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How to Certify a Document
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Navigate to the Documents 
module.
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Identify the document to certify and 
open its Document Actions Menu.
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1
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Click Certify Document.3 3

Go through the checklist presented to 
you.
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Once you’re satisfied the checklist has been 
carried out accurately, at the bottom of the 
frame, click Finish. Cancel if you weren’t able 
to confirm all of the list items. 
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A new window opens. Enter your 
login credentials to complete the 
certification process.
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Refresh the documents list.8
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A green star marks certified 
documents.
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