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How To Share Your Digital Badge By Email 
 
 

How To Send Your Digital Badge By Email 

 

1. Please note that before you add your digital badge to your email signature, you will first have to download 

the image for your badge. 

2. Click the Email icon. Fill out the necessary fields. Click the Send button. 
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How To Add Your Digital Badge To Your Email Signature 
 
 

1. Open your email application (this example uses Outlook). Then click on New Email in the upper left-hand 

corner. 

 

 

 
2. Once you click the New Email button, a new email screen will appear in another window. 

 
 

 



 

 

 

 

 

 

 

 

 

3. Click Insert in the upper left-hand corner. 
 
 

 
 

 

 

4. The insert menu will appear, click on the Signature option 
 
 

 
 

 

 

 

5. Once you click on the Signature option, The Signatures menu option will be available. Click on Signatures. 
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6. Once you click on Signatures, you will be brought to the menu below. Click 

the New button to create a new email signature for your digital badge or badges. 
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7. Once your click on the New button, the New Signature field will appear. Name your new signature. Then click 
OK. 
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8. Once you click OK, your new signature will be selected in the upper left-hand corner. Now you create your 

new signature in the pane below. 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Type the appropriate information (your name, title, place of employment, contact number, and 

email address) in the Edit Signature pane. Then click the Image button above the Edit Signature 

pane. 
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10. Once you click the Image button, you will then be brought to the Insert Pictures menu. Navigate to where you 

saved your digital badge (please note you would have had to save your digital badges prior to this step in 

order to access your digital badge). Once you find your badge select it, and then click the Insert button. 
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11. Once your digital badge is inserted into your signature, right click the 

digital badge. A menu will appear, click the Picture... option. You will then 

be able to adjust the images size etc here. Once you are done with your 

changes, click the OK button. 
 

 

 

12. Once you have adjusted your digital badge, you can now add the appropriate hyperlink to your badge. To 

hyperlink your badge, navigate to your Credly account and copy the hyperlink of the badge(s) you want to 

hyperlink in your signature. 
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13. Once you click on the digital badge you want to share, you will be brought 

to the page below. Click the Share button. 
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14. Once you click the Share button, you will then be brought to the page 

below. Click on the Hyperlink option. Copy and paste the digital badge url. 
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15. Once you have the hyperlink for the digital badge, navigate back to your 

new signature. Click the Hyperlink button. 
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16. Once you have clicked the Hyperlink button, you will be brought to the menu below. Click on the Existing File 

or Web Page option and then copy and paste the digital badge url in the Address field. Then click OK. 
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17. Once you have clicked OK, make sure your new signature is set as your default signature, click Save and 

then click OK. 

 
 

 19. Your digital badge will now appear in your email signature. 


