Certificate Procedures

1. Copy the certificate from the disk or download from the DFTO website.

2. Save the certificate onto the desktop.

3. Have the instructor sign (as straight as possible) a blank sheet of paper.

4. Using the HP Deskjet color scanner/printer, place the paper facing away from you in the front paper tray to scan.

5. If the Deskjet office manager doesn’t automatically come up on the screen to allow you to select the “scan” option, click on the icon for HP Deskjet then select the “scan” option.

6. Select “Photo” and click on Start Scan.

7. The paper should start scanning and you should see a small picture of it on the lower right hand corner of the screen.

8. Click and drag over the signature to put a box around it.  Click on Edit and select Crop.

9. Save the signature onto a disk as a .jpg file. (File, Save As, A: and change the “Save As Type” to .jpg)

10. Open your saved certificate that you want to insert the signature upon.

11. Click on Insert, Picture, From a File, select A: 

12. Select the .jpg file that contains the signature and either double click or click open to select it. It will place it in the middle of the certificate.

13. (If not already turned on) turn on the picture toolbar. To do this click on view, toolbar, picture.

14. Click on the icon that looks like a brush with a right triangle on the tip. This is to make it transparent.  Click on the outside corner of the signature box that you have imported.  DO NOT CLICK ON THE ACTUAL SIGNATURE.

15. Type the name of the person underneath the line.  Then move the signature to the signature line.

