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Direct Certification Processes for Skyward Software: Exporting your file

Run the Direct Certification Export File process:
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Once the file has run through the Print Queue, click on View Exported files/Save Locally for
submission.
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Highlight the file that you want and click on the View button on the right.
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Depending on how your computer is set up, you may get the dialogue box below. To specify
where to save the file, click on Save As.
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e You will now be able to save the file to where ever you want to. Do not change the Save as
Type.
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e Other systems may not get the Save Dialogue option. In this case the file is being automatically
saved in your Documents/Downloads. The file will be ready to send. Do not make any changes
to the file, just browse for the file like you would any other time.

Direct Certification Processes for Skyward Software: Importing your file

e Go Back to Skyward — Import Direct Certification Files
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Application Ranges
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