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INSTRUCTIONS FOR SHARING VIA EMAIL ....

PLEASE NOTE: The following instructions are provided for Gmail accounts, however can
be applied to other email providers such as MS Outlook or webmail. Each service
provider may be slightly different, however if you need help please contact us via
email at info@eventleadershipinstitute.com.

STEP 1:

Login to your Credly
account and click on the
VIEW PROFILE page

Bender

Credly member since January 2014

Settings

) VIEW PROFILE

ACCOUNT SETTINGS Earned (2) Given (0)
MY CREDIT

CONTACTS & LISTS

FOLLOWING

VERIFICATION




STEP 2:

Sue
Bender

Credly member since January 2014

Hover over the image of the credential
and then click on the buftton marked
EXPAND.

Settings
— Earned (2)
ACCOUNTSETTINGS

MY CREDIT

CONTACTS & LISTS

FOLLOWING

VERIFICATION

Expand ’

Technical Meeti...
Event Leadership I... [3:{¢]

Settings

VIEW PROFILE

ACCOUNT SETTINGS

MY CREDIT

CONTACTS & LISTS

FOLLOWING

VERIFICATION

CERTFEDIN —
Technical Meeting

Badge Details

Title
Technical Meeting & Event
Production

Issuer Details

Issuer
Event Leadership Institute

& Event Production

Open Image in New Tab
Open Image :n New Window | ST E P 3 :

Save Image to “Downloads” ::2’ ;::gl:ng

Save Image As... nto meetings

Add Image to iPhoto Library he recipient of . . . .
4 Right click on the image of the credential

T and select COPY IMAGE ADDRESS or COPY

production on site.

IMAGE URL

In order to earn this credential, the
recipient must have completed the
Event Leadership Institute’s
Technical Meeting & Event
Production Course, which covers
the following topics: Presentation
software * Projectors & display
options * Audio systems and
microphones « Lighting - Staging &
logistics * What to look for in site
selection « Electrical needs, rigging
points & internet access *
Teleprompters + Calling a show

Issue Date Expiration
01/24/14 Never




STEP 4: sooge e Share

Gmail ~ - © More ~

. , . & Primary 2 Sodal g >
Go fo your email program (we're using = e — _
GMAIL in this example) and click on the e o v S ayoPlay densily.
1 H pent Ma I Comfortabl
Se‘l“hngs |Con. )ra::(zla) Stitcher This Americ;  —~OMIoOrianie
Sircles. The Fooducate Team Fooducate Pr Cozy
Gmail|Trash Weichert Realtors myWeichert J Compact
e  m [ me, Wayne (4), Draft Touching Bas
Search people. [ Mail Delivery Subsystem Delivery Stat Conﬁgure inbox
T
= Settings
Themes
Send feedback
Help

STEP 5:

Go to your email program (we're using GMAIL in this
example) and click on the seftings icon. Scroll down under
the GENERAL tab until you see SIGNATURE.

Settings -
If blank, feel free to enter your
nOme .I.iﬂe Clﬂd Con.I.OC.I. General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes
information here. Click into the are E:.Emf-:‘mum Jananinid
of where you would like to place Leam more s“ woll 2 8 vl BB S ale] Wi
your CredenﬂOL Director of Education

Event Leadership Institute|

—>

() Insert this signature before quoted text in replies and remove the "--" line that precedes it.




STEP 6:

Click on the insert image icon and then paste the URL in the field provided.

Settings o 24

General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes

Signature: () No signature

(appended at the end of all outgoing @

Loam more sanssert - | T-| B 7 U A-lcd M|=-i= = == ) &
Sue Bender
Director of Education

Event Leadership Institute

due penaer l

() Insert this signature

X
Add an Image
S ' ® Web address age URL | ]
(URL) d
If your URL is correct, you'll see an image preview here. Large images may
L take a few minutes to appear. n

Remember: Using others’ images on the web without their permission may be bad manners, or

) worse, copyright infringement.




STEP 7:

After pasting the link into the field the
image of the credential will appear.
Click OK.

STEP 8:

To resize,
highlight the

image and you Signature:

{appended at the end of all outgoing e

Add an Image

(® Web address
(URL)

Image URL }onaws.comlbadgelec771c588304e4d2f54ee57e69b082f9_1 &pndl

EVENT
LEADERSHIP
INSTITUTE

— CERTIFIEDIN —
Technical Meeting

& Event Production

&

« click to verify »

Remember: Using others’ images on the web without their permission may be bad manners, or

worse, copyright infringement.

() No signature

will see a
selection of
small, medium
or large to
choose from.
We recommend
medium or small
for optimal
viewing.

messages)
Learn more

SansSerif - [T~ B 7 U A-/co M | =-1i= i E = 9 Kk

Sue Bender
Director of Education
Event Leadership Institute

S

mall - Medium - Large - Original size - Remove B ]
E———————————




STEP 9:

To hyperlink the image to the Event Leadership Institute’s verification page which provides
details regarding your achievements, highlight the image again and click on the
HYPERLINK icon.

Signature: () No signature

(appended at the end of all outgoing @

Loar more sansSerif - | T-| B 7 U A-coM|=.1= = = = | T
Sue Bender
Director of Education

Event Leadership Institute

X
Edit Link
£
Text to display: [ /
Link to: To what URL should this link go? /

- () Web address |

() Email address Test this link

Not sure what to put in the box? First, find the page on the web that you want to link to. (A
search engine might be useful.) Then, copy the web address from the box in your browser's
address bar, and paste it into the box above.




STEP 10:

Grab the URL from the ELI verification page and paste into the form field.

Email Address i Reglster | Forgot Password
EVENT

0
o)
\\ . LEAD E RS HIP Progressive education, training & Insights

@% INSTITUTE  tynafrcuntpofessonas 0000

qQ

Home On-Demand Content Professional Development Courses Instructors Events Supporters About Blog Contact

Digital Credential Verification

Digital Credentlals, also known as Open Badges, are the newest way for professionals to share thelr achievements and skills. When a reciplent chooses to share their
credential, anyone who views It may click on it and be brought to a customized, Individual verification page, like this one, which confirms who the credential was issued to,
when It was Issues, what was Involved In earning It, and other useful data. Click here to learn more.

INSTITUTE
e Technical Meeting & Event

Technical Meeting
& Event Production Production
Issued to
Sue Bender X
Edit Link
Text to display: | v l
Event Leadership Institute [8} 01/24/14 X
Link to: To what URL should this link go?
Description Evidence S
The Technical Meeting & Event @ View evid (®) Web address [| ]
Production credential
demonstrates proficiency in all Criteria O Email address Test this link
lighting, audio-visual and staging In order to ear - -
that go into i ipient must
and special events. The recipient of Event Leaders Not sure what to put in the box? First, find the page on the web that you want to link to. (A
this credential should be able to Technical Mee search enaine might be useful.) Then, copy the web address from the box in your browser's
liaise with all technical vendors, Production Co it i
identify proper technical needs for the following ¢ address bar, and paste it into the box above.

a given event, create a run of show, software + Pro|

FRIENDLY REMINDER - Be sure to click SAVE CHANGES in Gmail or other email
application so that your edits will remain.



STEP 11:

COMPOSE a new email to verify that your signature is how you would like it to
appear.

New Message

To

Subject

Sue Bender
Director of Education
Event Leadership Institute
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