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Certification Processes Include:

1. (C-DU)Download-Upload
2. (C-II)Institution Initiated
3. (C-O)Online 
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To Start a Certification …. 

Navigate to GLASS System

Go to https://glass.wisconsin.gov/WI/index
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(C-DU)Download-Upload

Certification
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(C-DU)Download-Upload Certification – Step 1
Choose values for fields indicated below. Then click Download link. 
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From the dialog box that appears, choose a location and file name for the file download. Then click Save 
button. 

(C-DU)Download-Upload Certification – Step 2
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Using your File Explorer, navigate to the file that you saved in Step 3. Open it up. It should appear similar to 
the below:   

When it is opened, edit the file, specifically these three fields: 
1. certification code
2. enrollment status
3. SAP

The enrollment status and SAP fields are defaulted to F (full 
time) and Y (yes). You will need to edit the default values as 
applicable. You also need to enter a certification code for each 
of the records (rows). 

(C-DU)Download-Upload Certification – Step 3
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The possible values for enrollment status will be known soon. You do not need to enter anything into 
the New Amount column because the system will calculate the prorated amount.

Then, File save. After saving the File, File exit.

(C-DU)Download-Upload Certification – Step 3 - continued
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Go back to the Home Page and select Send Roster File.

(C-DU)Download-Upload Certification – Step 4
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Select Certification. Then click Choose File.

Follow Steps 1 – 5
To Choose Your File 
and Click Upload File

(C-DU)Download-Upload Certification – Step 5
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After Choosing Upload File (Step 6), you will see: 

Click Confirm File 
Format & Process

(C-DU)Download-Upload Certification – Step 6
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After choosing Confirm File Format & Process (step 7), you will see: 

Then you will see: 

(C-DU)Download-Upload Certification – Step 7
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Go back to the main menu: 

Click on file transfer results link and you 
will see a list of everything that has 
been completed. If you don’t see a 
recently uploaded file, it isn’t done 
processing yet. It may take up to 24 
hours processing time, however 
typically it is significantly less and may 
be a short as 10-15 minutes.

(C-DU)Download-Upload Certification – Step 8



14

(C-DU)Download-Upload Certification – Step 9
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(C-II)Institution Initiated

Certification
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Click on Send Roster File (shown below):

(C-II)Institution Initiated Certification – Step 1
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(C-II)Institution Initiated Certification – Step 2
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(C-II)Institution Initiated Certification – Step 3
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(C-II)Institution Initiated Certification – Step 4
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(C-O)Online

Certification
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(C O) Certification – Online - Step 1 
Click on Rosters (shown below):
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(C O) Certification – Online - Step 2
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(C O) Certification – Online - Step 3 – Option A
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(C O) Certification – Online - Step 3 – Option B

Click on View for the student you want to certify, and 
you will see the page below . 
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