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Creating Certificates from Scratch

InPrint 4 comes with a range of Certificate Templates pre- *
installed (in the Rewor-ds fglder), but you may prefer to i ’:-j]
create your own to fit in with your school colour scheme or i I

for specific projects. This guide will show you the advanced | foooivee

techniques to create a bespoke certificate, which you can
use to create a set of certificates for your school/class.

v’ After making this resource you will be able to...

o Create certificates in a variety of styles using advanced techniques
e Add borders, banners, images, text and symbols

e Add photographs and images from your system

e Change the appearance of items on the certificates

e Combine layers

e Use guidelines

e Save a template

This activity will take you approximately 30 minutes to complete.

Set Up Your Document

1. Create a new blank document, click on - LA .
the Pages Tab and set the Orientation i
to Landscape.

.
2. Whilst on the Pages Tab, in the R
Properties group click on the Margins M[_f:]ns M%m M'HD;R m[;]m
button. . . _ | andFooter

Properties
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3. Choose Narrow. N B3

Margins  Orientation

Nt
e
) e

Add a Border to Your Document

. Resource Library E * x
4. Inthe Resource Library open the a4 e p
Widgit Media folder. & Library »
Wd“" res  Deskiop
5. Then open the Patterns and Borders T o
fOlder. ‘ = Library * Widgit Media *

II

arly
Lgs

History

Language
Pictures  umber

dB d ople Photos

Geography

Resource Library E s x

fi ¢ €9 »

waa)|

Armows  Back...und:

6. Finally open the Borders folder.

7. Scroll down to select smart frame
border, click, drag and drop onto the

page.

e
ia...def ia...ner

I —
art frar

smart frame smart frame
comer strip

8. To make the frame fit the orientation of
the page whilst it is still selected, go to
the Flip and Rotate group on the

Image tab and click one of the rotate N X A R
buttons. Then use the drag handles to ey it | aiddee duose

Flip and Rotats

make it fit even more precisely.
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We can change the colours of the
border to make it fit with an existing
colour scheme. Still within the Image
tab, in the Contents group, click on Edit
Colours to open the Symbol Palette.

[EreaT—

® = Ty

Edit Marai
Colours. .. argins...

Contents

10.

Click on a colour to change it. You will
see a drop-down of available colours.
You can simply choose one of these
colours, but we are going to look at a
more precise option. Click on More
Colours.

HE B B
BN EEE
] A (I
([ [ | [
OO D e ENEEEEC
LM e e
EEEN

My Colours

More Colours...

11.

Method A: You can use the slide scale
to see a range of colourways and click
anywhere in the large square palette to
select that colour.

Hiow [

| webColowr # 752314 |

s [s3%

Create Variations

|Add to My Colours oK Cancel

12.

Here I have moved the slider to the
blue section and clicked towards the
top. When happy with the colour, click
Add to My Colours, and OK. This shade
will now be available in My Colours for
use in the document. Click on it to use
to replace the first brown colour.

i Colours

Are you sure you want to add this to My Colours? | =

Cancel 6w [
- R: [18
6: [235

Create Variations o

13.

Method B: Your school may have set
colours for all communications,
uniforms etc. If so, you can recreate
this in InPrint 4. Click on the next
colour square, and again More Colours.

If you know the value of your required
colour, use it here. Otherwise, in the
Web Colour section, type 2F2F95.
Again, Add to My Colours and use it.

Web Colour # [CB6B4F

H: [13 % I [o %
si[o1% 5] M:[a7%

B:[s0% [5] ¥ [61%
(203 =

== ST
K: |20% 3
G: | 107 s

Bl _

Web Colour # | 2F2F95 ]

R: [203

14.

Repeat the process (A or B) for the
remaining colours. You may wish to
use the following colour values: 2FE1FO,
2376A6.
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15. With the frame still selected, right-click Lo e
and select Lock- Lock size and B Copylsimage  CulbteC
position. This will prevent the frame B _Restore Aspect Ratio

Lock L4 Lock size and position

moving as you adjust other items on e | Lockconten

th e pClge. Delete Image |

Add a Heading Banner to Your Document

Resource Library F &+ x

16. Inthe Resource Library open the aeied
Widgit MEdiG fOlder. # Library »

(=] (] 8

Widgit
Media Pictures Desktop

—_—

17. Then open the Patterns and Borders Y T
folder [ torary » widgiemedia > ||

tafealeal

Early
S Langusge  O<09EPhY

Language
History  or9E Number

nnnnnn

18. Finally open the Objects folder. YT

”

B =]=}

Certficstes Icons Invitations
Objects  Shape: S

pecch
“ Bubbles

19. Choose a banner, click and drag onto PRPR 5
the page and release in place.

20. Stretch and resize to fit the page as
required (you can also recolour this
item as you did for the border).

21. Inthe View tab, and the Grid and e = — o
Guides group, click on Create Guide in e aw% REL g = £ . Sn;j z':ji £
the pop-up menu change the Distance ton poss —
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to 4cm and click on OK. This will add a
guide to your page to enable you to line
up text and images. You can also drag
this to change its position.

- Create a quide X
9

Position and Orientation

G

Orientation: Horizontal ~
Create on page

Createasa Create asa

Page Guide Document Guide

Cancel ‘

22. Inthe Resource Library the Objects i #
folder should still be open. Scroll down J_JMH_J K
to the stars and click to select one. o s sowts
Drag and drop it onto the page.

W g 20

23. Move this object into position and use mhe T

the drag points to resize to fit. .:' 1. TTTTTTTTTIT
e .

24. Inthe Create Toolbar choose Text Only Essar
and Clear Frame. Click to place on the T
page. Repeat a second time. QS“"““"""“

| _|Gearframe
(. )Speech Bubbles v
@ Use Pinned Style

25. Type a word into each frame - in this :' - Tlicance T
case ‘Pen’ and ‘Licence’. :!:

26. With both frames selected, use the ]
Sizing Type - Content Fills Frame and Do o 2 QG o maoe o
select the bottom left positioning. postans o —

27. Draginto position on the Guideline you [rsve R L
set earlier. Ctrl C}ick to select both text B/ 7 U e T
frame. In the Edit tab you can select Font = Text and Symbol Size
the Font and Text Colour. You can also R R R R R AR
change the Font Size and use the Tidy
Sizes button to ensure both sections of
text are the same size.

28. The final element we will add to the -

banner is a symbol. Type into the
Symbol Chooser and select the symbol
you require. Drag and drop this onto
the page.
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29. Drag the symbol over the star, use the
drag points to resize and position so it
is contained within the star.

30. Ctrl-Click to select all the elements of G
the banner - text, symbol start and Sl
banner - right-click and select Group. o X

11 Group Ctrl+G
Delete Selection

31. Now with the group selected, right-click Lo o
again and select Lock- Lock size and % Copyhsimage  CuleAC
position. This will prevent the frame R

moving as you adjust other items on
the page.

Lock L4 Lock size and position
Order » Lock content

Delete Image |

Add a Logo to Your Document

32. You can add your school logo to your
certificate. Click on the Home button in
the Resource Library to get back to the
top level of folders, and then click to
open the Pictures folder. Navigate to
where the image is stored on your
system.

it &> F
# Library »
Resourc et Prw Ocie
Widgit

ﬂ Primary

i

ogo
-

33. Click on your logo and drag and drop it
into your document. Use the drag
handles to resize and place in position.

Add a Photograph to Your Document

34. Stillin the Resource Library, navigate
to wherever your staff photographs are
stored. Click to select the picture of the
required staff member. Drag and drop
it onto the document and resize and
position as needed.

Resource Lbrary E
e &>
» Pctures * MyPhotos

QEI

IMG_0026  IMG_0852  IMG_0984

ﬁ.ﬂi

IMG_1205  IMG_1662  IMG_1837

1MG_2651
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Add Text and Lines to Your Document

7= Symbols & Text

In the Create Toolbar select a Clear
Frame, with Symbols and Text. Click
onto the page to paste and type
‘Awarded to’.

35.

Repeat the process with the text ‘Date’.
Line text cells up as required.

B Use Pinned Style

T Text Only

D Styled Frame

| Clear Frame

"= Symbols Only

S

Awarded to:

iy

Date:

Speech Bubbles

In the Create Toolbar select Line. Click
on the page to begin drawing a
horizontal line and click again to stop
drawing.

36.

Repeat the process. Line up text and
lines as desired.

Line

Continuous Line

N\
v
¢

Use pinned style

37.

In the Create Toolbar select Speech
Bubbles, with Symbols and Text.
Select your preferred style. Click on the
page near the staff photo to paste in
place.

38. Clickin the Speech Bubble and type in

some congratulatory text. Use the drag
points to resize or move the Speech
Bubble so it goes with the photo.

¥\

You

81

are amazing!

39.

Draw one more line (as before), located
under the speech bubble, next to the
photo. This will be for the adult to sign.

FAWAR

You

-\

are amazing!

Save and Print Your Document

In InPrint 4 you have the option to save your documents as templates. Once you have the most
commonly needed sign size created for your school, you can save this page as a template, which

can be used and reused across the school. You may wish
edited for each teacher or a bank for each teacher.

to save a bank of certificates to be
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Simply go to the File tab and select Save As — Save Template As. The default path for saving
InPrint 4 templates is:

C:\Users\Public\Documents\Widgit InPrint 4\InPrint\Templates

Once your template is saved, you can open it from the Templates section in the File tab. You can
change the text ,symbols and images whilst retaining a consistent look/format across the school.

Each individual certificate or type can be saved as a document, click File tab and select Save As
— Save Document As.

Print the document from the File tab.
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