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STEP 1

Click on Events in the left hand menu

== Relationships >
$% Communication >
$ Revenue > \
/. Legislation >
Welcome! We're here to serve you.
4 Events >
Use the links on the left to:
= Accreditation >

« Browse our list of upcoming Events and Workshops

» Update your profile by clicking your name in the top right

uﬁ . .
% Settings and Configuration > » Take a look at the legislative issues we're tracking, read ¢

STEP 2
Click on All Events

£ Communication >
$ Revenue > \
/7 Legislation >
Welcome! We're here to serve you.
4 Events v
Use the links on the left to:
'i' All Events « Browse our list of upcoming Events and Workshops
» Update your profile by clicking your name in the top right
.i Event Speakers » Take a look at the legislative issues we're tracking, read ¢

§il Exhibitor
Q@ Venues

B Rooms
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STEP 3

Click on the event you'd like to generate badges for (in our case, it will be the

Three Day Conference)

MSBA 51st Annual Confer... e

Example AASB Conference e

Three Day Conference e

*

S O O0|C 6

Crime Scene Responsein ...

*

2 day event e

ition >

STEP 4
Click on the Participants tab

Conference

Conference

Conference

Workshop

Conference

28 Registration & Pricing Participants Accounting Details

Day 2

f Tue _Inl 18 2022 at QNN AM tn 5-NN PM
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MOM

MOM

MOM

FRI ¢

SUN

Setti



STEP 5

Registration Closed

General Sessions  Classes  Bundles  Registration & Pricing Participants Accounting Details ~ Settings

Participants Page [1/1] of 6Records < > T

0O ¥ | Search Attendees Q % Organization Guest of ~ Registration On
Mar 13, 2024
(m] + Ally McBeal Dade School District -
allymcbeal @yopmail.com at11:56 AM
Jun 26, 2023
0 + 0 Michael Coors Candler County Schools
michaelcoors@yopmail.com at 1:16 PM
ici: Jun 15,2023
o + n Elicia Hawkins Blount County B
elicia@yopmail.com at 1:46 PM
Jun 12,2023
o + o Jonathan Archer @ Dade School District
at 11:07 AM
n Mike Katz Jun 12,2023
o + I johnlockecxsba@yopmail.com at 11:07 AM

STEP 6

Check on the checkbox in the header to select all Participants

ation > General Sessions Classes

Participants

Il Events

O

vent Speakers N
¥ | Search Attendees

xhibitor

Ally McBeal

v/
enues ~ + allymcbeal@:
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STEP 7
Click on the Settings wrench in the top right corner

L
Registration Closed

Accounting Details Settings

Page [1/1] 0f6ReC0fd

Guest of « Registration On

STEP 8

Click on Generate Badges
Page[1/1] [10 v | of 6Records < > Y &
1= Sort >

% Send Email (6)

[ Export (6 Selected) i

Generate Badges (6 Selected) E |

#° List Columns >

Gue

dl 1'1.20 AIVI

Jun 26, 2023
at1:16 PM

yols .
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STEP 9

Once clicked, the badges screen will pop up for you

[ Generate Badges for Three Day Conference

o ®

Select Template Configure Fields

| = 5porttoror | @ Exportto word

V' Please select the fields value you would like to display on a badge.

Preview Change Badges Configurations
Avery Template 5392: 3" X 4° 6/sheet

Badge Color #667853

Font Type Century Gothic

€& Engagifii

Field 1 Full Name (with salutation)
Field 2 Primary Organization

Ally McBeal to @ Eﬂ g a g wl }

Dade School District
Select a different image

For best results, choose a png, jpg, or jpeg image and size
no more than 2.5 MB.

STEP 10

To change the template used, click on the Change link

Cancel

elds value you would like to display on a badge.

Change Badges Configuratior
3"X 4" 6/sheet

Badge Color #6¢

Font Type Cer

— ®
— ®

cngaq

CinldA 1 ..l
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STEP 11

You'll see 6 different templates to choose from

[ Generate Badges for Three Day Conference X
:
Select Template Configure Fields

Cancel m

V' Please select the template and click Next to configure fields.

O Avery Template 5392: 3"X 4" 6/sheet O Avery Template 5392: 3" X 4" 6/sheet O Avery Template 5392: 3" X 4" 6/sheet
Field 1 goes here Field 1 goes here & Engagifii
Field 2 goes here Field 1 goes here Field 1 goes here
Field 3 goes here Field 2 goes here
Field 2 goes here
Field 4 goes here Field 3 goes here Field 3 goes here
Field 5 goes here Field 4 goes here Field 4 goes here
& Engagifii Flela § goes here
©® Avery Template 5392: 3" X 4" 6/sheet O Avery Template 5392: 3" X 4" 6/sheet QO Avery Template 5392: 3" X 4" 6/sheet
Goug & Engagifii
S ENgag f Field 1 goes here
Field 1 goes here Field 2 goes here

Field 2 goes here
Field 3 goes here
Field 2 goes here Field 4 goes here
Field 5 goes here

Field 1 goes here

Field 3 goes here

Field 4 goes here Field 5 goes here

STEP 12

Once you've made your template changes, click Next

Configure Fields

Cancel Next

Avery Template 5392: 3" X 4" 6/sheet
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STEP 13

To the right of your badge will be your configurations, where you can make
changes to images, fonts and fields shown

1ld like to display on a badge.

Change Badges Configurations
6/sheet

Badge Color #667853 v
Font Type Century Gothic v
Field 1 Full Name (with salutation) X v

Field 2 Primary Organization X v

Logo

& En@agifh-

Select a different image

For best results, choose a.png, .jpg, or .jpeg image and size
no more than 2.5 MB.

Export to PDF @8 Export to Word

STEP 14

Once you're ready to print, click on one of the two Export options in the
bottom right

o ®

Select Template Configure Fields

Cancel || Previous ExporttoPDF | [ Export to Word

' Please select the fields value you would like to display on a badge.

Preview Change Badges Configurations
Avery Template 5392: 3" X 4" 6/sheet
Badge Color #667853 ‘
Font Type Century Gothic ~
& Engagifii
Field 1 Full Name (with salutation) X v
Field 2 Primary Organization x v

A"y McBeal togo \{_} Eﬂgagmi

Dade School District Select a different image

For best results, choose a .png, .jpg, or .jpeg image and size
no more than 2.5 MB.

Cancel I Pi Export to PDF {33 Export to Word
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