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Certificate of Completion Template User Instructions

PLEASE READ CAREFULLY BEFORE MODIFYING YOUR TEMPLATE.

Instructions:

You will need to position your cursor within the field that you would like to change.. TRIPLE-click with your left mouse key. You must do this somewhat quickly, as the computer will only recognize it as a consecutive click if it’s done immediately after the preceding click. When you have positioned the cursor in the field you would like to change – quickly triple-click. On the first click, the cursor will embed itself in that field. On second click, the cursor will highlight and select the word it’s within. On third click, the cursor will select and highlight the entire field. At this point, you should start typing what you would like to be displayed in the field. REMEMBER, it must be three consecutive QUICK clicks – pauses in between will not have the same results. Repeat this procedure in each field. If your fields still have a gray background after you input the information, you are not TRIPLE-clicking.

Should you save changes?

If you want to save each certificate as you do them, you will need to do a FILE, SAVE AS and name it something different than the original template name. You do not want to save changes to the template itself.

Please NOTE:

This template is a guide only. Every computer is different, you may have to adjust and tweak for perfect alignment on your printer. 

