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Installation of EasyBadge 3.0 Bundle (Printer and Software)

Please follow the instructions before plugging in your printer.

Thank you for purchasing the EasyBadge 3.0 Card Printing Bundle.
Please read through this quick start guide to install the bundle and understand the main features of the
EasyBadge software. The EasyBadge 3.0 Printer manual is found at this URL ............

Step 1.
If you have bought the full EasyBadge 3.0 printer bundle, you need to complete the online form found at this web address.

www.easybadge.com/install

Then you will be able to download the setup files you need to install the bundle. To do this you will need the 8-digit serial
number of the printer you have (found on the printer box) and your EasyBadge registration code which is included on the
flyer inside the box with the printer as below..

It is time to set up your printer bundle

STEP 1.

Please register your printer at

easybadge.com/install

Follow the on-screen instructions to set up
your printer and software

Your Software Registration Code
Use this to claim your LITE software upgrade

10135FD4C07D193A

Please keep your code safe as you'll need it during the
installation of your software

Please keep your EasyBadge 3.0 “Step1” flyer safe. This includes your registration code and you will need it during the
software installation as well as the registration process detailed next.


http://www.easybadge.com/install

Step 2.
Complete the online form including your full name, email address, company name, EasyBadge registration code and the
8-digit Easy Badge 3.0 printer serial number.

EASY [:1.\s]¢]3 SYSTEM SOFTWARE APP CONSUMABLES CONTACT US =/

Step 2.

Enter your details to download your free copy

0 & oo ¥

of EasyBadge LITE ID Card Software & Printer Driver.
* *
First Name Last Name g f& ﬂ ? a
Simon Sample
Email Address 5 o )
£ £ 2 £ €
ssample@yourcompany.com [z === dass. =y
Company Name : o @0 0
Your Company H_P g
= — o= w &8 [—
Your EasyBadge Registration Code (16 characters)

ABCD1234EFAB5678

Claim your printer's 5 year warranty

Printer Serial No (16 characters)

3SEB000000123456

DOWNLOAD LITE & PRINTER DRIVER

Then click the “Click Here” text to download the EasyBadge system installer...

@ easybadge.com/DownloadEasyBadge2

F LA BADGE SYSTEM SOFTWARE APP CONSUMABLES

To Download EasyBadge Printer Driver and Software Click Here

CONTACT US CALOB00 131 0333 =

The download above is a combined printer driver and software installer and is your best choice. However, you can download the EasyBadge software installer here or the
printer driver here

Step 3.
In Windows File Explorer, browse to your PC’s ‘Downloads’ folder and double click the EasyBadgeSystem-Setup-
WithDriver.exe to start the installation process. ——

"' v = | Downloads - O X

Home Share View : e
[ -
x U “ Movelio ™ = X Delete ~ @ HH
W i

Pinto Quick Copy  Paste = Copyfo~ T Rename New Properties Select

access u folder = =] <
Clipboard [Organise New Open
« v 4 & » ThisPC > Dowploads v U P SearchD...
a D Name Date modil ™
L)
v
vea ~ Today (1)
B3 EasyBadgeSystem-Setup-WithDriver.exe 30/11/202(
v

v <

>
395 items =

NOTE: If you only bought the EasyBadge software you will have downloaded the file EasyBadgeSystem-Setup.exe



Step 4.

A Windows ‘User Account Control’ message may appear depending on your system configuration, click “Yes” to continue the

installation. Windows may also prompt you with this a “Windows Protected Your PC” message, click “more info” then “run
anyway” to continue...

User Account Control X

Windows protected your PC

Do you want to allow this app from an

. Mii T Defend
unknown publisher to make changes to your rting. Runming
device?

EasyBadgeSystem-Setup-WithDriver.exe

Publisher: Unknown
File origin: Downloaded from the Internet

Show more details

Yes No

Step 5.
Click ‘Next’ to start the installation.

B Setup - EasyBadge = X

@ Welcome to the EasyBadge Setup
Wizard

This will install EasyBadge version 1.50.15182 on your
computer.

Itis recommended that you close all other applications before
continuing.

Click Next to continue, or Cancel to exit Setup.

Step 6.
Please read the Licence Agreement, select “l accept the agreement” then click ‘Next'.
B} Setup - EasyBadge — *
License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

iThe Software' shall be taken to mean the software contained in this package and A
any subsequent versions or upgrades received as a result of having purchased
this package. 'Buyer' shall be taken as the original purchaser of the software.

Buyer has the non-exdusive right to use the software only on a single computer.
Buyer may not electronically transfer the program from one computer to another
over any type of network, Buyer may not distribute copies of the software or the
accompanying documentation to others either fora fee or without charge. Buyer
may not modify or translate the program or allow it to be disassembled into its
constituent source code.

(® 1 accept the agreement
(D1 do not accept the agreement




Step 7.
Complete the users name, organization and registration code details.

B Setup - EasyBadge — X

User Information
Please enter your information.

User Name:
Simon Sample |

Organization:

|YourCompany |

Registration Code (Leave blank for demo).
[123512395 1234512 |

Step 8.
The installation will ask if you want to create a desktop shortcut, make your selection and click ‘Next'.

B Setup - EasyBadge — >

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while instaling EasyBadge,
then dick Mext.

Additional shortcuts:
Create a desktop shortout




Step 9.
The installation will provide you with a summary of the actions it is going to take. Click ‘Install’ to complete the installation.

3 Setup - EasyBadge - X

Ready to Install
Setup is now ready to begin installing EasyBadge on your computer.

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

User information:
Simon Sample
YourCompany

Destination location:
C:\Program Files (x86)\EasyBadge

Additional tasks:
Additional shortouts:
Create a desktop shortcut

< Back Install Cancel

Step 10.
Upon finishing the EasyBadge software installation and clicking ‘Finish’ the installation of the EasyBadge 3.0 Card Printer

Driver will begin.

Completing the EasyBadge Setup
Wizard

Setup has finished installing EasyBadge on your computer. The
application may be launched by selecting the installed
shortouts,

Click Finish to exit Setup.

Launch EasyBadge 3.0 Printer Driver installation

If you have only bought the Easy Badge Software you will not be prompted to install any printer drivers. Please
go to page 12 to learn about setting up the EasyBadge software.



Installation of your EasyBadge 3.0 Card Printer

Please ensure the print ribbon is installed in the printer, it is powered on but the printer USB cable is not
plugged into the PC at this stage.
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https://www.easybadge.com/setup

A 28 Windows
INSTALL DRIVER

BEFORE CONNECTING
PRINTER...

|

VisuAL SECURTY ‘
/ HoloPatch™

Step 1.
You will be given the option to install the ‘Magicard Printer Driver’ which is used by the EasyBadge 3.0 bundle.

On the first step please select the language required for the installation.

Magicard Printer Driver - InstallShield Wizard =4

E Select the language for the installation from the choices below.

English (United Kingdom)




Step 2.
The Magicard driver install will prepare your system for the installation. Click ‘Next’ on this dialogue box.

The printer must be disconnected at this stage.

ﬁ Magicard Printer Driver

Magicard Printer Driver driver setup is preparing the
Installshield Wizard which will guide you through the program
setup process, Please wait. This may take several minutes,

Ensure that all USB Card Printer(s) are
DISCONNECTED from the PC before continuing.

This part of the installation will install everything required to make your computer ready to connect to your printer. This
can take several minutes depending on your computer’s speed. Click ‘Next’

Step 3.
When you see this dialogue box click “Install” to continue with the installation.

ﬁ Magicard Printer Driver

~ | MAGICARD




Step 4.
When you see this dialogue box select USB & Wifi to continue with the installation.

ﬁ Magicard Printer Driver

Setup Type
Choose the setup type that best suits your needs,

Please select a setup type.

InstallShield

Step 5
When you see this dialogue box click ‘Install’ to continue with the installation. Some dialogue boxes will appear then

disappear automatically after this.

ﬂ Magicard Printer Driver

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.
END UUSER LICENSE AGREEMENT
IMPORTANT: READ THIS SOFTWARE LICENSE AGREEMENT CAREFULLY.

The computer software product (the ‘Software’) should only be installed or used by the
Licensee [you')on the condition you agree with Magicard Ltd. (Supplier)to the terms and
conditions set out in this Agreement.

By installing or uzing the Software, you agree to all the terms and conditions in this

Agreement.

By selecting Install, you agree to accept the terms of this agreement. If you want to
review or change any of your installation settings, dick Back. Click Cancel to exit the

wizard,

Installshield
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Step 6
After a few moments you should see this dialogue box.

Make sure your printer is on and has its consumables installed then connect the printers USB cable and click ‘OK’ to
continue with the installation.

ﬁ Magicard Printer Driver
Installing Magicard Printer Driver
The program features you selected are being installed.

Please wait while the InstallShield Wizard installs Magicard Printer Driver.
This may take several minutes,

Status:

Detecting B °© Printer Connection

Please connect Printer via USE and click ok

InstallShield

Now connect the EasyBadge 3.0 printer USB cable to your PC’s USB port.

PRINTER CONNECTED

Windows should automatically pick your printer up, open a new window and start installing the driver.



Step 7.
At this stage your PC will do some system checks and may take several minutes depending on your computer speed.

Windows will notify you when the Magicard printer Driver for the EasyBadge 3.0 bundle has been successfully installed.

Click “Finish” to complete the installation of the printer driver.

The Magicard Printer Driver has successfully installed.
Click Finish to exit the wizard.

[ show the Windows Installer log

If you have bought the EasyBadge software only you will not be prompted to install any printer drivers.
Instead, you will need to install your card printer using the installation instructions provided.

Using the EasyBadge 3.0 Bundle

11
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Your EasyBadge 3.0 Bundle should now be installed. Double click the EasyBadge desktop icon to open the software

7

EasyBadge

Setting up your Database

To make things simple the EasyBadge software creates a database file which is stored on your computer. This file holds
all your designs, logos, employee information and photos in one easy to manage file. The database must be created to
use the software.

Step 1. Starting the Wizard
Click ‘Create’ to start the wizard.

(7819 8A0GE Close the setup wizard €

Hello, let's get started

LIS 8 L22%0F

Step 2. Selecting the Database Template
The next page of the wizard will help you to configure the rest of the database. For this guide we will select ‘Staff’.

The different options will give you database fields relevant to your needs. Eg choosing Staff will provide fields relating to
Staff ID cards whereas Student will include fields more suited to a college or university. Extra fields can be added via the
wizard or later on from the main EasyBadge interface.

T84 BADGE Close the setup wizard €

What kind of card do you want to print?

c L ty reate your own
u i informnstion
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Step 3. Selecting Fields to be Recorded

Next choose what information you want to record in your database. The field names on the left are currently selected to
be added to your database, clicking on them and moving to the right of the dotted line will remove them. You can also add
your own custom fields, when it asks how big the field should be that's referring to how many letters are allowed in said
field, 128 is the default and recommended size.

7339 BADGE Close the setup wizard €)

What information do you want to record?

Information you want to record? You might want to add these?

Reoo eated Sumame

Previous Next

Step 4. Selecting fields to be printed on your card

Here you can choose what information you record is actually printed on the card. This is only applied to the card design
generated by the wizard. You can change this at a later date in EasyBadge’ s built in card designer. Once again move
anything to the right of the dotted line that you do not want to print on your card design.

(7534 BADGE Close the setup wizard e

What information do you want printed on the card?

Top Tip: Selecting more than 4 printable items of information can make the design cluttered.

Information you want to print? Information you want to record but not print?

crename
‘
Previous Next
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Step 5. Your Wizard Card Design

The wizard will create a card design based on the information you have provided so far. If you have a logo you would like
on your card you can import it here by clicking the ‘Upload Logo’ button and the wizard will automatically sample the
primary colours from your logo and merge these with the design the wizard creates for you. You will be presented with 3
options for landscape and 3 for portrait. Should you want to make a more personalised card you can do this in the built in
EasyBadge Card Designer at a later stage. When you have made your selection click ‘Next’ to continue.

(7394 BADGE Close the setup wizard o

How do you want your cards to look?
Ct 1 Pick 1
gt i LR weve dvace tetaioungre (00| | (D

Landscape ws (g

)

g (X4 BADGE 9 EASVM
» R 4
v "

Portrait

lain 1 Watermark
@ @) O

Previous Next
(XL X

Step 8. Saving Your Database

The final stage of the wizard prompts you to save the database file that is being created. It is advised you save your
EasyBadge database in a folder you can easily access and that this location is regularly backed up. Should you need to
move EasyBadge onto another computer you will need the .mdb file that is saved at this stage.

EasyBadge Lite which is included in the bundle will automatically save the database to the logged in User's Documents
folder and the database file will be named EasyBadge.mdb

If you have EasyBadge Professional or above you can also save your database as SQL, MySQL or Oracle types by clicking
More Save Options in the bottom right

(F 3 § BADGE Close the setup wizard °

That's it, you're ready to go!

e E




IMPORTANT PLEASE NOTE!

Browse to a folder where the database file will be safe and will get backed up and click ‘Save’.
Please note cloud storage such as Google Drive and OneDrive are not recommended to store the
EasyBadge database file.

B saveAs *
2 > ThisPC > Documents v o O Search Documents

Organise New folder =+ @

Name Dater ™

# Quick
uick access [ EasyBadge.mdb 2o

v @ OneDrive - DIGITAL ID LTD |7 staff.mdb
Microsoft Teams Chat Files ] staff_Demo.mdb
Requests [7] EasyBadgeStaff.mdb
B videos
SmartComm2_x@6_2.132.0.20191024
Wondershare Filmora §
v [ This PC Adobe
“J8 3D Objects b music
11 Desktop =] Pictures
Apowersoft
> Documents
Sharex
4 Downloads i
Snagit )
D Music v < >

File name:

Saveastype: Databases (.mdb) ~

e Folds Cone

Once your database has been created it is the user’s responsibility for keeping the database backed up.

EasyBadge - Single Card view

When the wizard is complete you will be presented with the ‘Single Card View’ which gives you a preview of the current
database record you have selected. Some dummy data is added to the database to help familiarise the user with the
interface. To change view's, click one of the 3 icons grouped together on the right of the top tool bar.

Main ‘Flyout’ Menu Database Search Single Card Preview Help Centre Phone App Settings View Selector Starred Options

D EASYBADGE Burea [5 User Licence]

060 000 |

EASY [:]:\s]¢]3
L -I Alexander Bushnell

.’ Delivery Driver

Card Expires 12/21

Front | Back

» 0 B@6B O
i ke | s N | [ |
o

Bushnell Delivery Driver 2202 768x529 Size: 259 KB Added 30/10/2.

10P SMART-70 Cargbrinter

Database Record ~ Add New Record Edit Record Change Card Designs  Print Card Delete Database Record  Default ID Card Printer

15

The icons on the top menu such as Main Menu, Search, Help Centre, Phone App and the view selector are present on all 3

views for ease of use as are the Add New Record, Edit Record, Change the Design Print card and Delete record icons.
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EasyBadge — Multi Card view

Clicking the ‘Multi Card View’ gives you a preview of the multiple card records allowing you to see at a glance the different
designs people may have assigned.

BB EASYBADGE Bureau [3 User Licwnce] - 8 x

. e
> 4h

VISITOR

ey STAFF

wem @ .. o O ..

e STAFF sisenwsiian  STAFF o VISITOR SERESSRAVISITOR VISITOR

Front | Back

EasyBadge Database | @ B Recerd 1 of 100

_mmm____ Click to star cards
a e ————— T — for batch functions e

Design Saved 1DP SMART70 Card Printer

EasyBadge - Split view
The ‘Split View' provides a view of a list of database records to assist with searching, batch printing and management of the
database records.

Y EASYBADGE Bureau [5 User Licence]

EasyBadge Datebase X

w Ing firgt_name “§ . & firgt_name
Alicea i | (o Gene
last_name 1 last_name
Battrick CIICk/Drag to Buckoke
adjust columns
EasyBadge_Database | Record 9 of 1000
I I e R I TS = S L T
Calia Oliphand coliphand0@skyrock.. Biostatistician Il Gigazgom 16/02/1978 R\Printer Technical Documents - Drivers and Tools\SOL Server Files\Images\1.jpg B6E34E67 808123456909
Keen Clemetts kelemettso@tmallco..  Clinical Specialist Amb Goldenrod 22/07/1984 B1Printer Technical Nocuments - Drivers And TngIs\SOL Server ipg E64B3B87
Sissle Petrou spetrouZr@freswebs.. Recruiting Manager Jamig Maroon 18/01/° Load Image... I$\S0L Server Files\Images\3.jpg F6893667
Louella Derrell Iderreli@psu.edu Marketing Manager o Orange 13/034; Paste from Clipboard IS\SQL Server Files\images\4.pg 06FDA487
* Sg Naisey snaisey2s@sakura.n.. Senior Sales Associate Photofpace Goldenrod 09/08/° I$\SQL Server Files\Images\S.jpg 56CF4186
e Icaslettzi@reuters.c.. Staff Scientist BlogX Aquamarine 16/124° Save Image... IS\SQL Server Files\Images\6.pg 16054586
* Ml Thominga mthomingaZu@abou.. Business Systems Developme .. Meembee Copy Image to Clipboard I$\S0L Server Files\Images\7.jpg 26BF2A86
& Alicea Battricc abattrickev@slashdo..  Chief Design Engineer Skiboy Click image box for IS\SQL Server Files\images\8.pg D6843686
Midge Yeseney myesenevw@nbcne..  Professor Thougftworks : Scan Image... I$\S0L Server Files\Images\9.jpg 46085087
| more options 9
Gene Buckoke gbuckoke2x@busine..  Registered Nurse Innoj 5\S0L Server Files\Images\10,jpg F6223987
= Blank Image
Milka Wedderburn mwedderburn2y@ce.. Information Systems Manager Roomm Teal 03/044° 5\S0L Server Files\mages\11.jpg 16173987
Karilynn Pendrick lyst I Flashpoint Blue 11/047° Enhance |mage... Is\SQL Server Files\Images\12.jpg S6BC3ES6
* Bt Codman Click to star records Twitterlist Aquamarine 27/05/ I5\S0L Server Files\images\13jpg 06273487
%  Andreana Dudenie ; Iystil Thoughtmix Orange 25/09/ Rotate Clockwise Is\SOL Server Files\Images\14.pg A64D2C86
for batch functions
%  Cleopatra Nibley ecialist  Knideo Teal 10/05/° Rotate Counter-clockwise 5\S0L Server Files\mages\15pg A6833586
Rephael Ditchburn rditchburm32@image.. General Manager Twitterbest Blue 021141 Mi 5\SOL Server Files\Images\16.ipg 266E3286
irror
Prentiss Newbom pnewbom33@nifty.c.. Structural Engineer Minyx Maroon 03/074" 15\S0L Server 17.pg E6AA36E7
Gussie MacAlpin . Database [ Demimbu Orange 29/09/1968 R\Printer Technical Documents - Drivers and Tools\SQL Server Files\images\18.pg 361E3586
Lawton Card Icard35@imdb.com Associate Professor Wordpedia Red 08/04/1953 R\Printer Technical Documents - Drivers and Tools\SOL Server Files\images\19.jpg 16934267
lgnaz Leyburn ileybum3s@msu.edu Account Coordinator Linkbridge Purple 02/03/1952 R\Printer Technical Documents - Drivers and Tools\SQL Server Files\Images\20.pg DEE13D86
Design Saved |[IDP SMART-70 Card Printer
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Main Menu
Access features for changing your database such as add new fields, create user accounts, data import and more.

Search Bar
Find records in your database by typing a name and hitting enter on your keyboard

-

Help Centre
Search help topics on functions within the software and also submit support queries via our simple submit form.

Show/Hide Starred Records drawer
This brings up a side menu allowing you to batch print or delete multiple records at once.

Add a new record
This adds new records to your database. If you have the Lite version of EasyBadge your database will hold up to 100
records. That limit can be removed by purchasing the Pro, Smart or Bureau version of EasyBadge.

Edit this record
This allows you to edit data in any of the variable fields for the existing records already in your database. Certain fields like
‘Records created’ will not be available to edit.

©

Print a card
This is the print button, it will print the currently selected record. It will give the option to see a print preview before
sending to the printer. To batch print use the Starred Shortlist function to create a starred list you can print.

O

Delete this record
This will delete only the current record. Once deleted the record cannot be recovered. If you wish to delete more than one
record at a time you can use the Starred Shortlist feature to do this.

Webcam
Click the webcam icon to open your webcam and capture an image into a database record.

Record 1 of 7

216x270 Size: 29 KB Added 26/09/2022

EasyBadge 3.0 (V2)

Default Printer
Click the printer name in the bottom right corner of the program window to select your default card printer.
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Change the design
This brings up a window allowing you to assign different designs to records or access and edit the designs associated with
the database.

Change design assigned to 8 Alicea -

Other card O Visitor @® 4—|—
. /-\ | Select a design and click ...
&z

- £ -
7354 BADGE & FYVY BADGE -
- > - > Edit a design button to open the card
L‘ A_A design layout for editing

STAFF Alicea Battrick VlS |-|—OR

Chief Design Engineer

Create new design to start with a blank

template
e Create new de5|gn'usmg. existing
Please be aware any records with this design assigned will be affected. This will change all instances template asa Startmg pomt
«—
n CREATE A NEW DESIGN A
Use our advanced card designer to make another design template Use, the ‘_leard to access the Easy Badge
design wizard
n CREATE A NEW DESIGN USING THE EXISTING DESIGN AS A TEMPLATE
This avoids saving over your designs and makes a separate amended copy Confirm to assign the current or starred
USE THE WIZARD records to the selected design.

AY Use our card wizard to create a new design

Card Designer view

If you have a specific design you need to create the EasyBadge built in card designer will allow you to do this.
Below is the window you will see when you open the card designer.

Design Staff card X

0 0 G680 |

6066 00BG0 e - -

i Ll ooy ; i B O M P I AP B A WA A =

™

EASY |:7:\s]¢e]2

e)=Jal=]sJol>D-JO)~]

T T e T e O L T

Heidi Carde Card Expires 02/17

FRONT

Account Supervisor

The buttons along the top of the card designer are detailed below:

| | =

New card Open Save Print Cut Copy Paste Delete Redo Undo Align
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These are controls for selected elements and aligning them together These control single elements

L IRLJRI Y EE‘,] I[:l = EI \CI

& —4 . (] s

Align left Align right Align top Align Align centre  Align centre Centre Centre Centre
bottom horizontally  vertically bottom horizontally  vertically on card

The buttons along the left of the card design window are detailed below:

Select tool
Used for selecting items, either one at a time or drag a marquee to select a group of objects.

New box
Used to create a colour box on your card. On the right there are settings for the border and the fill colour.

New Photo
Drop this onto the design to create a variable photo object that links directly to the image field in your database.

&)

Static Text
Drop a static text object on your card or use [Square Brackets] to link to a data field eg [Forename] [Surname]

Draw Field on card
Pick this object to drop a variable data field on your card. The list will display fields available in the database.

New Bitmap
Load an image file (jpg, bmp, png, gif) onto your card design, e.g. a company logo, crest or background image.

New Barcode
Click to create barcode and drop onto the design. Use [Square Brackets] to link to a data field e.g. [Membership Number]
in the right-hand properties panel.

Magstripe Settings
Change magnetic encoding settings and use [Square Brackets] to link to a field containing data e.g. [Mag Data]
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Edit Contactless Settings

Edit your Mifare, DESFire and NDEF encoding settings

Zi

New QR
If you want to link this QR code to a field put the field name in [Square Brackets] in the ‘Contents’ box on the right hand
properties panel.

On this card

On the right-hand side of the card designer view there is a column that allows you to see properties of objects on your
design. You can use the tick box to select objects and move them around if there are a lot of elements on your design.

Object Layer X Y  Width Height
[[] O Box 5 38 86.50

0 Box

[ 8 Portrait

A [Forename] [Surname] Arial.

o
16.50

SR
00

90 =N
JL' ouU

[C] A Card Expires <b>[format{ex..

[FI*@easybadge-logo-smalljpg

- =

gy O oo OO OO

On this card You can right click on each object and change what layer it is on. By selecting a different

layer you can order your objects should you want one to appear above another for
example a background image may go layer 1 with anything in foreground going on a

[ & Partrait
[ 4 rescaled_logo.png

Qoo ook layer above.

O[JBox ‘ Layer 3 ‘ Non Printable

1A visiT Visible 1

- ety Bprssion : You can choose to put text and logos on the UV layer, anything on this layer must be
Fild Sent 0 Back 7 black as the UV panel is only a mono print. You need to have a printer that supports
[t rame | ping o £ront 5 UV printing from EasyBadge to use this feature.

Font Position 6

Arial TTT 7

[m](7]u] FE
g

Colour 1 Colour 2: Overlay

uv
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Linking your design to the information in your database

When creating your card design you will want to link it to variable data in your database, to do this you
need to use the “Draw Field on Card” icon.

Clicking the Draw Field on Card button will present you with [ choose item to Put on Card
the list of headings from the database.

Item to place on card:

Select the heading of the data field you wish to add to your id Information
design. Once you click ‘OK’ you will be able to choose where Forename :
. . P — Choose the item you want to
to place the field on your card design. u place on the card and press
Job Title ‘OK’. When you press ‘'OK this
X Expiry Date window will disappear and you
You can then format the object the same way you would a Record Creghid B e e e
text box with the options on the right of the window using Cards Printed st ool

Bold, Italic, Font and Size etc. Image Date

Once the element is in the
place you want it, click the left
button once.

You can also use a regular text object and use
[Square Brackets] to link to fields in your database.

e.g [Forename] [Surname] . You can also mix static and PRy
variable text in one object if you need to include a field s U‘
heading such as name or Job title. L )

Pairing EasyBadge with the EasyBadge App
Click the phone icon on the main program tool bar to access the EasyBadge ‘Cloud Sync Status’ View, here you can set up
new devices and also see any pending downloads.

DOWNLOADALL ¢l APPREQUESTS

B Download the FREE EasyBadge™ App
v
v
v

In order to use this part o
vou need to download thi
app for vour

You can either search
vour App or Play Store or
correct OR code for vour

&)
[=]

£ Available on the

[ ¢ App Store




Once the app is installed on your phone you will need to

generate a pairing code on your computer in EasyBadge. Mansge EASYBADGE Clwd

Devices with access:
To do this you will need to click on the Name Device Last Update Identifi... Enabled
‘Devices’ button on the top right of the AUser Android Never Yes
EasyBadge ‘Cloud Sync Status’ View.

Devices IEI

The ‘Devices’ button will bring up the window on
the right. Click ‘GENERATE’ to receive a code valid for 2

hours. Once paired the link is permanent until disabled.

Pairing

Once a phone or tablet has the EASYBADGE app you can pair it to this

If you press the GENERATE' button it will show you a nine digit number. Type

the number into the app and it will pair.
GENERATE

Y.\ BADGE

With the pairing code now generated, open the app on your
phone and enter it along with a name so you can identify this

On your desktop copy of EasyBadge devlit(':elfnd)m the co‘r:;]putg. \gohu cantl;]si j[th.e sarlpdefcode to pair
: multiple devices within the 2 hours that it is valid for.
open the database you want to pair

with. Once paired, the devices should show up in the ‘Devices with
Press the 'Devices' button and Access’ window (above) on your computer.

GENERATE' then enter the code in the If needed you can right click the ‘Generate’ button and select
box below. different time lengths for how long the pairing code will stay

valid for until paired.
666-202-216 If you need to disable a device or wipe the data on it remotely

double click the entry in the Devices with Access list and you will

be given a dialogue box where you can do this.
ll-\ User ° g g y
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Using the EasyBadge App

To upload a new person to the app click on the - button in the top right of the app window and enter the required
information. Once you click the v button your record will be available to upload.

If you click on the camera
icon it should open the

camera on your phone. &  Add Record

You may need to allow
permission for this on your
phones system settings if

a they are not automatically

given.

IAdd Forename
Add Surname

Add Job Title

Once you've taken the
picture of the person you
would like to add to your
database you will be given
the option to crop the
photo using your fingers to
pinch and resize the Add Record
cropping window. Tap the
tick icon when you are
done editing.

You can capture new
records one at a time or
prepare multiple records to
upload in a batch of people .
to save time. Luis

Vilarinho

Installations Engineer
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When you have collected all the people who need an ID card tap the cloud
button in the mobile app to start the upload to the EasyBadge cloud.

a —
The ID card data sent from the app should now appear as a pending
download on the EasyBadge desktop application on your computer. You
will see a number next to the Smartphone icon on the tool bar indicating

ﬁﬂ Luis Vilarinho there is some data ready to be downloaded from the cloud.

Sample Database

1 Pending Download : 1 Devices [ 1]

record DOWNLOADALL B APPREQUESTS
Oldest being today >

n Update by A User. Tuesday 23/08/2016 12:57. 1 rec ords. SHOW DETAILS Create * Shortlist from Sync [

Click the Smartphone icon on the tool bar in EasyBadge to open up the ‘Cloud Sync Status’ view and click the cloud icon to
download all the data. Once downloaded, the data is removed from the cloud permanently.

Once the data from the app is downloaded to the desktop EasyBadge application you will be able to view the records easily
in the Split/Record view. EasyBadge should automatically create a starred list of all the new records.

Importing Data from a Spreadsheet

To import from an Excel (xIs or xIsx) spreadsheet into EasyBadge first ensure you have saved your spreadsheet as an XLS
or XLSX file and that there are no formulas, links or other objects within the spreadsheet. The import will only work with
basic text data. It is good practice to name column headers identical to the columns/field in EasyBadge.

"9~ o -

Home Insert Page Layout Formulas Data Review View

= * SHe Calibri 11 v A A = (=] v S Wrap Text General -
P_aste e B 7 U~ |iliv & Ay = &3 Merge & o - 9 €0 .00
3 < Format Painter = = = = ge & Center % % v | Tio 5.0
Clipboard 7} Font )l Alignment T Number £}
[ E14 v (- F |
A B C D E F G H
1 Forename Surname Job Title Employee Number Expiry date
2 Mark Dalton i Engi 55687001 01/10/2018
3 Jane Booker ions Engineer 55687007 01/10/2018
4 | Catherine Philpott | Customer Services 55687012 01/10/2018
5 Kate McCartan [C Services 55687017 01/10/2018
6 Chris Moore [Customer Services 55687023| 01/10/2018
7 Sue Domin  [Customer Services 55687028 01/10/2018
8 Ben Smith  |Tech Sales Manager 55687034 01/10/2018
S Darren Burgess |Tech Sales Manager 55687039| 01/10/2018
10  Graeme Stewart |Tech Sales Manager 55687045| 01/10/2018
11 Roy Farrell |Tech Sales Manager 55687050| 01/10/2018
12 Simon Loveday |[Tech Sales Manager 55687056 01/10/2018

13
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Step 1
Click the Main Menu icon Import & Export > Import from Excel (xls, xIsx).

Step 2
Locate your Excel file (in this example it is called EasyBadge Import) select it and click ‘Open’.

If you plan to do regular imports you can save time if you use the same file for importing, this allows you to use the same
import settings and just copy new data into the same spreadsheet without having to set up an import every time.

If your excel file has more than 1 sheet the import will ask you to specify which one you wish to use.
Sheet 1 is used by default

r X
E3 Open — S
%v IS » Libraries » Documents » vl‘f” Search Documents o

s L —
Organize ¥ New folder s~ 0 @
| A _
¢ Favorites — Documents library S
Bl Desktop Includes: 2 locations
# Downloads | _ l P File folder A
#& OneDrive I
&l Recent Places || Visual tudio 2005
l £ Dropbox i f File folder
4 Libraries | ’l Visual Studio 2010
:::] e il File folder
@ Music (] . EasyBadge Import
[ Pictures ‘ Microsoft Excel Worksheet J:l
B Videns n L 962 KB L =
File name: EasyBadge Import v | Excelfiles (*ads, "I ~|
[ Open ] [ Cancel ]
Step 3

Next you have to match the column headings from your spreadsheet to the field names in your database. The ‘from’ list
are the spreadsheet columns and the ‘to’ list are the field in the EasyBadge database.

If the column headers from the spreadsheet match the
fields in the database they will be paired up
automatically, any empty boxes you can click on to
Information bring a dropdown list of the available fields and make
M We e eloteitie the link manually. It is important to make sure that data
T — F—— | import fields with the types (eg text or date) match the type of field you are
Job Title [ Job Title ‘ same name. You will importing into.
|
|

have to choose the
Employee Number  |Employee Number ones that have

Expiry date 'Expiry Date different names.
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Step 4
If you are importing information with the intention of updating records already in the database you will need to select a
unique field. This is usually something like an employee or staff number. This must be a unique number.

If you are doing a one off import you can click ‘Next’ and skip this step.

B )

[[] Forename if this is a one-off import then just

[] Surname press 'Next'

[7] Job Title

Fl Employee Number However, if you want to repeat the
import and update existing records

then you need to choose a unique
field (or fields). Setting a unique
field will let EasyBadge work out if
the record has been imported
before

[] Delete Records from EASYBADGE if they do not exist in import table

Step 5
Saving your import settings is optional. If you are going to reuse a spreadsheet so you can run a regular import you can
save the import so it can be used later.

In this example we have named the import “Repeat Import”. Doing so allows you to skip the import setup process and run
a new import with only a few clicks.

When saving the import as “Repeat Import” (or whatever suits your requirement) you will see it listed in the import menu.
After giving the import a name click ‘Finish’.

If you want to use this import more than once give it
a name and press 'Save'.

Name:

Repeat Import SAVE

To perform the import using the settings you have selected
press 'Finish'
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Step 6
On the final page of the import you will be given the option of creating a starred list. This allows you to come back and
print this list of people at a later date. Once you click ‘Process’ the data will be imported into your database.

: v

New Records (11) \Existing Records (0) I Unmatched (3)|

Forename Sumame Job Title Employee Number Expiry date

Mark Dalton Installations Engineer 55687001 01/10/2018 00:00:00

Jane Booker Installations Engineer 55687007 01/10/2018 00:00:00

Catherine Philpott  Customer Services 55687012 01/10/2018 00:00:00

Kate McCartan Customer Services 55687017 01/10/2018 00:00:00

Chris Moor.e Customer Serv!ces 55687023 01/10/2018 00:00:00 Import & EXPOTt
Domin Customer Services 55687028 01/10/2018 00:00:00
Smith Tech Sales Manager 55687034 01/10/2018 00:00:00 )
Burgess Tech Sales Manager 55687039 01/10/2018 00:00:00 Repeat Import
Stewart Tech Sales Manager 55687045 01/10/2018 00:00:00 From CSV file
Farrell Tech Sales Manager 55687050 01/10/2018 00:00:00
Loveday Tech Sales Manager 55687056 01/10/2018 00:00:00 From Excel (x!s, xlsx)

From Database

Read external data, 11 rows, 11 inserts and 0 updates may be required
Read 3 rows from existing table Batch lmage Import

Copying existing record ids into temporary table =
Querying data source -

ol To CSV file
Connection made, trying to open requested table

Create a starred list:  New Staff Oct 01|

Load the starred list on completion

Step 7 (If you're re-using the same spreadsheet)
For future imports you can just open your import spreadsheet and copy new data into it overwriting the old data.

As long the file name, location and column headings remain the same the data will be imported correctly.

Now browse to the import menu and you will see the name of the import you named (Repeat import in above example),
Clicking this will take you the end of the import, skipping the setting up of the import again.

Importing images from a folder

e

H Search EasyBadge .. P |

y=| | » My Shortcuts » EasyBgem v

Step 1 Organize v Include in library v Sync v Slide show Burn Work online New folder
First that the i : P

Irst ensure tha e lImages :
you have in the folder match PR

one of the unique fields in

your database. In this ﬁ g ; g g’
=

: -
example all of our Images | 1% Computer ) 55687001.jpg 55687007.jpg 55687012 ipg 55687017jpg 55687023,jpg

arenamedusingthe » ot Network
employee number which is unique.
BB

> 4 Libraries

Vs

Dalton Installations Engineer 01/10/2018 No Image 55687001
* Jane Booker Installations Engineer 01/10/2018 No Image 55687007
* Catherine Philpott Customer Services 01/10/2018 No Image 55687012
* Kate McCartan Customer Services 01/10/2018 No Image 55687017
* Chris Moore Customer Services 01/10/2018 No Image 55687023
* Sue Domin Customer Services 01/10/2018 No Image 55687028
* Ben Smith Tech Sales Manager 01/10/2018 No Image 55687034
+* Darren Burgess Tech Sales Manager 01/10/2018 No Image 55687039
* Graeme Stewart Tech Sales Manager 01/10/2018 No Image 55687045
* Roy Farrell Tech Sales Manager 01/10/2018 No Image 55687050
* Simon Loveday Tech Sales Manager 01/10/2018 No Image 55687056
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Step 2

Click the ‘Main Menu’ button > Import & Export > Batch Image Import

Step 3
Locate the folder where your images are saved. You can do this by clicking on
the three dots next to the ‘Import From’ properties box.

Né Batch Image Import s d) Step 4
Import From: P If you wish you can name a starred list from
Il \\My Shortcuts\EasyBadge Import ... “ your imported images. This allows you to
come back and print this same list of
|| Files: people at a later date.
Niifiie Size — Starred L?st Name: I
55687001.ipg 97KE  11/10/2016 REwSIE Qo) 4—‘ Step 5
55687007.jpg 102 KB 11/10/2016 V] Ci ed li . . . . . R
o prysea s s B @renmsemmatier _ ‘ Tell the import which field is unique. This is
55687017.ipg 19K8  11/10/2016 (B Tochie oENTRIEY B S et the field the import will look at when
55687023 jpg 128K8  11/10/2016 e el comparing the names of the images and
ot Jezkn Aol | Employee Number | il the datain your database. We are using the
55687034.jpg 97KB 11/10/2016 i N : . .
55687039 ipg 87KE  11/10/2016 [E s Tée Exteralon i sompet s Employee Number in this example.
55687045.jpg 101 KB 11/10/2016
55687050.jpg 129KB  11/10/2016 imnoe Eicid
55687056.jpg 122 KB 11/10/2016 Image v Step 6
Decide what happens to your images after
you have imported them. You can move
them to a different location, delete them or
do nothing. Moving them to a different
location allows you to see what images are
left behind should an import not match all
images to their respective people.
[] Add record if required
|| Do not overwrite if record has an image
@ Do not move or delete image files
() Delete files that are used
() Move files to this locaion:
Step 7 Information i &

Once you've checked all the settings press the OK button at the top of the dialogue box.

, Progress:

The import will run and you will be presented with a window stating how the import went.
Images Skipped: 0
Matchi isti ds: 11
If you find that your images aren’t matching, double check that they are exactly as they Reac:rd:%:;ate:{?lrfcor :

. . . Images Saved: 11
appear in the file name and in your database. e




Starred Shortlists

When viewing the database in the ‘Split View' there is a column on the far left with a star. Clicking the column next to a

record allows you to ‘star’ the record so you can pick multiple records and batch print or change design in one go.

Sample Database

Alexander Bushnell
I K Ben Smith
* Catherine Philpott
* Chris Moore
* Darren Burgess
Graeme Stewart

Click the star to reveal the Starred Shortlist menu.

From here you can do several things. View only the starred records,
print the starred records and finally at the bottom you can delete
the starred records.

To make batch operations quicker, EasyBadge has a few shortlists
built in.

These will override any currently starred records.

You can also save or load your starred list to easily access them at a
later date.

Along with starred lists you have saved manually, you will also
find any starred lists you have created when importing from a
spreadsheet or when batch image importing.

Deleting starred records will permanently delete records from
your database in a batch.

Delivery Driver 31/12/2017
Tech Sales Manager 01/10/2018
Customer Services 01/10/2018
Customer Services 01/10/2018
Tech Sales Manager 01/10/2018
Tech Sales Manager 01/10/2018

— RIS U U T N

768x937 Size: 26..
296x369 Size: 64
296x369 Size: 56..
296x369 Size: 75..
296x369 Size: 51..

296x369 Size: 56..

STARRED SHORTLIST

The star in the top right of the program window lets
you know how many records are selected for
batch processing.
View Starred Only

Print All Starred Records

Clear All Stars

Shortlists

B8O0E

Star All Records

Star New Records

Star Recently Synced

Star All Expired Records

Star All Records Without Photo

Star All Unprinted Records

.

Save Starred Shorilist
* "
Load Starred Shortlist

e
Delete All Starred Records

29
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Using the Help section

Clicking the question mark icon on the tool bar will open up the built-in help centre. Here you can search for solutions
relating to using the EasyBadge software.

Cloze

Ask A Question

Search FAQs

Search for an Answer

Show me the quick start guide View

How do | create a new design based View
on another?

Ask A Question

You can also submit a question if you have a moer specific requerment on your Easy Badge set up which you need help with.

Close

Search FAQs Ask A Question

Submit a question to our support team

Your Email Address

Subject

Question or Description of |ssue

For more information or support about EasyBadge you can email help@easybadge.com to raise a support ticket.
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