






Paperless 
COMPLETING THE OCCUPATIONAL COMPETENCIES FORM 

(Each item corresponds with the attached sample) 
 

1. File 
 The school year and instructors name will be noted in this area. 
 
2.  Section 
 The section number(s) will be posted in this area. 
 
3.  Type 
 The class information will be posted in this area. 
 
4.  Class Roster 

The student’s name and Socrates student ID number will be posted in this area, along with the 
students’ grade level, entry date, and course hours. 

 
5. Certificate earned 

Indicate if the student received a certificate. 
 [ √ ] Yes certificate was issued 
 [    ]  No certificate was issued 

 
6. Rating (see scale at the mid center of the screen) 

[0] Proficiency not addressed 
[1] Limited proficiency 
[2] Proficient (will be pre-slugged) (option; teachers may request non pre-slugged files) 

 
Rating [2] will be pre-slugged. If rating [2] does not apply to the competency, make sure to delete 
the rating or mark [0]. 
 
Shortcut 

• Tab key will allow you to move from one competency to the next. 
 
7. Printing competencies 

For record keeping, I will need competencies to be printed. Printing options will be available 
under the Print menu on the left top corner of the screen. 

 
Note: 

• Please print competencies sheets for all sections. 
• YOU DO NOT NEED TO SIGN EACH INDIVIDUAL COMPETENCY SHEET, write the names of the 

students receiving a certificate on the blue sheet attached and sign.  
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