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Job Aid: Printing a Certificate of Completion

Core Concepts

What is a Certificate of Completion?

When a course or certification is completed, users can print a certificate of completion. This is a
paper certificate that acknowledges completion of a specific learning item. The template used to
generate the certificate can be personalized by administrators for specific courses or certifications.
Otherwise, the default template will be used.
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Step Action

1. Access Learning ltem .

Navigate to: Menu > Me > Learning & Certifications
Locate a completed course or an acquired certification.

Click the Print Certificate button from the Actions
column.

The Certificate of Completion page opens.

Click the Print button in the Print pop-up window to
print a copy of the certificate.

2a. Print Certificate as Learner 2.

w

Click the Print Certificate button from the Actions
column.

The Certificate of Completion page opens.

Click the Print button in the Print pop-up window to
print a copy of the certificate.
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Step Action
2b. Export PDF Certificate as e Click the Export Certificate button from the Actions
Learner column. A popup window prompts you to specify the

download location for the PDF file. Specify the location.

e Click the Save button. The application downloads a PDF
file containing the certificate for the selected completed
course or an acquired certification.

3. Print or Export Certificates 2 Note: Continuing Education Credits must be enabled

for Continuing Education by your System Administrator.

Credits To print or export completion certificates for all the courses
that you have completed as part of your continuing education
credits:

e Click the Me tab.

e Click Continuing Education Credits in the left
navigation panel.

e Group the credits by Course, and click Print Certificate
for each course that you have completed.

1. Print Certificate of e Navigate to: Menu > My Team
Completion as a Manager e The My Team Overview displays.

e Click the name of the user for whom you want to print a
certificate of completion.

2 Note: You can switch between different team
members from the Plan page.

e Click the Learning & Certifications tab.
e Locate a completed course or an acquired certification.

e Click the Print Certificate or the Export Certificate
button from the Actions column. The Certificate of
Completion page opens or Save As dialog box opens.

e Click the Print button in the Print pop-up window to
print a copy of the certificate.

_Or_
e Click the Save button if saving as a PDF.

Additional Information

Can the certificate page size be configured?

The page size options and the page orientation are configurable. The page size and orientation
settings can be changed as needed.

To configure the settings, navigate to:
Admin> System=>System Configuration>Desktop Properties>Microsites> Site properties>
PDF Engine
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