
OakTree Professional Development User Guide: 

How to Attach Forms to Credential Hours 

(Attestation/Work/Supervision) 

 

1) Go to My Credentials, and Apply Hours. From the Apply Hours screen, fill out the information as 

needed (whether its required hours or not required hours) 

 

2) Then Select the [Save and Upload/Manage Attachments] button 

 

NOTE: Attaching a form (ex. Attestation form) will vary based on how each agency has their 
credential type and categories are setup. Each Agency can setup their categories and activity 
types to their preference using the Add/Edit buttons where present or in the credential setup. 

 
3) From the Manage Attachments screen, select the [Select Forms] button 

 

 



4) From the Attach Forms screen, select the form you want to attach to the transcript. Then select 

[Attach]  

 

NOTE: You can only attach forms that have been filed as completed. You can preview the forms if 

their status is “Completed”. (Forms are “completed” from the forms module via the [Forms] 

button in My Credentials) 

 

 

  
5) Once you attach the form, you’ll be able to see it in the Attached Form(s) section. You can 

continue to upload documents, view any documents in the grids, go back and edit hours section, 
or just close and return to Credentials. 
 

 
 
 



6) From the transcripts screen, you will see that the form was attached to the hour you just 
applied. To view, select the paperclip. 

 
 

7) For Supervisors, you will be able to view those attached forms from Pending Approvals. The form 
will be either attached with another hour entry, or (depending on how your agency sets up 
credentials) labeled as its own hour entry. 

 
NOTE: in the example below, both methods are used: 

-  where “Attestation” is its own Hour Category with 1 attachment of the attestation form 
- Where the attestation form is attached to an Hour Category “Ethics” 

 

 
 
 


