Adding your Digital Badge to your Gmail signature (Desktop version)

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.)
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2. Your digital badge and its corresponding URL will open on the BadgeCert website
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Elizabeth Zolotukhina

CAM-SH - CERTIFIED BADGE

Issued To
Position
Company

Issued By
Location

CERTIFIED APARTMENT
MANAGER

Issue Date

Expiration Date
Description

This badge is httpz//bcert. me/sinvzzmer

Ehizabeth Zolotukhina :

: Elizabeth Zolotukhina
: Manager, Training & Certification

: Mational Apartment Association Education Institute [MAAEI)

ABCD1234

: Mational Apartment Association Education Institute (MAAEI)
: Arlington VA

: 03/25/2019

: 04/25/2019

: Certified Apartment Manager - Student Housing

4/29/2019




3. 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

CERTIFIED APARTMENT
MANAGER

This badge is: hitp.//bcert. me/sinvzzmc \

4. Log into your Gmail account

Google
Signin

with your Google Account

[ Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account

Next
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5. Click the Gear icon in the top-right corner of your inbox and then select Settings from the drop-
down menu.

Display density

Configure inbox

Settings

Themes

Get add-ons

Send feedback

Help

6. From within the General tab, scroll down until you see the signature field.

General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat Advanced Offline Themes

[ signature: No signature
(appended at the end of all outgoing messages)
P g g ® | Elizabeth Zolotukhina <yz2432@columbia.edu> v
Learn more — - Sdiec. =
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Signature text goes here|
[l Insert this signature before quoted text in replies and remove the "-" line that precedes it.
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7. Type the text of your signature into the text box shown in the previous step. Include the

acronym of the NAAEI designation you’ve earned. An example is indicated with the thin blue
arrow below:
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Elizabeth Zolotukhina, CAM SH “

Manager, Training and Certification

National Apartment Association
4300 Wilson Blvd., Ste. 800, Arlington, VA 22203
t: 703-757-0605 | f: 703-248-9440

ezolotukhina@naahg.org | www.naahg.org
*Please note new suite number above.

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

8. Scroll to the bottom of Gmail’s General tab and click “Save Changes.” Keep this tab open in your
browser.

——» Save Changes | | Cancel |

9. Gmail does not support linking images. However, you can link text. Open the file with the digital
badge URL that you created in step 3. Select that URL and copy it using CIt+C.

10. Go back to the Gmail signature field you created in step 7. Select your designation acronym and
click on the “link” button. Both are indicated with thin blue arrows below.
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National Apartment Association
4300 Wilson Blvd., Ste. 800, Arlington, VA 22203
t: 703-757-0605 | f: 703-248-8440

ezolotukhina@naahg.org | www.naahg,org
*Please note new suite number above.
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11. An “Edit Link” pop-up box will appear. Select the “Web address” radio button. In the text box to
its right, paste (by pressing Clt+V) the URL you copied from the file created in step 3 above.
When finished, the filled-out text box should look as below:

Edit Link

Text to display: |{}AM SH |

Link to: To what URL should this link go?
'®) Web address http://bcert. me/slinvzzmer| |

-/ Email address Test this link

Mot 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.

12. Click “Ok”.

Edit Link

Text to display: |{3AM SH |

Link to: To what URL should this link go?
® Web address http:ﬁbcert.mefslnvzzmcr| |
© Email address Test this link

Mot sure what to put in the box? First, find the page on the web that you want 1o
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 imto the box above.

<4
Cancel
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13. Your designation acronym will appear as a link in your signature.
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Elizabeth Zolotukhina, CAM SH

Manager, Training and Certification \

National Apartment Association
4300 Wilson Blvd., Ste. 800, Arlington, VA 22203
t: 703-797-0605 | f: 703-248-9440

ezolotukhina@naahg.org | www.naahg.org
*Please note new sulte number above.

14. When you’re satisfied with the text of your email signature, scroll to the bottom of Gmail’s
General tab and click “Save Changes.”

\;l Save Changes | | Cancel |
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15. When you open a new email, you'll see that your designation acronym is hyperlinked.

Recipients

Elizabeth Zolotukhina, CAM SH

Manager, Training and Certification

Subject

National Apartment Association
4300 Wilson Blvd., Ste. 800, Arlington, VA 22203
t: 703-797-0605 | f: 703-248-9440

ezolotukhina@naahg.org | www.naahg.org
*Please note new suwite number above.
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16. When someone clicks on that hyperlink, they’ll see the details associated with your digital

badge.
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Elizabeth Zolotukhina CAM-SH - CERTIFIED BADGE

Issued To

Position

Company

Elizabeth Zolotukhina
Issued By

Location

Issue Date

Expiration Date
Description
This badge is http://bcert. me/sinvzzmer

Elizabeth Zolotukhina

Manager, Training & Certification

Mational Apartment Association Education Institute (MAAEI)
ABCD1234

Mational Apartment Association Education Institute (MAAEI)
Arlington VA

03/253/201%

04/25/2019

Certified Apartment Manager - Student Housing

4/29/2019



