
© 2012-2020 Credly, Inc | Proprietary 

Meta��� � �%�$�' �*�(�6
ata Best Practices







© 2012-2020 Credly, Inc | Proprietary

This is the name of the badge, course, credential or certification.

Badge Name

¥ Establish a consistent naming convention for all
the badges you will develop. This will ensure that
your badge program and credentials are
recognizable in the marketplace.

¥ Determine whether you want the name of brand/
company in the title of each badge.

Considerations & Recommendations: Badge Name Examples:



This is a 500 character or less description of the outcomes of this achievement. This should 
articulate what the individual is capable of or competent in doing. 

Badge Description

¥ What is the badge earner capable of after earning this
designation (or having the experience)?

¥ Do not use this space to give lengthy course descriptions
or requirements for achieving the credential.

¥ Establish an organizing principle for the syntax of the
badge description for each badge you design:

¥ Consider starting the description as follows:
ÒEarners of this designation have demonstratedÉÓ

¥ The second sentence could begin with:
ÒEarners are able toÉÓ



Example: Badge Description

Competent in the basics of creating spreadsheets. 
Understands the Excel 2013 environment and how 
to sort data using the filtering and formatting tools. 

Familiar with worksheets, working with numbers, 
creating and saving spreadsheets, and formatting 

columns. Experience using the table and formula 
tools to create charts, lists and simple 
spreadsheets.

Earners of the Microsoft Excel Specialist 2013 
badge have a fundamental understanding of the 
Excel environment and the ability to complete tasks 

independently. They know and demonstrated the 
correct application of the principal features of Excel 

2013. These candidates are able to create and edit 
a workbook with multiple sheets for a variety of 
purposes and situations.

Badge Description: Badge Description:



�6�F�K�R�R�O���R�U���'�H�S�D�U�W�P�H�Q�W���R�I���2�U�L�J�L�Q�����U�H�T�X�L�U�H�G��
This is a �U�H�T�X�L�U�H�G���I�L�H�O�G���I�R�U���W�K�H���6�F�K�R�R�O���R�U���'�H�S�D�U�W�P�H�Q�W���W�K�D�W���L�V���F�U�H�D�W�L�Q�J���W�K�H���E�D�G�J�H��

Badge Type (required)
This is a required field to specify the Badge Type:  
• Credit: A Credit badge provides students with a credential to acknowledge skil ls, 

competencies, accomplishments, and the mastery of knowledge through selected Pace 
credit courses.  

• Non-Credit: A Non-credit badge is tied to courses and/or experiential opportunities which 
cannot typically be applied to degrees.  

�%�D�G�J�H���3�U�R�J�U�D�P���/�H�Y�H�O (�U�H�T�X�L�U�H�G)
This is a���U�H�T�X�L�U�H�G���I�L�H�O�G���W�R���V�S�H�F�L�I�\���W�K�H���%�D�G�J�H���S�U�R�J�U�D�P���O�H�Y�H�O�������8�Q�G�H�U�J�U�D�G�X�D�W�H�����*�U�D�G�X�D�W�H�����R�U���&�R�Q�W�L�Q�X�L�Q�J���(�G�X�F�D�W�L�R�Q����
�3�U�R�I�H�V�V�L�R�Q�D�O���'�H�Y�H�O�R�S�P�H�Q�W��

�3�U�R�J�U�D�P���8�5�/ (optional)
�7�K�L�V���L�V���D���O�L�Q�N���W�R���W�K�H���P�R�V�W���U�H�O�H�Y�D�Q�W���S�X�E�O�L�F���Z�H�E���S�D�J�H���D�E�R�X�W���W�K�L�V���S�D�U�W�L�F�X�O�D�U���F�H�U�W�L�I�L�F�D�W�L�R�Q���R�U���\�R�X�U���J�H�Q�H�U�D�O���S�U�R�J�U�D�P���R�U��
�E�U�D�Q�G�����8�V�H���W�K�L�V���W�R���\�R�X�U���D�G�Y�D�Q�W�D�J�H���Z�L�W�K���P�D�U�N�H�W�L�Q�J��







This is a brief descriptive and visual representation of what the badge earner did to earn this badge. The 
list of criteria describes steps required for an individual wanting to pursue this credential.

Badge Criteria

¥ Utilize action verbs to denote the ÒcheckmarkÓ items needed
for the earner to achieve this badge.

¥ Review the associated images with each thematic type in
the pages that follow.

¥ Ask yourself: Did the earner have to complete coursework?

applice bad?



E x a m p l e :  B a d g e  C r i t e r i a¥Add numbers in Excel 2013¥Basic math in Excel¥Create a chart¥Create a workbook¥Freeze or lock panes¥Understand and use cell references¥Use AutoFill and Flash Fill¥Complete required Microsoft Office Specialist - Excel 2013 training

¥Score a passing grade on the Microsoft Office Specialist - Excel 2013 Exam

Criteria Example:Criteria Example:



�������D�����������������
�����������
�������	��������������

�����������
�������������� ���������������������% �����%�
���������������% �����%�
�%
�����������% ���������%�
�����������
�����������% �������%���������������������% �����%
�
�����������������% �����%���������������% �����������������%

������������������������ �
�
�����������% �
�%���������
���%
�
�������������������% �����%���"�
���%

�������
������ �����������������������% �
�������������% ���
�������% �����
���%
���
���%�
�������
���#�% ���������% �������������������% �����%�������%
���������
�����% �����
�������������% ���������% �
���%�
���%���������#������� �����%
�������������
���������% �����
���%�����%�
�%�������������������% �������%�
�%
������������������� �����% �������������
���������%

���������������� ���������������������% ��������� �
�����% �������������!�������%
�����%�
�%���������
���% �����
�������������% ����� �����������������% �����%
�������������������#�% ���������
���������%

����

��������

������������������������ ���
�����������% �
�%���������������$�����%
���������������������
���% �����%�����������������
���% �����������������
���%
���������%�
���
�������������%

�������
������������ �����������������
������ �������������������������% � � � � � u • %��������������������������P����0����%� ���� @ � � � � � � 9 � � � � � � ���������������������������
�������������
���������"P�uq





© 2012-2020 Credly, Inc | Proprietary

Template Attributes
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Mastery Level

IntermediateFoundational

Associate 
Beginner 

Foundations 
Fundamentals 

Level 1

Professional 
Intermediate 

Proficient 
Level 2

Specialist 
Master 
Mentor 
Expert 
Level 3

Advanced
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Time Commitment

YearsWeeksHours
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Cost

PaidFree
Available at no cost  

to the earners
Cost to the earner to  

complete the requirements 

Free training course 
Free webinar 
Free MOOC 

Training Course Registration 
Exam Registration 



Standards (optional)
This is an optional field that links to any relevant third-party external standards.  The optional Standards field  



U N L E AS H  T H E  W O R K F O R C E
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