To Print Certificate:

1. Go to logon screen. Type in your Login (or ID) and Password, then hit the “Submit” button.
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2. The next screen is the “Options” screen:
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3. Click “My Reports” from the Options menu and you will get the “My Reports” Screen.
Use the pull down arrow in the first box to find “Course Information” then double click.
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Please select the desired report and then click the "i" butten to show the information. Right-click for export and email options.
Reports or columns with a "*" are independent of the selected date range.
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4. Click on the “i” circle icon next to the pull down menu ( it will say “show selected report” if you
mouse over it) and the following screen will appear:
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Please select the desired report and then click the "i" button to show the information. Right-click for export and email options
Reports or columns with a "*" are independent of the selected date range.
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5. Locate the certificate icon for the course you completed (icon is on the far right of table and looks
like a yellow rectangle). Double click the certificate icon.

6. Your certificate should now be displayed:
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7. Click the blue “Print” button in the lower left corner to print your certificate.

8. Your certificate is now printed. Follow these steps for each certificate you need to print.



