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Certificate printing user guide

To use this functionality on eDofE, you’ll need to print on our new-style certificates. But before you order any blank copies from ASL, don’t forget to do a test run on a plain piece of A4. This will ensure you know how to use the new functionality and have no problems with double-sided printing.

Who can print certificates?

[image: https://edofehelp.zendesk.com/hc/article_attachments/360012121873/mceclip1.png]DofE Leaders, Administrator, Managers and Head office staff can print Bronze and Silver Award certificates via eDofE. Helper and ASL account holders don't have access to the functionality to print these certificates.

Where can I print certificates? 

You can print certificates via ‘Award approvals’ from the left-hand menu and under ‘Approved Awards’. 

You can filter the participants by using the ‘Location’, ‘Levels’ and ‘Period’ filters. 
[image: https://edofehelp.zendesk.com/hc/article_attachments/360012274753/mceclip1.png]
How do I print certificates? 
[bookmark: _Hlk529523979][image: https://edofehelp.zendesk.com/hc/article_attachments/360012456434/mceclip0.png]
1. Choose the certificate(s) you want to print.
2. You can select the tick boxes individually, select more than one tick box to print multiple certificates or select the tick box at the top of the column to select all the certificates available to print. 
3. By default, all records which match your search criteria are shown on screen. If you want to see only those Awards for which a certificate hasn’t yet been printed, you can do this by ticking the ‘Show only those records where the certificate has not been printed’ box. 
4. Click the ‘Print Certificate’ button at the bottom of the page. 
5. A PDF of your chosen certificate(s) will be downloaded on your computer. Please note: the downloaded document depends on the format you've chosen to use on your computer. It would be best to use a PDF format.
6. [bookmark: _Hlk530409195]Print your certificates onto the certificate templates (these can be ordered through ‘Essentials’ on eDofE by DofE Managers and Administrators who have the permission to purchase restricted products).

Additional notes: 

· Not printed (in the certificate print column): their certificate hasn't been printed.
· Date, i.e. 11/09/2018: if a certificate has been printed more than once, this will show the most recent print date.
· Gold certificates cannot be printed through eDofE. These will be presented to the young person at a national Gold Award Presentation or posted to their home address.


Printing tips 

· Make sure that your printer is set to ‘Actual size’, not ‘Fit to page’ or any other sizing option.
· Depending on the type of printer you have, if you see any tabs that say you can print on both sides of the paper, please select this option. This will ensure that the young person's information prints on both sides of the certificate.
· If you don't have the option to select ‘two-sided printing’, you will have to manually turn the certificates to print on both sides:

Step 1 – Please insert the certificate facing downwards. This will print the name, eDofE ID number and the date on the front side of the certificate.
[image: https://edofehelp.zendesk.com/hc/article_attachments/360012490253/mceclip1.png][image: https://edofehelp.zendesk.com/hc/article_attachments/360012475174/mceclip0.png]Step 2 – Insert the back side of the certificate facing downwards. This will print the participant's activity information.

Have a technical issue?

If you experience any technical problems using the new printing functionality on eDofE, please contact our Technical Support team at eDofE@DofE.org. 
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What can you do in this section?

Awaiting approval

Approve Awards. Gold Awards will be sent on to the Regional/Country Office for final
confirmation.

Queried Awards

Approve queried Awards. An Award that has been queried will need to be resubmitted
once the appropriate changes have been made.

Leader approved

Summary report of the status of Awards which have been approved by the Leader.
Export data to create certificates or presentation invitations.

Approved Awards

Summary report of approved Awards. Export data to create certificates or presentation
invitations.
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Approved Awards

Here you can see approved Awards. The search runs on the date of final approval.
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Here you can see approved Awards. The search runs on the date of final approval.

Centre: [ Cert Centre <
Bronze 2018 <

Group:

Location @||Levels

Region: | Training v “:’ Bronze

Lo: RM Test B =
silver

Red text : Queried section

Green text : Activity not chosen from the drop down list

V' Hoproved

«/ Approved oL

Show only those records where the certificate has not been printed [

Avproved

Badae/Brooch

Period
* Start date 01/08/2018
* End date 13/09/2018

Search |

[———

Status

Bronze
2018

4
5
g
g
E
a

Bronze
2018

A ..
o] =

1584019 208

Cert
Centre

Cert
Centre

Cert
Centre

1370572018 ot printed
R Test
11:39:36 J
Gold Certiicate
11/03/2018 il be presented
s 1100302008 ”
10527 ate GaP or
posted
11/09/2018 11/05/2018
R Test
10:42:44 v O
Print Certificate | [ Download to spreadsheet |





image5.png
The Bronze Duke of Edinburgh’s Award
Test Entrant
‘undertook the following activites in order to achieve this Award:

Volunteering secti
From: 01/08/2016 To: 0111722016

Activity undertaken:  Coaching teaching and leadership.

The Volunteering section is designed o inspire young people to make a ifterence withintheir communities or o an
individuals I and develop compassion by giing sevice fo others.

Physical section
From: 01/08/2016 To: 0111722016

Activity undertaken: Dance
The Physical section s designed o inspie young people fo achieve greater physica fitness and a healthy lfestyle
through paricipation and improvement i physical actviy.

‘Skills section
From: 01/08/2016 To: 011022017

Activity undertaken:  Care of animals

The skis section is designed to inspirs young people o develop practical and social skils and personal interests.

Expedition section
From: 01/07/2017 To: 020072017

Mode of travel: Walking

The Expediion secton i designed fo inspire young peaple to develop inittive and a spirt of adventure and
ciscovery, by planning, training for and completing an adventurous selfsuficient journey as part of a team.
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