Installing the Certify'Em Add-on
This step must be completed on every device used to manage the form. Best results are on a personal or non-hospital network/wifi.
1. Open your Google Form.
2. Click the three dots (More menu) in the top right corner and select Get add-ons.
3. In the Google Workspace Marketplace, search for Certify'Em.
4. Click Install to add it to your Google Forms.
5. Once installed, a new Add-ons icon (puzzle piece) will appear at the top of your Google Form.
Preparing the Evaluation Survey
The order of questions is critical because Certify'Em uses a sequential merge process.
1. Question 1: Full Name – This must be the first field so it correctly maps to the name section on the certificate.
2. Question 2: Professional License/ID – This must be the second field to map correctly to the license section.
3. Accreditation Details – Ensure the form or certificate includes the accreditation statement, presenter information, and learning objectives as required by BRN license standards.
4. Set Passing Score – Go to the form settings and ensure it is treated as a "quiz." Set the passing score to 0. This ensures every person who completes the survey receives a certificate regardless of their "score".
Connecting the Certificate Template
1. Click the Add-ons icon and select Certify'Em.
2. In the pop-up window, click Link to a form (or "Turn Certification On").
3. Select your Certificate Template. You can use a pre-made template or create a custom one in Google Slides.
· Merge Tags: Use double curly brackets (e.g., {{Full Name}}) in your template. These act as indicators for where the survey data will be merged.
4. Customize Content: Update the certificate with the specific presentation title, date, and presenter information for each event.
Automation and Delivery
1. Automatic Sending: Once the survey is submitted, Certify'Em auto-generates a PDF certificate.
2. Email Receipt: The certificate is sent directly to the email address the participant entered in the survey.
3. Expiration Policy: It is recommended to include a statement on the form noting that the survey (and certificate availability) expires after a set period, such as 30 days, to manage long-term administrative requests.
https://youtu.be/bnmDKdjfd3o?si=Z1AED6aCl8jN1qn9 

