[image: ]

How to Access Your Credly Badge & Certificate of Completion
· Watch for an email from admin@credly.com sent to the email address you have on file with the University of North Dakota (UND).
· Open the email and click “View Details.” This will allow you to view your badge and access your Certificate of Completion.
· You will be directed to the Credly website.
· Log in or create a Credly account.
· If you already have a Credly account, enter your login credentials.
· If needed, click “Forgot your password?” to reset your login information.
· If you do not have an account, follow the prompts to create one.
· Once logged in, locate your new UND badge. You may need to click “Accept” before additional options appear.
· Click the “Share” button to access available options:
· Download your Certificate of Completion.
· Share your badge on social media.
· Email your badge directly to the Certifying Board of Dietary Managers (CBDM) at exam@cbdmonline.org. 
· To save or print your Certificate of Completion, select “Download Certificate.” A pop-up window will appear so you can save the PDF to your computer for your records or printing.
· If you prefer not to use Credly, you may purchase a printed Certificate of Completion for $25 using the Duplicate Certificate link. Then, in addition to the issuance of the badge and Certificate of Completion through Credly, the Certificate of Completion will be mailed directly to you.
· Before placing your order, be sure to complete the Change of Address/Email Form if your mailing address has changed since registration.
· Please contact us at  UND.courses@UND.edu or 701.777.0488 if you have questions.
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