
1. Once a training has been completed, the training title card will be 
displayed as below:

2. Click on the green “Certificate” button.
3. When the certificate is displayed, click on Print ( or Ctrl + P)
4. Change the print destination to PDF.
5. After PDF is selected, 

click on “Save”

6. Choose a location to save
the file that you can access 
when uploading your
certificate.*

7. Repeat for each training 
course.

* These files will need to be 
uploaded to the Google Form
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https://docs.google.com/forms/d/e/1FAIpQLSc8i4D8LNyA9onzZJrNRGqqJeKdXZr0oTMHzFAx51gtw3bgoA/viewform?usp=sf_link

