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Badges How-To 

After completing an entire module (all sessions must be completed in the specific 

module), you will receive badges. It may take up to 1-2 minutes before the badges will 

be awarded. It does not notify you that you have received a badge and you must check 

in the following area to see your completed badges.  

 

Navigate to the following tab in the client platform: 

USE R SET T I NG S T AB  

         

 

Scroll down to the Badges function.  

B ADG E S FUN CT I O NS  

     

                                                               Select the View My Badges. 

Instructional Guide on how to use the badges feature in TAO 
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Here you will see your entire collection of badges. You can also send badges to the 

appropriate person through two mechanisms: download and email or print and give in 

person. If printing, there is a print icon in the top right-hand corner as pictured. This 

prints all the badges awarded to you.  

 

 

 

To print or download individual badges, click the hyperlinked badge ID to open the 

selected badge.  
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