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DOCUMENT CERTIFICATION 
 
Click on the VIEW in front of the Document you wish to certify.  You must certify each document individually. 
The seal can either remain on the document so it will always show, or it can be visible only as long as you are on 
the document.  You can also set security so only certain groups can certify a document or even see the seal. 
 
 
 
 
 
 
 
 
 
 
 
 
On the View screen there is a Certify button.   
 
 
 
 
 
Once you click the Certify button the seal will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can now Print or Email this certified document. 


