
Digital Credentials: A Step-by-Step Guide 

Congratulations on completing your program at Executive Education HEC Montréal!  

We’ve developed this short guide to help you make the most of this achievement and use it 
to boost your visibility on LinkedIn.  

You will receive your digital certificate of completion in an email from Executive Education 
HEC Montréal.  

Important: If you don’t see our email in your inbox, please check your spam or junk folder 
(especially if you’re using Outlook). Note that sharing the news with others is easier if you 
open the email in your web browser rather than in a desktop application.  

Example in Gmail:  

 

From the email, click the See My Certificate of Completion button.  

 

 

 

 

 

 

 

 

 

 

 

A web page will open with your certificate of completion. You can download a PDF version 
that you can share via email or social media. 



Social media 
posting options 

Be sure to let the people in your network know about this latest accomplishment! Share the 
news on LinkedIn and update your profile by clicking the Add to My LinkedIn Profile button. 

 

 

 

 

 

 

 

 

 

  

Download PDF 
and share 



A new window will pop up. Click Add to My Profile. 

 

 

 

 

 

 

 

 

 

 

 

 

 



You will be directed to your LinkedIn account. The program information will automatically be 
uploaded into the form.  

The only thing you have to do is click Save and your profile will be updated. 

 

 

 

 

 

 

 

 

 

  



You then have the option of sharing the news with the people in your network by clicking on 
Next.   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Make any changes you would like to the proposed text and click Post. 

Your profile and your feed will be updated accordingly.  
Congratulations!   

Here’s a sample message to inspire you:  

I’m proud to announce that I recently completed my Certification in Marketing 
Communication! 
�����
��� Thanks to @École des dirigeants HEC Montréal! I’m looking forward 

to putting everything I’ve learned into practice. 
���� 

 

 

 


