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Installing the WebBadging Application 

 

Click on Print Badge.  If this is the first time you have run WebBadging then you can 

download the WebBadging application by clicking on the button on the left hand panel of 

the pop-up box. 

 

 

Click “Download Desktop Application”. 

 

The file will be downloaded.  Click on the file to run it (you may need to find it in your 

Downloads folder). 

 

When you are asked if you want to run the file, click “Run”. 

 

Follow the instructions in the wizard to install the application. 

 

When installed, run the application.   
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The access token allows your web browser to link to the program running on your 

computer.  Click the “Copy” button to copy the code and paste this in to the field in 

EventReference. 

 

Now click “Validate Code”.  EventReference will now test that it can communicate with 

your computer. 
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If it can you will see this box. 

 

 

 

 

 

 

 

The box should change and the Print Now button will be green like this. 

 

Buying Credits 

 

If you are on a subscription package or testing WebBadging with our demo layout then all 

prints are free.  Otherwise you will see in the Print Badge window how many credit you 

have available for printing badges. 

 

If you need to buy credits, click Buy Credits/Redeem Voucher. 

 

Enter the number of credits you want to purchase and then follow the instructions to 

make the payment. 
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Printing an Individual Badge 

 

Double click on the record you want to print the badge for. 

 

Now click on the left hand menu. 

 

When the printing dialog box appears, click “Print Now”.  You should be shown a message 

saying that the badge has been sent to print.  If you are using credits, your available 

credits will be reduced by 1. 

 

Printing Multiple Badges at Once 

 

From the left menu click 

 

If you want to filter your data to show a specific set of records, do this now.   

 

Now click on the toolbar above the list of delegates. 
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Tick the boxes next to the badges you want to print.  If you want to select them all, click 

the box in the top bar. 

 

 

Now click  

 

 

Click Print Now.  You should be shown a message saying that the badges have been sent 

to print.  Your available credits will be reduced by the number of badges you have 

printed. 

 

When you have finished printing, click  

 

 



 

 

 
 


