


Access the Team Page from your Homeplate page 



Once on your Team page Double Click a Members Name 
to access their Profile information 

Double 
Click 

Member 
Name 



By Clicking on the Members Name you will be directed to their Manage Member 
Page.  



From the Manage Member Page Click the “Update/View Certificates & 
Uploaded Documents” link  



Select the 
“Concussion 

Certifications” 
tab 



From the Concussion 
Certifications page 

select the certificate 
Agency you obtained 

your Concussion 
Certification from: 

CDC or NFHS 
 



Enter Certificate information into all Required Fields 



Once all Certification information has been entered select the “Choose File” Button 



Select your Concussion Certification 
file for upload 



Once you have selected your document file you will see the file name next to the 
“Choose File” button 

 
Select the blue “Submit” Button to submit the document to the members profile 



Once you have submitted the document file the members certification 
information will be displayed in the Box for CDC or NFHS depending upon which 

agency the member used 
 



Return to team page and repeat process for all members needing 
Concussion Certificate uploaded 



Please note if you receive a “Timed Out” error when attempting to 
upload a file the file size may be too large.  

 
Recommended file size for document upload 1G or preferably smaller. 

Common issues when uploading Member documents:  
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