After you Click on Add to Cart,

this is what your window will look like

PROFESSIONAL IMAGE 7% 0 sadse Orders,

1 See “General info™ tab

MY BASKET
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Items in Cart Quantity Price Line Total
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Click Add/Edit Personalization

Continue Shopping ' Add Similar

Add/Edit Personalization

NOTE: This option is not available for “Logo Only” Badges
** For this Example we will be using the Copy & Paste from file Option **



A Personalization Window will pop up.

Scroll Down

& Bep 1 ; Downlosd the template

| ® Step 2 » ASd Personalizations oetalsin the Sowioaded bemplate

& 545 ) : Upload the Personalis stions Setals
® Stepd @ Cick o Subest

» Step 5 : Qick on close butten(Top Bght)

® Step i @ Copy Personalizations detads with space separstor

® ftepl : Paste Dexh within (P Lextbon

» Step ] = Ciick on Submit

o fiepd @ Click o clode bution(Top Bght)

The Third Option Available is to Copy & Paste
your Personalization from either Notepad or Excel.

Example: 1 Line as Title
NOTE: Be Careful of Spelling since this is how it will be printed



First we will demonstrate Copying from Notepad.

et b v b gl i o il b 0oy Rhirpuprinng ol

Open Notepad for
this Example.

& Seen 11 Capy Perssmalizavions detadls with 30008 SERA-1ES"

& Stepl : Paste et withen U tethin
= Step ) 1 Chok on Subanit

» Suep 4 Clok on close butson(Top Righe

Type your Personalization Information into Notepad.

Z

For Multiple Lines on your Badges, hit “ &5 Tab” between Lines.
For Multiple Badges, hit “¢<— Enter”between Badges.




This is your Notepad Window
type your Personalization here
& Save. Select All (Corl + A)
Copy (Curl + C).

Clirk on closs bation be o back to Shopping Carl,

* Step 1 : Download the template
® Step 2 : Add Personaiizations detals in the Sowicaded template
@ Bep ) : Upload the Personaizations detsls

® Stepd : Cckon Subent

& Step S : Cick on cose buttonTop Raght)

example: line 1: Line1 {tab} Line 2 {tab} Line 3

SENOWICH AICIovC
Sandwich Artist

Asesistant Manager
Assistant Manager
Assistant Manager

Ahss=istant MHanager
Manacer

o Stepl:Paste text within
* Step 1 Click on Submit

o Stepd @ Cickom cicse button(Top R

Assistant

B NnAME

Sandwich Artist
Sandwich Artist
Sandwich Artist
Sandwich Artist
Sandwich Artist
Assistant Manager
Assistant Manager
Assistant Manager
Assistant Manager
Assistant Manager

[ NAME LIST.txt - Notepad

Assistant Manage
Assistant Manage

&

Assistant Manage
Assistant Manage

o

Assistant Manage

Back at the Website,
Click in the Bottom

Window & Paste (Ctrl + V)

the Text into the Box.
Click Submit.



Your Personalization will appear in the boxes at the top.

EClose

Check the information
inside the boxes for |-

Click on close button to go back to Shopping Cart.

accuracy, then Click
the Submit Button e m—

Line1

|Sandwich Artist

directly below your — [anavich A
h 1 e — |Sandwich Artist

text to save the list. e ==
[Sandwich Artist

This window will

[Assistant Manager

appear letting you
know that your

|Assristrantr Manager

|Assistant Manager

|
|
|
|
|
|Assistant Manager |
|
|
|
|

Message from webpage |Assistant Manager

Personalization A SoE

was Saved.
Click OK, then
Close the Personalization
Window to return to your cart.

The next steps show
how to copy from Excel

instead of Notepad.



Now we will demonstrate Copying from Excel.

Add'Edit Personalization

Personatization

* Step1:Enter % getads within the options below
® 5teép 2 : Click on Subsiit

= Step 3 : Click on close button(Top Right)

» Step 2 : Add Personalizations detais in the dowioaded template

Step 3 i Upload the Personalizations getads

® 5tep 4 : Click on Submit

= Step 5 : Click on close button(Top Right)

s Szen1: Capy Perssealizavions detadls with snace Separiter

Open Excel for
this Example.

+ Stepd: Pacte Text withen the textiox
» Step 3 : Chck on Subarit

o Suep4: Clokom close buton(Top Righe

Type your Personalization Information into Excel.

For Multiple Lines on your Badges, hit “

Z

\\

Tab” between Lines.

For Multiple Badges, hit “¢— Enter”between Badges.



This is your Excel Window - Type your Personalization here

using 1 Row per Badge & 1 Column per Line as
Shown Left.

4 Microsoft Excel - NAME LIST.xls

= |
Fay | T

|2 |MICHELLE EXAMPLE
| 3 |GLENN EXAMPLES
| 4 |NATHAN SMITH

| 5 |JANE

| B |JOHN

Once you have completed
your list & Saved the file, Select All the Personalization

then Copy (Ctrl + C)



Back at the Website, Click in the Bottom Window &
Paste (Ctrl + V) the Text into the Box. Click Submit

AddEdit Personalization

# 5tep1:Enter Personalizations detais within the options below

= 5tep 2 : Click on Subenit

= Step 3 : Click on close button(Top Right)

= Close

Line1

|
I
I
[
I

Line2

= Step 1 : Download the template

Seep 1: Copy Pesonalizations Jetais with 5pace separanos
Step 1 : Paste et withen the teathon

Soep 3 @ Clizk on Subarin

Seep 4 : Chok on close butzon(Top Right)

example: Boe 1: Linel {rad) Line I [eab) Line

example: line 1: Line1 {tab} Line 2 {tab} Line 3

MICHELLE EXAMPLE
GLENN EXBMPLES MANAGER
NATHAN SMITH GENERAL MANAGER
JANE 3 YEARS SERVICE
GOHN S YEARS SERVICE

ASSISTANT MANAGER

submit




Your Personalization will appear in the boxes at the top.

Check the information inside the

boxes for accuracy, then

Click the Submit Button [ i
directly below your e
text to save the list. wm -

e e e

Lined

IMICHELLE EXAMPLE

[GLENMN EXAMPLES

[JANE

|
|
[MATHAN SMITH |
|
|

[JOHN

IASSISTANT MANAGER

[MANAGER

|3 YEARS SERVICE

|
|
|GENERAL MAMAGER |
|
|

|5 YEARS SERVICE




AddEdit Personalization

® Step1:Enter Personaiizations detads within the options below XClose

» Step 2 :Click on Submit

o e IO T Click on close button to go back to Shopping Cart.

Linei

e Message from webpage

= Step 1 : Download the template A

« Step 2 : Add Personalizations details in the dowloaded template

« 5tep 3 : Upload the Personalizations detads I
» Stepd: Click on Submit

» Step S : Click on close button(Top Right)

exampie: ine 1: Line1 {tab) Line  {tab} Line 3

» Step1: Copy Personalizations details with space separator

#® 5tep 2 : Paste text within the textbox

® 5tep 3 : Click on Submit

= Step4: Click on close button(Top Right)

This window will appear letting you know that your
Personalization was Saved. Click OK, then
Close the Personalization Window to return to your cart.
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[f you need any additional help
please do not hesitate to contact us.

Phone: 985-649-5145
Fax: 985-649-3533

E-mail: sales@badgeteam.com

Business Hours: Mon. - Fri. 8 am - 5 pm
Central Time



