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How to Add Field Data to a Certificate

APPLICABLE TO:APPLICABLE TO:

Log in to Global Learn and navigate to 
the Company Dashboard. Select 
Certificate.
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The certificate settings page is displayed. Expand the 
Additional Profile Fields dropdown.
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Check the box for each field that you want 
to include in the certificate.
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Click on Save Changes.4

4

You can change what information GlobalLearn includes in Course Completion 
Certificates, picking from a list of data fields available in the system.


