Adding your BadgeCert digital badge to Outlook

1. Click on either of the links provided in the BadgeCert digital badge claim email to view your
digital badge. (Indicated by thin blue arrows below.)

LA - Message T (Read-Onby]

You earned a digital badge from National Apartment Assoclation Education Institute (NAAET

Ose Tiizabath,

Congrat Hou are M badin, CAMSH, Apartment Asscoation [NAAEN. Four badgs ¥ with othars via emad o social media in order your . T vt your D B E masiriezzm

Add your credential to Linkedin profés now! ¥ou may be proenpted to sign in bo Uinkedin. You wel be asked to abeit the b g details 10 add your badge:

Certification nama:  CAM-SH
Cotdlication authety: National Apartment Aviocation [eucation Instinute (NAKIE
tssuance date: 03/25/2019

Cortification URL:  hittpulfbcertme/srweemer '\

2. Your digital badge image and its corresponding URL will open on the BadgeCert website

(@] m B httpsy/beert.me/bc/html/show-badge htmi?b=Invzzmcr
ata"‘aipr
ES
Elizabeth Zolotukhina ‘ CAM-SH - CERTIFIED BADGE
Issued To  Elizabeth Zolotukhina
Position Manager, Training & Certification
Company : National Apartment Association Education Institute (NAAEI)
Elizabeth Zolotukhina - ABCD1234
Issued By National Apartment Association Education Institute (NAAEI)
Location : Arlington VA
Issue Date 03/25/2019
Expiration Date : 04/25/2019
Description : Certified Apartment Manager - Student Housing

This badge is: htip:/fbcert. mefsinvzzmer
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3. Right click on the digital badge image and choose “save picture as” from the drop down menu

Elizabeth Zolotukhina

CERTIFIED APARTY
MANAGER

Ask Cortana about this picture

Save picture as /

Share picture
This badge is: http://bcert. me/sinvzzm ﬂ

Select all

Copy

View source

Inspect element

4. Name the file (or keep the default name), and click “Save” to save it as a *.png file to your

Desktop
Save As X
4~ Bl » ThisPC » Desktop v D Search Desktop L
Organize = MNew folder B -
- TRAINING NAA Name Date modified Type
= W-9 Taxpayer ID o Box Shortcut
f@a OneDrive Car File folder
2019 FSA File folder
E This PC Registration Invoices File folder
_ 3D Objects
[ Desktop
@ Documents
4 Downloads
D Music
&= Pictures
B \ideos
am Windaws (C:)
. & >
: e- 7828 -
Save as type: | PNG (*.png) w
~ Hide Folders f Cancel
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5. Copy the badge URL (highlighted in the image below) to a blank Notepad or Word file. Save that
file to your Desktop. You will need that URL later in this process.

Elizabeth Zolotukhina

This badge is: hitp:/fbcert. me/sinvzzmc *

6. Click on “New Email” to open a new email message
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8. Click on “New”

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
default E-mail account: |ezo|otukhina@naahq.org
New messages: ‘default

L]

Replies/forwards: ‘[none]

| Delete |$ Mew || Save || Rename ‘

Edit signature

fa RaR][e] 1 v [—] S = = | | &
Elizabeth Zolotukhina 2

Manager, Training and Certification

NATIONAL APARTMENT ASSOCIATION

Ne Lead the Way Home

| ok || canca |

9. Inthe New Signature text box, type a name for your signature, and click “OK”

? >

Signatures and Stationery

E-mail signature  Personal Stationery
) ) Mew Signature ? >
Select signature to edit re

Type a name for this signature: otukhina@naahq.org
Test

fault

|¥ oK | Cancel | ong)
| Delete || HNew || SE\VH Rename |
Edit signature
(6 2y (—]| == = | e [ S
Elizabeth Zolotukhina .

Manager, Training and Certification

L]

NATIONAL APARTMENT ASSOCIATIO

TN W

o Way H

ok || cancl
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10. The signature you just created will be highlighted in the “Select signature to edit” window. This
will enable you to type the text and image/s associated with your signature in the “Edit
signature” text box

res and Statione ? *
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
default E-mail account: | azp)0tukhina@naahaq.org w
I -
Replies/forwards: |(ngne) v

Delete Save Rename

Edit signature

Galori o) [V|[11 V]| B 1 v |

[25] Business Card |L_||; %

Signature
text &
images go \
here
oK Cancel

11. Copy and paste any text that you would like to include in your signature into the “Edit signature”
text box. Below is an example:

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
default E-mail account: | a7g10tukhina@naahaq.org ~
Mew messages: default v
Replies/forwards: [nonel v
Delete New Save Rename

Edit signature
Calibri (Body) w11 v| B I U Automatic w [25] Business Card |L_'|;| %

Elizabeth Zolotukhina *‘
Manager, Training and Certification

National Apartment Association

4300 Wilson Blvd., Ste. 800, Adington, VA 22203

t: T03-797-0605 | f: 703-245-9440

ezolotukhina@naahaq.org | www.naahg.org

*Please note new suite number above.

OK Cancel
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—

12. Place the cursor where you would like to place your digital badge image, and click on the “insert

picture” button. Both are indicated by thin blue arrows below.

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit

default

Delete Save Rename

Edit signature

Calibri (Body) w11 v| B I U Automatic

Choose default signature

E-mail account: | azp|gtukhina@naahg.org ~

Mew messages: default v

Replies/forwards: [nonel v

Elizabeth Zolotukhina

Manager, Training and Certification

National Apartment Association

4300 Wilson Blvd., Ste. 800, Adington, VA 22203
t: 703-797-0605 | f: 703-245-9440
ezolotukhina@naahg.org | www.naahg.org

*Please note new suite number above.

| <\

OK Cancel

13. From the “Insert Picture” pop-up window, navigate to your desktop, or wherever you saved the
digital badge image, and select it. It will appear in the “File name” text box. Then, click “Insert.”

« v 4 B s ThisPC > Desktop
Organize = New folder
- Telking Points  »  Name
- TRAINING NAA 6 badge-7828
-] W-0 Taxpayer ID 9 Box
@ OneDrive car
2019 FSA
X8 This PC Registration Invoices
“J 3D Objects
[ Desktop
E] Documents
4 Downloads
D Music
&=| Pictures
B videos
i Windows (C:)
| ¥ Network v x

? X

v O Search Desktop pel

PR

m

STUDENT =

CAMEE:

CERTIFIED APARTMENT
MANAGER

File name: ‘badge-?’&l&

~ | | All Pictures ~

Tools = Insert | Cancel
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14. The image of your digital badge now will appear in the “Edit signature” text box. Re-size as
desired by dragging the corners of the image

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
eult E-mail account: | e70]0tukhina@naahq.org ~
= Mew messages: default v
Replies/forwards: [none) v
Delete HNew Save Rename
Edit signature
Calibri (Body) ||| 11 v| B I U Automatic | v | = = = |[|gusiness Card |L_‘.;. =
Ll
- |
V\V\\
oK Cancel
15. Select your digital badge image. Shown highlighted in grey below.
Signatures and Stationery ? d
E-mail 5ignature  Personal Stationery
Select signature to edit Choose default signature
default E-mail account: | azg|0tukhina@naahq.org w
Test
Mew messages: default "
Replies/forwards: (none) "
Delete HNew Save Rename
Edit signature
Calibri [Body) w11 | | B I U Automatic viiE = = | [£5] Business Card | ’__'g %
~
W
K Cancel
7
May 1, 2019
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16. Click on the “Insert Hyperlink” button. The “Insert Hyperlink” pop-up window will appear. In the
“Address” text box below copy and paste the URL to your digital badge that you obtained in
Step 5 above. Click “OK”.

nsert Hyperlink ? X ? X
Link to: Text to display: | << Selection in Documents > ScreenTip...
Look im: Documents ~ B Ea _
Existing File [
or Web Page Custom Office Templates Bookmark.. | &
Current
Folder My Data Sources v
Zoom Target Frame... -
Place in This o i I
e R— C.hatLog NME\ _ MALP ADE Training _D_ Jacobson_ 2019_01_04
“Pages ﬁ File for Digital Badge
. ﬁ ‘Workbench for Digital BAdge Issued Date
Create New Regent o
Document Files ‘%
~
Address: http://bcert.me/slnvzzmer o
E-mail
Address
—

|

17. The “Insert hyperlink” pop-up window will disappear.

Signatures and Stationen, 7 X
E-mail 5ignature  Personal Stationery
Select signature to edit Choose default signature

default E-mail account: | az0)0tukhina @naaha.org v

Test
Mew messages: default “
Replies/forwards: [none) "

Delete New Save Rename

Edit signature

Calibri (Body) w1 V| B I U Automatic vlI=l= = ||E|§usiness Card |L_‘|;| &,

W
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18. To re-size (shrink) the digital badge image, right click on the image and click on “picture” from the
drop down menu (indicated by blue arrow below).

res and '_".i'..C"‘E"_ oxo Cut ? X

| E-mail Signature  Personal Stat E@ Copy

ﬁj Paste Options:

Select signature to edit Choose default signature

E default |f|rl:| % E-mail account: | azg10tukhina@naaha.org ~
Mew messages: default v
Save as Picture... Replies/forwards: | (none) w

@ Edit Hyperlink..,

Delete New _
I
1 Edit signature —
Calibri (Body] v |[11 [» | - 1= | N = = |[|§usiness Card |L_'|;| =)
| RTM D -
@v Picture... /
|
>4 -12,,
i - 5
‘ 5
=z
| LN -
W
AEATIFIER 8 mARTLIELT

19. Click on the “Size” tab

Format Picture / ? *

Colors and Lines Size Layout Text Box  Alt Text
Crop from
Left: o 2 Top: o 2
Right: o 3 Bottom: o 3

Image control

Color: Automatic ~ ? %
Brightness: € > [50% 3
Contrast: £ > |50% =

naahg.org ~

w

I o

s Card |L_';| %

Compress... Reset
~
hS
=
STUDENTQ
c
o
=
v
AnanTosEAT
OK Cancel

Adding your BadgeCert digital badge to Outlook May 1, 2019



20. In the “Scale” section, type 25 in the “Height” and “Width” text boxes. Then, click “Ok”. All

indicated below with thin blue arrows.

Adding your BadgeCert digital badge to Outlook

10

Format Picture ? *
Colors and Lines Size Layout Picture = Text Box  Alt Text
Height
@ Absolute | 0.78° =
Relative o relative to | Page v
Width
@ Absolute |0.78" = ? W
Relative = relative to | Page ~
Rotate
Rotation: 0 o L
naahg.org ~
Scale =
- . 4——‘—/’_ =
Height: 25% = Width: 25pe = —
Lock aspect ratio b ~
Belative to ariginal picture size
Original size
Height: 313" Width: 313"
Reset s Card | L_';. &
~
‘ /
=
STUDENTQ
C M F .
=
E =] )
Y]
AFOTICIER A RS AT ACAT
OK Cancel
) .. .
21. You'll see the digital badge image has shrunk.
Signatures and Stationery 7 >
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
€U|t E-mail account: | o530 |gtukhina@naahq.org ~
= Mew messages: default ot
Repliesforwards: |none ~
Delete Mew Sawve Bename
Edit signature
catori oy V][ ]| B 1 (U [ [v]| = = = | Edpusinescard | [D &
Mational Apartment Association ~
4300 Wilson Blvd_, Ste. 800, Adington, VA 22203
t: 703-797-0605 | f: 703-248-9440
ezolotukhina@naahq.org | www.naahq.org
*Please note new suite number above,
b
OK Cancel
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22. The digital badge in your email signature now will have the associated meta-data. Those who click
on the digital badge image in your email signature will be able to see the details regarding your

digital badge on the BadgeCert website.

O @

betrtme,

Elizabeth Zolotukhina CAM-SH
howed Ta Ehrabeth Talotuklena
Position Manager. Training & Certification
Company : Nationsd Apartment Associstion Education Institute [NAAET
Elizabeth Zolotukhina | ABCD123
tmed By ar Ana
Location 1 Arfington VA
e Uate QX232
Fxpurastaon Diste [.EL. L8 L
Description Cartified Apartment Manager - Student Housing
This badgein:  MZ/DCEN. Me/sinvzzmer ]
11
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