
Sharing your Digital Credential in your Email Signature - Outlook 
 
Step 1: Receive Email Notification 
Once you have earned your designation, you will receive an email from Accredible 
notifying you of your new badge. The email will look similar to this: 
 

 
 
 
Step 2: Access your Credential 
Click "View my Credential" in the email to view your badge. 

 
 

 
  



Step 3: Download the Credential Image. 
On the credential page, click the ‘Embed’ button. Then, click ‘Download Badge Image.’ 
This should automatically download the badge image to your computer. Copy the URL 
for later use. 
 

 
 
 
  



Step 5: Open Outlook  
Open Outlook and click "New Mail." Then, click "Signature," followed by "Manage 
Signatures." 
 

 
 

 



Step 6: Create New Signature  
Click the “+” symbol to create a new signature. Once the editing screen opens, click the 
image button and select the downloaded credential image from your computer's 
downloads folder. 
 

 
 

 
 

 
 
 



Step 7: Hyperlink your Credential  
Highlight the credential image, click the ‘Hyperlink’ button, and paste the credential URL 
you copied in Step 3. Then, click "Save." 

 

 
 
Step 8: Select Default Signature  
Select the email account for which you want to set the new signature as default. Ensure 
that both the "New messages" and "Replies/forwards" dropdowns display the name of 
your new signature. 

 

 
 
 



Step 9: Save & Share 
Now, when you create a new message, your digital credential will automatically appear 
in your email signature. 

 

 
 

 


