
E-mail received 
from Base Camp 
notifying you of a 
Level Completion 

Request

Log in to Base Camp
Select the Pending 
Requests button

Review the 
member’s transcript 

by selecting their 
name (on the left 

hand side)

To approve the 
request, select the 
green check mark 
(on the right hand 

side).

If there is a problem 
with the request, 
select the red X to 

deny it (on the right 
hand side).

Enter your name 
and comments for 

the member on the 
next page and click 
the Submit button

Responding to Level 
Completion 
Requests on 
Base Camp

Printing Certificates 
(Paths on Base 

Camp)

Log in to Base Camp

Search for the 
member in the 
Search box and 

select their name 
when it appears

Select the Transcript 
tab in the Member’s 

Profile

On the Education 
transcript, select 

the open curriculum 
button next to the 

Path.

Select the View 
Details button to 
the right of the 
completed Path 
(should have a 
progress bar = 

100%).

Select the  View 
Training Details 

button

Select the ‘Print 
Certificate’ button.

Validating Printed 
Paths

Log in to Base Camp

Search for the 
member in the 
Search box and 

select their name 
when it appears

Select the Transcript 
tab in the Member’s 

Profile

On the Education 
transcript, select 

the open curriculum 
button next to the 

Path.

Select the View 
Details button to 
the right of the 
completed Path 

Select the View 
Checklist button 

next to the 
members 

completed Project.

Check the box 
under the 

completion heading 
in the checklist. 
Select the save 

button (on the left 
hand side) to save it 

as complete

The page will reload 
and show the 

project as 
completed.

If the members has 
completed all 

projects within a 
level in Pathways, 

you will also be 
required to check a 
completion box to 
validate the level 

completion 
checklist.
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