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To access the Badge Designer function, click on Registration Sites. 

 

Click on Design Badge against the attendee type you want to design a badge for and the 

badge designer screen will appear in a new tab.  The first section you will see is the 

Settings tab. 

 

In the Badge Description box it will show the badge type and the date and time that you 

started working on it.  You can change this if you want but you don’t need to. 

 

Select the type of badge you want to create a layout for from the Layout dropdown.  You 

can select A7, A6 or Butterfly. 

 

You can select a background colour if you want from the dropdown. 

 

The Delegate Preview option will let you select records from your database in order to 

preview what different length names will look like on the badge with your settings.  This 

will only work if you have records in your event, otherwise you’ll just see placeholders for 

each of the fields. 
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You may need to make slight adjustments to the Print Position values to ensure your 

badges print correctly; this will vary from printer to printer. 

 

The default badge comes already set up with two lines – First Name Last Name and 

Company Name.  You can keep these as they are or amend and add to them to show 

what you want on your badge. 

 

To edit one of the existing lines, click on the tab for that line.  You’ll see the options that 

you can edit. 
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You can select the fields that you want the line to contain from the Data Field(s) 

dropdown – there are various combinations available to display the name data. 

 

Change the font and size and formatting from the options provided.  You also have the 

option to have the text wrap on to two lines before it starts to shrink from the specified 

size. 

 

The Margins and Distance from Top will allow you to position the text wherever you want 

on the badge. 

 

If you are editing a line other than Line 1, you also have the option to use automatic 

positioning under the line above and also to delete the line. 
 
 
 
 
 
 
 
 
 
 
 
 
Make sure you click Save Changes.  If you try to leave the tab with unsaved changes, you 

will be prompted to save. 

 

To add extra lines or other elements to your badge, click on the Add Element button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Data Line will let you add another line of text to the badge.  You can edit these as above. 
 
Barcode will add a barcode to your badge.  You can edit the height of the barcode and its 

alignment and position. 
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Header will add a solid coloured strip across the top of the badge. You can choose the 

colour of the strip and the text, choose the size and position of the text and enter the text 

you want to appear. 

 
Footer will do the same as header but adds a strip across the bottom of the badge.  You 

can edit this as above. 
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Horizontal Line will put a coloured horizontal line on the badge.  You can change the 

thickness, position and colour of this. 
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Image will allow you to upload an image to your badge.   

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Choose File and upload your image.  The image can then be repositioned.  Uploaded 

images should be 300dpi for best results. 
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Background Image will allow you to upload a complete graphic design for your badge.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The system will tell you what size your background image will need to be to fit the badge 

type you are using. 
 

 

Remember to click Save Changes when you have made any amendments to your layout. 
 
 



 

 

 
 


