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Electronic certificate instructions

Reflect. Respect. Celebrate.

Entering text

1. Open the certificate PDF then fill out any

free text form fields with names and date.

Young Citizen
of the Year

Awarded to

Sam Sample
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Printing the certificate

1. To print the certificate,

Printer: ApeosPort-V

Advanced

R R . Copies: 1 Print in grayscale (black and white)
click File > Print (or CTRL P)
Pages to Print Document: 8.3 x 11.7in
o All
» More Options
Page Sizing & Handling (1)
Size Poster Multiple Booklet
Fit Actual size yoo‘:'t‘r?ecvi;itz:n
Shrink oversized pagasl * Custom Scale: 100 % I ‘_‘._.
Choose paper source by PDF page size p—
Print on both sides of paper —
< (2 o=
* Auto Portrait Landscape N
Comments & Forms Pegetioh)
Document and Markups Summarize Commen t
Page Setup... Printer... Cancel Print
2. Choose a Printer from the menu at the top of the Print dialog box.
3. In the Comments & Forms menu of the Print dialog box, choose Documents and
Markups > then click OK.
4. Make sure that you print at 100% - NOT Fit to page. If this happens, the fields will not line

up with the area on the blank certificates.

NSW

GOVERNMENT

Electronic certificate instructions

OFFICIAL

1



