a short Quiz on 
Add-on Certifications 

 
• Then you will learn renewals, do 

security, and finish this training 
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