
After you Click on Add to Cart, 
this is what your window will look like

** For this Example we will be using the Copy & Paste from file Option **

Click Add/Edit Personalization

NOTE: This option is not available for “Logo Only” Badges

1



A Personalization Window will pop up.

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

Scroll Down
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First we will demonstrate Copying from Notepad.

Open Notepad for
this Example.

Type your Personalization Information into Notepad.
For Multiple Lines on your Badges, hit                 between Lines.

For Multiple Badges, hit                    between Badges.“      Enter”
“      Tab”
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Back at the Website,
Click in the Bottom

 Window & Paste (Ctrl + V)
 the Text into the Box.

 Click Submit.

This is your Notepad Window
type your Personalization here 
& Save. Select All (Ctrl + A)
Copy (Ctrl + C).
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Your Personalization will appear in the boxes at the top.

Check the information
inside the boxes for
accuracy, then Click
the Submit Button
directly below your 
text to save the list.

The next steps show
how to copy from Excel

instead of Notepad.

This window will 
appear letting you 
know that your 
Personalization 
was Saved.  
Click OK, then
Close the Personalization 
Window to return to your cart. 5



Now we will demonstrate Copying from Excel.

Open Excel for
this Example.

Type your Personalization Information into Excel.
For Multiple Lines on your Badges, hit                 between Lines.

For Multiple Badges, hit                    between Badges.“      Enter”
“      Tab”

6



This is your Excel Window - Type your Personalization here
using 1 Row per Badge & 1 Column per Line as

Shown Left.

Once you have completed 
your list & Saved the file, Select All the Personalization 
then Copy (Ctrl + C)
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Back at the Website, Click in the Bottom Window & 
Paste (Ctrl + V) the Text into the Box.  Click Submit
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Your Personalization will appear in the boxes at the top.

Check the information inside the 
boxes for accuracy, then 
Click the Submit Button 
directly below your 
text to save the list.
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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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If 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
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