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BADGE CERT SHARING PROCESS:

LINKED IN:

CLICKING STRAIGHT FROM BADGE CERT EMAIL-

5. ENTER IN THE DATE THAT YOUR CERTIFICATE WAS ISSUED IN THE " SECTION. THIS
CAN BE FOUND ON YOUR CERTIFICATE YOU RECEIVED AS AN ATTACHMENT TO YOUR RESULTS
LETTER. IF YOUR CERTIFICATE DOES NOT STATE THAT IT IS SENT TO EXPIRE, YOU CAN TURN OFF
THE EXPIRATION DATE BY SLIDING THE TAB TO THE LEFT OF THE FIELD TITLED “THIS CERTIFICATE
DOES NOT EXPIRE"

6. UNDER THE CERTIFICATION URL FIELD, YOU WILL NOT NEED TO ENTER ANYTHING AS THERE IS

NO CERTIFICATION URLTIED TO YOUR CERTIFICATE.

1. CLICK THE HYPER LINK IN THE EMAIL YOU RECEIVED FROM BADGE CERT- “CLICK ADD YOUR
CREDENTIAL TO LINKEDIN PROFILE NOW! 7. CLICKSAVE
 THIS SHOULD DIRECT YOU TO THE LINKED IN SITE, IF YOU ARE NOT LOGGED IN YOU WILL WANT
TO DO SO NOW
OUTLOOK:

©  APOP UP BOX SHOULD APPEAR- SEE SCREEN SHOT BELOW FOR REFERENCE.

Add certification X *BEFORE YOU START THESE STEPS PLEASE SAVE THE ACQUIROS BADGE LOGO AS A PICTURE TO YOUR

DESKTOP*

*TIP: RESIZE YOUR PICTURE TO THE DESIRED SIZE YOU WOULD LIKE IT TO APPEAR IN YOUR SIGNATURE
LNE®

1. CLICK “NEW EMAIL” IN THE TOP LEFT HAND CORNER

2. CLICK THE DROP DOWN MENU UNDER “SIGNATURE” IN THE “INCLUDE” COLUMN

3. CLICK “SIGNATURES”, IF YOU DO NOT HAVE A SIGNATURE SAVED THIS WILL NOT BE A DROP
DOWN OPTION.

4. CLICK THE SPACE BELOW YOUR SAVED SIGNATURE

5. CLICK THE PICTURE ICON ON THE EDIT SIGNATURE TAB. SEE BELOW FOR REFERENCE.
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2. ENTER IN YOUR CERTIFICATE NAME. THIS IS THE NAME OF THE EXAMINATION YOU
PARTICIPATED IN (EXAMPLE: ICM FOUNDATION). IF YOU ARE UNSURE OF THE PROPER
CERTIFICATE NAME, IT IS ALSO LOCATED ON THE ELECTRONIC CERTIFICATE YOU RECEIVED AS o | [ o
AN ATTACHMENT TO YOUR RESULTS LETTER.

3. ENTER IN ACQUIROS UNDER “CERTIFICATION AUTHORITY”

4. ENTER IN YOUR LICENSE NUMBER. THIS IS YOUR CERTIFICATE NUMBER WHICH CAN BE FOUND
ON YOUR CERTIFICATE YOU RECEIVED AS AN ATTACHMENT TO YOUR RESULTS LETTER. FOR THE
1CM FOUNDATION AND PRACTITIONER EXAMS YOU WILL NOT HAVE A LICENSE NUMBER, YOU

6. FIND THE LOGO ON YOUR DESKTOP AND CLICK INSERT
7. CLICK“OK"

AN ENTER “N /Y IN THIS FIELD
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