After you Click on Add to Cart,

this is what your window will look like

PROFESSIONAL IMAGE ;%01 sadge Orders,

1 See “General info™ tab

----------------

MY BASKET
sHoPBING CaaT [step 1 ['stepa | stepa e keporg &)
Items in Cart Quantity Price Line Total
Style DOVAL Style D Oval 1.5 2.4 - Old Lo Remoe
Ryie DOV Logo and First Nams- o §235

Color - White
Optional Bagge Hodders: $150

Magnetic Holder .—_'—l

SUBWAY"
“

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 Upload Spreadsheet Option **

1



A Personalization Window will pop up.

Click on close button to go back to Shopping Cart.
Parsonalization Datalls

= Step 1: Emter Pemonalizations details within the options belorer
o Stepl: Chick on Submit

» Step 31 Click on cloze button(Top Right)

+ Step1: Downioad the templat
e Stepl: Add Personalizations

o« Sten$: Uload the Personali o Step1: Download the template

o Stepl: Add Personalizations details in the dowioaded template

» Step4: Chokon Submit

o Step S : ok on close bumteal o Step 3: Upload the Personalizations detais

o Step4: Chokon Submit
» Step1: Copy Personalizationt o Step 5 : Chick on cloze button(Top Right)
o Stepl: Paste tet within the textbo

« Step: Click on Submit

e Sten: Click on close button(Top Righe) u-

The Second Option Available is to
Upload your Personalization.

NOTE: Be Careful of Spelling since this is how it will be printed



Elloss

Chok on glose Bulten 1o pe Beok te Fhopping Cart.

Once you Click on
Download Template

this window will appear.
Choose Open with Excel,
Click OK

= Semp ! o Broer Pesonaizanons dewals withie the opsions belew
o Swpl: Ohckon Subait

a Szp i Ok on olme bumoniTop Sight]

Opening Template.csv

gl e 1 Line Jhok] Line 3 Jtak] Lina 1

wu Bep ¥ Copy Pemrabizacions detads with muct sp e

w Fepl : Puote bt within the tesdbox

= Smgd s Cosen s s Top Righs

This is the
Blank Template




NOTE: Do Not Delete

the Information in the
File - It is needed to
Print your Badges!

Once you have opened the Excel
file, type your Personalization
~Information for each line ordered:
1 Row per Badge

B | e

;_-—E'.%_l Mame List For Badges. xls

When finished,
Go to File > Save As.
Save as “Template.xls”

on your Desktop.
Close Excel.




Add EdE hervsealinbim B

Click os cloaw button ba go Back bz Shopping Cart

+ hrm | P SponermeTom Bl ot T poTom Bra

Back at the Website,

Click on the “Browse...” Button

Select the “Template.xls”

file on your Desktop
& Click Open

oW NioaZ Tampiate

CliCk Submit. C:\Documents and Sattings\Art 2“Deskt=p1_

Nete: Upload Xis or Csv Tiias only




Your Personalization will appear in the boxes above.

Add Edit Personalization EClos2

Clitk on close button to go bsck to Shopping Cart.
Parsonzlization Datails

e Step1: Enter Personalizations details within the options belorw
o Stepl: Chck on Submit
» Step I Chck on close button|Top Rishth

Lint _
Wizhzle Linst Lina2

S Michelle Z Years Service

Slen 10 Years Sarvice

e Step1: Download the

+ Stepl: AddPeronals
s Sump ki Lplead the PeronaliSatios e SN =
e Sten 4 1 Chck on Submit Note: Upload Xis or Csv Thas only
o Step S : Chick on chose button(Top Right)
o 1

e Step1: Copy Peonalizations detais with space separator

e Stepl: Paste text within the tewtbox

» Step }: (hok on Submit

= Step 4 : Chick on cloze button|Top Right) E-

Check your Personalization for any Errors,
then Click the Submit Button directly
below your names to save the list.



Add/Edit Perzonalization

Cliel EICIose

Parsonzlization Detalls
Click on close button to go back to Shopping Cart.

s Step1: Enter Personalizations detadls within the options below

» Stepl: Click on Submit

s Step ¥ : Click on cloze button|Tep Right)

Linst Linsz
Il.lichelle [2 Years Service
|Glen [1-:: Yaars Servise

s 5tep1: Download the template

& Stepl: Add Personalizations detaills in the dowioaded template
+ Step 3: Upload the Peronalizations detais
& Step 4 Chck on Submat

« Soep S Chick on close button(Top Right)

s Step 1 : Copy Personalizations detadls with space separator

e Stepl: Paste text within the texthox
e Step 3 : Chok on Submit

e 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.



[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



