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Instructions for Submitting the 

CERT Instructor Review Application using Web-based Email 
 
Remember that you cannot save the completed form. You are given several opportunities to print 
the form. 
 
 
When you click on the first field, a notice 
may appear advising you that the form 
contains an Email submit button. 
 
Select the “Close” button 
 
 

 

 
 

 
Proceed with completing the form. 
 
Remember to print the form if you 
wish to keep a copy of it. 
 
When you’re ready to send the data, 
select the “Submit by Email” button 
located at the bottom of the form 
 
 

 

 

 
You may be prompted to select an Email 
Client.  
 
The following instructions are provided for 
persons who use a Web-based Email 
program such as Yahoo, Hotmail, GMail, 
Windows Live or Comcast. 
 
Remember that each Email program 
works differently so some of these steps 
may look or behave differently. 
 
Click OK. 
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Step 1: 
 
You will see the Send PDF Data As 
window. 
 
Save the file 
“CERT_Instructor_App_data.xml” in a 
location where you’ll be able to find it 
again. Do not change any part of the file 
name. 

 

 
 

 
Step 2: 
 
Open your Email Web page and compose 
a new message. 
 
In the “To” box, type: 
citizencorps@ofm.wa.gov 
 
In the “Subject” box, type “CERT 
Instructor Review Application” Do not 
add more text. 
 
Select the Attach Files button or 
Attachments 

 

 
 

 
Navigate to the location where you saved 
the file. 
 
Locate the file you saved earlier: 
“CERT_Instructor_App_data.xml 
 
Highlight file and click Open. 
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You may see confirmation that the file 
was attached. 
 
Completed Email should look something 
like this: 
 
Select the “Send” button. 

 

 
 

You may see confirmation that the Email 
was sent. 
 
 

 

 
 

A copy of the Email may be in your 
“Sent” mail folder 
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