
OakTree Professional Development User Guide: 

How to Add Forms (Attestation/Work/Supervision) 

 

1) Login to OakTree site 

 

2) Go to My Credentials, and select the [Forms] button.  

 

NOTE: If you log in as a Super Admin, you can create forms for other users by selecting 

Credentials and selecting the user from the drop dop down list in the heading, then selecting 

[Forms] 

 

 

3) From the Assign Forms Grid. Select [Add], then select the form you wish to complete. Then 

select the [Add the Form for the Selected User] button. 

 

 



 

4) Complete each form in the list and electronically sign using your Mouse Pointer. 

- If you are a supervisee, sign off in the designated “Supervisee” signature area using your 

MOUSE pointer or if you have a signature saved on file, use that function. 

- If you are a supervisor or super admin, sign off as the supervisor. 

 

 

 

NOTE: Your agency will have the ability to determine how many signature lines you would like. There is a 

maximum of 5 signatures lines.  

 

 

 

 

 

 



 

 

5) After signing off: 

a. Select the [Save and Close] button to close and return to the forms list. 

 

 

b. Select the [Save Progress] button to save the signature, and stay on the form to 

“Complete” the filing 

 

 

c. If you stay on the form (or return to the form after save and closing) ou will now see a [File 

as Completed] button. This will allow you to fully lock and file the system (which creates a 

snapshot image of the file) which will allow you to attach it to a credential hour.

 

 

6) After selecting the [File Completed Form] button, the form will be fully locked being edited or 

having additional signatures.  

 

 

7) From the Assign Forms screen. You’ll notice the Status has changed to “Completed” because the 

record was filed. This record can now be attached to applying hours in Credentials. 

 


