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SUBMITTING EARNED CREDITS IN CREDIVERA 
 

Once a credential in Credivera is marked “Valid,” you can share it with an organization or individual. 
For state board submissions and license renewal, submit a transcript rather than individual credential 
certificates. 
 

Which transcript should I use? 
For credits earned at Optometry’s Meeting® or an Affiliate meeting, use the auto-generated 
transcript provided from that meeting/event. For credentials earned through other activities or 
events, create a custom transcript. Individual credential certificates are not accepted for these 
submissions. 

 
SAVE AN EXISTING TRANSCRIPT 
 

1 Select Transcripts from the left navigation menu. 
 

2 On the Transcripts page, select the transcript you want to download and submit. 
 
Example: If you are submitting earned CE to ARBO for addition to your OE Tracker, download and 
save the transcript. Do not submit individual credential certificates. 
 

 
Select Transcripts, then open the appropriate transcript. 
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SAVE AND SHARE THE TRANSCRIPT 
 

3 Open the Sharing tab to view the available sharing options. 
 

4 Under Download, follow the prompts and select Save as PDF. If needed, enter your license 
number before saving. 

 

 
Use the Sharing tab to save the transcript as a PDF. 

 
 

CREATE AND SAVE A CUSTOM TRANSCRIPT 
 

1 From the Transcripts page, select Create Transcript. 
 

 
Select Create Transcript to begin. 
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2 Enter a clear, descriptive name for the transcript, then select Continue. 
 

 
 
 
 
 

ADD CREDENTIALS TO A CUSTOM TRANSCRIPT 
 

3 After the transcript is created, open the Credentials tab and select Add credential. 
 

 
Select Add credential to choose the credits you want to include. 
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4 Filter by issuance year, search by credential title, or scroll through your earned credentials. 
 

5 Select one or more credentials to include, then select Add. 
 

 
Choose the credentials and select Add. 

 
 

Tip 
Only verified credentials can be included in a transcript. 
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REVIEW AND DOWNLOAD THE CUSTOM TRANSCRIPT 
 

6 Select the Transcript tab to preview the credentials included in your transcript.  
 

 
Review the transcript before downloading or sharing it. 

 
7 Open the Sharing tab to view the available sharing options. 

 
8 Under Download, follow the prompts and select Save as PDF. 

 

 
Save the completed custom transcript as a PDF. 
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