Uploading your training
certificate(s) into your
INSPIR profile
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Type “https://inspir.bu.edu” in the web browser’s address bar and click “Enter”; or click on
this link: https://inspir.bu.edu. This will bring you to this INSPIR II log-in page

* You can Login using your
BU username (e.g. “jdoe” if your
BU email is “jdoe@bu.edu”)
along with your BU Kerberos
password

OR

*  You can Login using your
BMC username (first 2 letters of
your first name followed by the
first 5 or 6 letters of your last
name, same one you use in
EPIC) along with your BMC
password.

Type in your username and
password and then click on
“Log In”
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It is a violation of Institutional
policy to log in using someone

else’s username and password or to
give your username and password
to someone else
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Hover your mouse pointer over “My
Profile” to extend the dropdown list and
then click on
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 Inthe “Training History” page, locate the training
entry whereyou want to upload the certificate, and
then click on the “Add a New Document” button.



Account: Administrator
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1. Typein atitle
2. Click inside the “Load the document into iRIS” box
to upload your certificate.
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You will get a popup. Click on the “Choose File” button
to locate your certificate on your computer.

Note: This popup might look different in your system depending on the computer system that you are using, and the web

browser used.




1. Youwill get the “Open” popup. Navigate to where
you have your certificate saved on your computer
and select it.
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Note: This popup might look different in your system depending on the computer system that you are using, and the web

browser used.




The file name should be listed in the “Document
Location” field. Click on the “Save selected file”
button to proceed.
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*  Youwill be brought back here with the uploaded file icon
visible. Click on the “Save Uploaded File to IRIS” button

to proceed.
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* Youwill be brought back to the “Training History”
page where any certificate you have uploaded will
be listed and accessible for future downloads.
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