
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. 

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

STEP	
  1:	
  	
  



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

STEP	
  2:	
  	
  

Right click on the image of the credential 
and select COPY IMAGE ADDRESS or COPY 
IMAGE URL 

STEP	
  3:	
  	
  



Go to your email program (we’re using 
GMAIL in this example) and click on the 
settings icon. 

STEP	
  4:	
  	
  

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

STEP	
  5:	
  	
  

If blank, feel free to enter your 
name, title and contact 
information here.  Click into the are 
of where you would like to place 
your credential. 



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

STEP	
  6:	
  	
  



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

STEP	
  7:	
  	
  

To resize, 
highlight the 
image and you 
will see a 
selection of 
small, medium 
or large to 
choose from.  
We recommend 
medium or small 
for optimal 
viewing. 

STEP	
  8:	
  	
  



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. 

STEP	
  9:	
  	
  



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

STEP	
  10:	
  	
  

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



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

STEP	
  11:	
  	
  


