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SERT TRAC – INSTRUCTOR SERIES 

This Step-by-Step Instructor Series guide demonstrates each step required to perform the following tasks, to be 
performed by a certified Florida Instructor through the SERT TRAC Learning Management System. 

1. Attendance Tracking 
2. Certificate Approval 

TRACK COURSE ATTENDANCE 
1. Navigate to your SERT TRAC Admin/Course Manager Dashboard. 

 

2. Select the "Events" tab. 
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3. Utilize either the Course No. field, the Course Name field or the course listing below to locate the course in 

question. 

 

4. Click the course title of the course you wish to log the student attendance in to enter into the Course page. 
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5. You can see how many of the students have completed their evaluations on the Course page. 

 

6. Click "View/Track Attendance" to record the attendees for the course. 
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7. Reviewing your own attendance records, appropriately mark each student according to their actual 

attendance in the course. 

 

8. Click "Save." 
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9. Click the "Back" button to return to the Course page. 
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CERTIFICATE APPROVAL IN SERT TRAC 
1. Navigate to your SERT TRAC Administrator/Course Manager Dashboard. 

 

2. Click "View All" in the "Review & Approve Certificates" window. 
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3. Navigate the pages of pending certificates until you find the student certificate in question.  The page is 

listed chronologically, with earlier pages listing certificates submitted for approval on earlier dates. 

 

4. Once the student certificate in question is located, click on the student's name. 
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5. Click the "View Scanned Certificate" to download and view the student's submitted certificate. 

 

6. Review the downloaded certificate for authenticity. 
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7. Select the "Yes" button under the "Approval" section if the certificate is found to be authentic. 

 

8. Type "Certificate approved" and include your initials. 
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9. Click "Save." 

 

10. Navigate to the page the certificate was originally found and confirm it is no longer present in the 

queue. 

 

The certificate should now be listed as "Approved" in the student's SERT TRAC Student Profile and will be 

recognized as a prerequisite in future course applications. 
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CONTACT US 
If you have any questions or concerns regarding the account registration process, you can contact the Training and 
Curriculum Unit State Training Officer at fdem.sto@em.myflorida.com. 
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