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Overview
This document provides simple “Do-It-Yourself” instructions for how to access a Certificate of
Completion for e-training modules that are successfully completed in the IPDAE e-Training Center.

This document considers that a user has already accessed and completed one or more e-trainings.
Users are required to access the e-Training area using their existing account access information.

Step 1:
After you have logged into the e-Training area, select the MENU icon and then select MY ACTIVITIES
as shown below.
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Step 2:
Now select COURSES as shown below.
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Step 3:
For trainings indicated as COMPLETED, you will see a small CERTIFICATE DOWNLOAD ICON as shown
below that can be selected to generate a PDF copy of your Certificate of Completion.
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Step 4:
You can SAVE a PDF copy and/or PRINT the Certificate of Completion.
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Division of Career Adult Education.
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