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1. Introduction 

The Digital Certificates Web Centre Portal provides an online portal for centres to securely view, 

download and order certification documents for learners undertaking courses at their centre. 

2. Access and Login 

The Centre Portal can be accessed at https://dc-centres.ymcaawards.co.uk/ 

On accessing the portal, the login screen is displayed: 

 

User accounts can be set up by the centre super users. If you’re unsure of who has super user 

access at your centre then please email us at awards.support@ymca.co.uk. 

Once the centre super user has set you up then you’ll receive an email to verify your account. The 

centre super user should advise you of the password details they have set. You then log into the 

portal using the details that have been provided. 

If you get any issue then please follow the ‘Forgot my password’ link on the log in page. 

 

You then be taken to a Reset Password Page 

https://dc-centres.ymcaawards.co.uk/
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You must enter your email address in the text field and then click on the reset password link. 

An email is then sent if there is a valid user profile associated with the email used.  

 

You should then receive an email with a link to reset your password.  

 

You need to enter a new password twice to successfully reset your password in order to login to the 

portal.  

 

 

3. Centre Portal Menu 

 

  

 

 

 

 

View and edit your profile 

 Menu bar 

 

Switch between centres if 

you have access to more 

than one centre 
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Users Associated to Multiple Centres 

If you have been set up by more than one centre, you can switch between centres by selecting the 

relevant centre using the centre toggle button  

 

4. View and Edit User Profile 

Your user profile can be accessed by clicking the user profile menu at the top right-hand corner of the 

Centre Portal: 

 

 

• To view your profile, click the “My Profile” link 

• To logout of the application, click the “Logout” button 

 

 

5. User Profile\Manage Account 

Click on the “My Profile” link. You can add or change your profile picture by clicking on the icon on the 

left-hand side, which, by default, shows your initials. 
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You can change your password by clicking on the “Change Password” button, entering your current 

password, and then entering and confirming the new password that you would like to set. 

 

Note: In order to change change the password you must know your current password. 

Your personal details can be changed by clicking the “Personal Details” button. Change any of the 

information and click the “Save” button. 

 

6. View and Download Secure Documents 

a. Jobs Issued 

Each batch of documents we publish for you to view in the Centre Portal is called an “Issued Job”. To 

access published jobs, on the Menu, select “Jobs Issued”: 

 

A list of issued jobs (daily print batches) will be displayed, showing the date and time on which the job 

was issued. 

Use the filter at the top of the grid to find specific issue jobs. Advanced filtering can be accessed by 

clicking the blue cog button:   
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To view the details of an issue job, click on the view button . This will show each document 

issued in that issue job. 

 

For each document you can: 

1. View the details (data) of the record by clicking the View button:  

2. Preview the electronic document by clicking on the “Preview” button.  This will launch the 

Document Viewer window, and the certificate as well as the workbook is viewable will be 

displayed: 
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Close the Document Viewer when you have finished viewing the document. 

3. Notify the learner that their record is ready to view. Click on the envelope button. This will 

send a notification email to the learner: 

 

 

 

b. Search for and download issued documents 

It’s also possible to search for and export issued documents for download. To do so, click on the 

Records link on the menu:  

 

Use the filter at the top of the grid to find specific print jobs. 
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Advanced filtering can be accessed by clicking the blue cog button. Click “Filter”, and the list of 

records will be displayed. 

 

For each record displayed it is possible to: 

1. View the details (data) of the record by clicking the View button   

2. Preview the electronic documents by clicking on the “Preview” button . This will launch the 

Document Viewer as previously described, however if more than one document has been 

issued for the record, it is possible to toggle between the available documents using the 

document selector: 
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3. Report an issue with the document by clicking on the “Report an Issue” button . that 

generates an email which is sent to us, this email will detail the learner information and the 

issue that you have with the record. 

4. Download – you can download the document(s) by clicking in the box listed against the 

record. You can select as many as you would like and then selecting export: 

 

5. You then need to give the file a unique reference: 

 

7. You will receive an email notification when the documents are ready to download. You then click 

on the downloads option on the menu bar and click on the download option at the end of the row: 
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8. Validate Documents 

a. Validate Record 

Each document produced will have a unique reference number. By entering the unique reference 

number in the “Validate Record” tool, the authenticity of the document can be checked, along with its 

current status: 

 

b. Smart Verify Portal 

In addition, each document produced contains a Smart Verify Code; a QR code which, when scanned 

using a device such as a mobile phone camera, will redirect you to the Smart Verify Portal. This will 

display the electronic document, together with key information about the document. Crucially, the 

Smart Verify Portal provides the real-time status of the document. For example, whether the 

document is valid, expired or cancelled. 

9. User Management 

Having the ability to manage users in your organisation (only for centre super users) 

 

The super users functionality is available for users that can see the ‘users’ menu option on the 

menu bar.  

 

 

 

When clicked the options are as follows ‘All’, ‘Pending’, ‘Locked’ & ‘Deleted’. 

 

⚫ All shows all users belonging to your organisation, this will be presented in a table form. 
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You can quickly check the status (Active/Inactive), check to see which users in the organisation 

are fellow administrators and which users have confirmed their email address (verified their 

account). 

 

 

There is also the ability to perform actions on the user accounts, Edit, lock, delete and resend 

verification email.  

 

Edit: Allows the super user to be able to edit a user’s details that belong to that organisation 

Things such as names, passwords and avatar images can be edited. 

 

Lock: Allows a user to lock an account from accessing the centre portal 

 

Delete: Allows for an account to be deleted (please not that this is a soft delete and not a hard delete) 

 

Resend Verification email: This is used if an account that has been created has not verified their 

email this is done by the user clicking a link in the verification email once an account has been 

created. 

 

 

⚫ Pending -  shows a list of pending approval accounts in the system 

 

⚫ Locked - Shows a list of users that have been locked from the system. A user can be locked one 

of 2 ways either by entering their passwords incorrectly too many times or by an admin user 

locking that account.  
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However users can be unlocked in the screen using the open padlock icon button. 

 

⚫ Delete - Highlights the users that have been deleted in the system a user’s account can be 

restored back into the system by clicking the up arrow. 

 

 

 

You can create another centre user by clicking on the all menu option for users and then click on the 

create button 

 

Which then opens a form, fill in all fields in order to create a sub user. Once completed then simply 

click on the save button to confirm the new account. 
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10. Dashboard 

The dashboard is located as the first option in the menu, it’s used to navigate to the validation screen 

that is mention in section 8a of this user guide. This allows for validate on the system generated 

certificate number that is shown on the electronic certificate. 

 

 

 

 

Please note: that the dashboard may change depending on what the centre is allowed to do? 

Download, please orders & notify learners etc. 

  


