
Course Attendee & Certificate Tools — Quick Guide
For trainers: view attendees, send certificates, and print a sign-in sheet.

1) Log in
• Open the page link provided and log in with your username and password.
• You only have access to this page (no WordPress admin).

2) Pick a course & show attendees
• Choose the Course / Item from the dropdown.
• Click “Show Attendees”.
• You’ll see a table of Customer Name and Customer Email.

3) Send a certificate for an attendee
• Click an attendee row — the certificate form fills with Course, Name, and Email.
• Review and click Submit in the form.
• Click the next attendee row and repeat. The previous row highlights so you know it’s done.

What happens on submit

• A PDF certificate is emailed to the attendee automatically.
• A record copy is emailed to info@neurodirect.com.au for reference.

4) Downloads

• Download CSV — a spreadsheet of attendees you can sort/filter.

• Printable Checklist — a clean sign-in sheet (no email addresses). Use Print → Save as PDF for a file.

On-the-day workflow (quick checklist)
• Log in → pick the course → Show Attendees.
• Open Printable Checklist and print it for sign-in.
• Back on the page: click the first attendee row → Submit.
• Click the next attendee and repeat until complete.

Tips & troubleshooting
• If the form doesn’t update after you click a row, click the row again.
• If a new tab opens, allow pop-ups (or use the embedded form on the page).
• If emails aren’t received, check spam or contact support to review delivery.


