
Press ENTER on your Keyboard and you are ready to get started...

Example Login Information: 
 Username - 
  example@badgeteam.com
 Password - 
  password         

This is the Homepage at www.badgeteam.com
Login to your Company’s Catalog by entering your 

Username & Password below.
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This is your Company’s Custom Catalog Homepage
which you can see only after Signing In

Example: Click on Badges with Old Logo

Notice that once you have 
successfully logged in

Your Name will appear on 
the top of the page

Click on an Image
to get to that Category.
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After choosing your 
category, you will be 
directed here to choose 
your Badge Style by 
clicking on the image.

Example: Style DOVAL without a Frame
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After you choose your 
Badge Style you 
will Customize your 
Badge Quantity, 
Lines of Print, 
Badge Holders,
& Color.
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Enter Total Quantity 
You will personalize
Name, Title, Etc.
individually before
checkout.

Example: 2
5



Choose your 
Personalization 
Option from the 
drop down menu

Example: Logo and First Name
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Choose your Optional 
Badge Holder from the
drop down menu

Example: Magnet Holder
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Choose your 
Badge Color from 
the drop down menu

Example: White
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Check to make 
sure everything 
is correct and then 
Click Add to Cart

NOTE: You will add Personalization on Next Step
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Click on the Add/Edit 
Personalization Link
to Personalize your 
badges.  You must
Personalize your Badges
(Except Logo Only)
to move forward.

Other Options Include:
Remove - If you made a Mistake you can Delete It Here
Edit - If you need to change anything in your Order you can
 do that here - Example: Change Quantity, Color or Holder
Add Similar - Add same style badge with different information
 Example: Color, Holder, Lines, & Quantity may be different,
 however, the Badge Style will Remain the Same.

After you Click on Add to Cart this will be your next screen.
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If you do not Personalize your Badges (Except Logo Only)
 you will receive this Error Message & be unable to move

forward until you add personalization.

This Message will only appear when you Click Proceed to Shipping
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Click “Add 
Similar” next 
to the badge you 
would like to 
order more of.

 * This is helpful when you want to Order the Same Badge Style
   with Different Holders, Colors, or # of Lines.
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If you would like to Purchase additional Items,
Click on the  Continue Shopping Button 
and you will be sent back to your catalog.
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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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