
Creating a Celebration Module post 

The Celebration Module (formerly the “Recognition Wall”) is a great way to 

make a colleague’s Yale milestone anniversary extra special, by sharing personal 

messages of congratulations. 

Available on the recognition portal, the Celebration Module is designed to 

celebrate milestone anniversaries at 1 year, 5 years, and every 5 years 

thereafter.  

Email invitations are sent 30 days prior to the honoree’s milestone 

anniversary. Those invitations are sent to the honoree’s manager, that 

manager’s directs, and the honoree’s directs, if applicable. Once invited, 

employees simply follow the steps below: 

Step 1. Click on the link in the email, which will bring you to the recognition portal. 
On your home page, click on the celebration invitation tile. 

 

https://auth.yale.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https://www.recognitionhub.com/Yale


 

Step 2. Select a design from the library of images and click Next. 
 

 
 
 
 
 
 
 
 



Step 3. Customize your post. Add a personal message, share a funny story, or 

simply congratulate your honoree on this milestone. When complete, click Submit. 

Then, you’ll have the opportunity to invite others to contribute as well.  

 

 

 

 

 

 



Step 4. Invite colleagues to share their own congratulations. Simply enter their 
names in the Search Invitees box, check the Select box next to their name, and then 
click Add Selected to add them to the invitation list. Once you are done selecting 
people to invite, click the Send Invites button.  

 
Once you hit Send Invites, they’ll receive an email letting them know they’ve been 
invited to share their own post. Please note, invitations can only be sent to eligible 
Yale email addresses. 
 
The Invitee list on the right-hand side of the screen shows you who has already 
been invited (sent icon) and who has posted a message (figure with checkmark 
icon). 
 
Click Back to Home to return to your portal home page.  
  

 
 



 

Step 5. On the anniversary date, your honoree will receive an email with a link to 

view all the posts from friends and colleagues—a great way to start the day! 

Questions? 

If you need help creating your post within the recognition portal, please 

contact the Yale University service award vendor, HALO Recognition, at (800) 

540-8699 or firstinrecognition@halo.com. 

If you have questions about Yale’s recognition programs, please reach out to 

the Employee Service Center at 203-432-5552 or 

employee.services@yale.edu.  
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