	

	
Certification Automation Module Instructions
These instructions show how to update your report to use the Certification module content controls. There are three sections detailed below: Cover Page, Letter of Transmittal, and Certification. Each section includes content controls to add into your report and a screenshot of the content to replace.
Additional details about the new module can be found here: https://go.valcre.com/4a6VDfN
Replacement steps:
1. Open your report document in Word.
2. For each section below, select the section in your report document.
3. Select the new content controls in this document, and copy + paste over the section in your report document.


Section: Cover Page
This content control provides a list of all signers on the report, in the order they are selected on the CERT sheet in the workbook. The items to replace may vary depending on the organization of the cover page. 
New Content Controls:

CERT_AllSigners

Replace the Highlighted Area:
[image: ]

Section: Letter of Transmittal
These content controls replace the previous signature blocks, and sync into the template based on the order they are selected on the CERT sheet.
New Content Controls:

CERT_Sign1LOTBlock          CERT_Sign2LOTBlock
CERT_Sign3LOTBlock          CERT_Sign4LOTBlock

Replace the Highlighted Area:
[image: ]

Section: Certification
These content controls replace the previous certification section including the introduction, certification statements and signature blocks.
New Content Controls:

CERT_Intro 
· CERT_01Truth
· CERT_02Impartiality
· CERT_03Interest
· CERT_04PriorService
· CERT_05Unbiased
· CERT_06Contingent
· CERT_07Compensation
· CERT_08Conformity
· CERT_09Inspection
· CERT_10Assistance
· CERT_11Review
· CERT_12Education
CERT_Sign1CertBlock          CERT_Sign2CertBlock
CERT_Sign3CertBlock          CERT_Sign4CertBlock

Replace the Highlighted Area:
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