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Session 2 Content
Validating Project and Level Completion

Printing Certificates
(Paths in Print)



Validating Project and
Level Completion

(Paths in Print)



In the search field start 
entering the name of the 
member for whom you want 
to validate their project or 
Level.  Click on the name 
when you find a match.



Click on Transcript.



Click on Open 
Curriculum.



Click on View 
Details.



Click on View 
Checklist.



1st mark the check 
box.

2nd click on Save.



Bar will turn 100% 
green.



When all project are 
complete and it is 
time to validate 
Level, click on View 
Checklist for Level  
Completion.



1st mark the check 
box.

2nd click on Save.



Printing Certificates
(Paths in Print)



In the search field start 
entering the name of the 
member for whom you want 
to print their certificate.  Click 
on the name when you find a 
match.



Click on Transcript.



Click on Open 
Curriculum.



Click on View 
Details.



Click on View 
Checklist.



Click on 
Attachments tab.



Click on Certificate 
PDF.



Enter Member Name & 
Date, then save or print.




