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WELCOME 

This guide will provide step-by-step instructions for accessing and utilizing myRecordTracker to 
upload a document and how to utilize a document previously uploaded into myRecordTracker to 
complete a requirement. Students who have questions about using myRecordTracker after reading 
these instructions should contact Certiphi Screening’s Applicant Services team at 1-800-803-9582 
or myrecordtracker@verticalscreen.com. 

UPLOADING AND ATTACHING DOCUMENTS 

First log in to your profile at https://www.myrecordtracker.com.  

UPLOADING DOCUMENTATION 

myRecordTracker is mobile friendly and you can access the system from most devices. We offer 
multiple ways you can upload your required documents into the system. There are a couple of 
options where once your required document is attached, the requirement will automatically go into 
Pending or Complete status depending on system settings. When you click on the Upload button 
under Complete my Requirements you may upload a clear picture of a document, a scanned copy of 
the document, or the document directly from your device files. 

While not utilized often, Certiphi Screening still offers the ability to fax or mail a cover sheet by 
clicking on the Fax/Mail button. Using this option you can fax or mail your document to Certiphi 
Screening (the cover sheet must be included for each document). If this option is utilized, Certiphi 
Screening’s goal is to review the documentation within 72 hours of receipt, after which it will be 
attached to your requirement. This is a manual task for our representatives.  

 

mailto:myrecordtracker@verticalscreen.com
https://www.myrecordtracker.com/
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Clicking Upload will allow you to attach a single document to one or multiple requirements. You 
will be directed to the Upload Document section where you can select and Submit the document. 

 

Once submitted you will be given the opportunity to: 

1. Review the document that is uploaded; 
2. Name the document; 
3. Review the names of unfulfilled requirement(s) that are remaining; and 
4. Decide to attach your document to multiple requirements, or just one requirement by 

checking the box next to that requirement. If a requirement requires an expiration date or 
date of test, you will be prompted to enter the date upon upload. Certiphi Screening will not 
enter this information into the system.  

Please note: There is no limit to the number of documents you can attach to a single requirement. 
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You will receive an email notification alerting you to any upcoming document expiration dates. For 
new documentation you can utilize the same upload methods available on the site. You must 
include a new expiration date for any new documentation. The expiration date you enter should 
follow the instructions provided and must be a future date. 

Once the requirement is fulfilled the requirement is automatically removed from the checklist, 
leaving only the requirements that are not yet completed. For example, if you upload a document 
fulfilling the requirements for Hepatitis B and MMR, both of those requirements will no longer 
appear in the list. 

ATTACHING PREVIOUSLY UPLOADED DOCUMENTS 

Click into your Profile that has the requirement you want to complete with a previously uploaded 
document. Locate the unfulfilled requirement that you would like to attach a document to and 
choose Attach under the Student Input column.  
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Documents that have already been uploaded into the system and are not currently attached to any 
requirements are displayed under “Current available documents”. From this list, choose the 
document that is needed for the requirement. 

 

Once you have selected the document you are given the opportunity to add an expiration date to 
the requirement, if applicable. Click Save to continue. 
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You will be prompted to confirm that you are ready to submit the document for the requirement. 
Select OK on this screen and the document will now be attached to the requirement. 

 

CONTACT INFORMATION 

If you have any questions about the myRecordTracker process, please contact Certiphi Screening 
from Monday through Friday, 3am – 10pm ET. 

 

Customer Service Technical Support International Support 

855-225-8606, press 2 855-225-8606, press 4 00+1+215+876+6145 

 

Payment Questions Email 

888-291-1369, ext. 3 myrecordtracker@verticalscreen.com  

 

mailto:myrecordtracker@verticalscreen.com
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