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1.1.1.1 Downloading Documents to Sign  
Some sections of the Certification and Recertification application require a wet signature. Areas that 
require a signature are represented by an edit icon. Note – not all users are able to download 
documents.  
 

 
 
Once the edit icon is clicked, the information will appear as a popup on the screen.  
 

 
 



The school user will fill out the required information on the screen, then click download to sign. The 
document is downloaded as a PDF file and when clicked, the completed form (as a PDF file) will open 
in a new tab.  
 

 
 

 
 
After the document is signed, the school user will upload the document to the appropriate section.  
 
Note – Some uploaded documents have restrictions that prevent other users from being able to view 
the document (e.g. Background Check document is only viewable by school admins)   
 


