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1. Open your browser 
to Credly.com and 
select the “SIGN IN” 
link. 

 
2. Select the link “New 

to Credly? Create 
Account” located 
under the Next 
button. 

 



3. Fill out the form, 
agree to the terms, 
and select the 
Create account 
button. 

 
4. You are now at your 

personalized home 
page.  

 
Note: You can manage 
your account from this 
page. 

 



5. Select the “Created” 
tab (2) - 

Interface Overview 
1. Earned badges 
2. Created badges 
3. Create a +New 

badge 
4. More details 

about badges 
requested, 
given, and 
reports 

5. Quick view of all 
badges 

 
  

6. Select the “+ New 
Badge” icon to start 
creating your badge.  

 
Note: Credly also refers 
to badges as credits.  

 



7. Select “Customize 
This” to get started 
creating your 
badge!  

 
Note: You can save and 
return to editing at any 
time. 

 
8. Overview of 

customizing your 
badge - Shape, Icon, 
Text, Border, and 
Colors 
 
Note: There is an 
option to upload 
your own design 
created outside of 
Credly. See Step 29 
in handout for more 
information or 
select the link 
“upload your own 
design”. 

 

9. Start with the 
“Describe this 
Credit”:  

a.  Name your badge 
(Required)  
b.  Add a Short 
Description (optional) 
c.  Allow others to claim 
– probably not. 
d.  Select “+ Add More 
Detail”. 

 



10. + Add More Detail – 
this information will 
be visible to others 
when the badge is 
awarded and 
shared. Make it 
count. 

 
Credit Description – give 
a detailed description of 
what your badge 
represents. Limit is 1500 
characters.  
 
Credit Criteria – give a 
detailed description of 
what learners had to 
accomplish in order to 
earn this badge. Limit is 
1500 characters. 
 
Expires – do skills need 
periodic 
reviewing/testing? 
 
Require Evidence Upon 
Issuing – should 
evidence be added to be 
viewed by others? 
 

 
11. Change the SHAPE – 

six choices. 

 



12. Change the ICON – 
there are many 
options from the 
Noun Project under 
See More or you can 
upload your own 
images.  
 
 
 
 

 
13. Change the TEXT or 

select No text, 
please. If No text, 
please is selected, 
there is no banner. 

 OR 

 
 

14. Change the 
BORDER. 

 



15. Change the COLORS 
– select Fill, Icon, 
Border, or Banner (if 
you selected text).  
 

Use slider to change the 
color hue and shade. 
Select and hold within 
color to select it. Select 
Done.  
 
If you know the hex 
value of a color, try 
Advanced. 
  

16. Save your newly 
created badge.  
 

 
17. After you save the 

badge, you will be 
ready to send 
badges to earners. 

 



18. Type in the name 
and email address 
of the earner or 
upload a .CSV file. 
(See video for help 
with .CSV file.) 

 
19. Add additional 

information as 
desired – issue date, 
testimonial, 
evidence, and tags 

 
 

 



20. Send Credit 

 
21. Earner gets an email 

notification. If 
earners do not have 
a Credly account, 
they will be 
prompted to create 
one. 

 



22. Earner view once 
they select Get 
Started from the 
email. 

 



23. Select an earned 
badge to manage it. 

 
24. Share to your social 

networks. 

 
25. Give Credly 

permission to post 
to your social media 
account by signing 
in. 

 



26. Select your options. 

 

Upload Your Own Design 
27. Select Upload a new 

image. See Step 12. 

 
 

28. Review the 
guidelines for 
uploading your own 
image.  

 
File types = .jpg, .png, or 
.gif 
File size = < 2MB 

 
 



29. Examples of Credly 
created badges and 
OTAN created 
badges. 

 
 
 
 
 
 

 

 
 

 

 

 

This work is licensed under the Creative Commons Attribution 4.0 International License. To view a copy of this 

license, visit http://creativecommons.org/licenses/by/4.0/. 

 

OTAN activities are funded by contract CN150138 from the Adult Education Office, in the Coordinated Student 

Support and Adult Education Division, California Department of Education, with funds provided through Federal 

P.L., 105-220, Section 223. However, OTAN content does not necessarily reflect the position of that department or 

the U.S. Department of Education. 

 

http://creativecommons.org/licenses/by/4.0/

