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LMS USER GUIDE 
COURSE CERTIFICATE CREATION 

 

INFORMATION – This functionality allows you to add new certificates to Courses 
 
If your LMS / Organisation has access to this functionality, then it will be available to: 
 

 
 

 

INSTRUCTIONS 

1) Navigate to Courses using the following procedure 
 

 
 

2) Select 
Certificate  

 

 

 

3) Select New 
Certificate  

 
 

 
 
 
 
 
 
 
 

Section and Organisation Administrators 

Dashboard Courses View Course 
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4) Select Click 
here to 
upload 
background 
image 

 
 

5) Browse for 
the certificate 
backdrop you 
have created 
and Upload it 
to the system 
(the certificte 
dimensions 
are indicated 
on the upload 
page) 

 
 
 
 

 
 
 
 

6) Select Use 
this under 
the relevant 
certificate 
backdrop  
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7) Certificate 
has been 
uploaded 
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8) Highlight the 
area that you 
wish the 
template to 
sit in and 
select 
Submit 
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9) Select VC 
Generic 
template from 
the 
Templates 
menu 
 
Select 
Submit 

 

 
 

 


