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Overview

This article walks through the steps to print name badges for event registrants, using the Avery 5392 name badge paper. There are quick links at
the bottom in the Related Recourses section that link to other mail-merge tasks you can perform in your Trail Blazer database, as well as the other

event related articles & videos.

« Tip: If you use some other type of paper to print name badges/cards, you take advantage of the export utility to pull out just data that you need
(title, name, address, etc.) to a spreadsheet, and run the merge via Microsoft Word & Excel.
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Steps

Navigate to your Contacts (Donors/Voters) list.
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Under the Event tab run a search query for the registrants who have a response of ‘yes’ for the event you want to print name badges for. In this
example | used an event called “2016 Celebrity Golf Tournament” which produced 108 contacts.
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Select the event to print name badges for, select only those who have
a 'Response’ of 'Yes'.

Reset | <5 New 0 | L) Of # | File - Edit - | ) | S Include Other | Contacts

| 1

| Favorites | General | Address | Household | Attribute | Canvass | Contribute | Pledgel| & Event | Admin | 50L

% Events |lJ Response Financial
2011 - Annual Appesl - | o e Contributed | 21
2 2012 - Capital Campaign i Fledged i
2014 - Membership Renewal = & M . Neither .
2014 - Pledge Drive None 7 7
2016 Celebrity Golf Tournament k 4 > e
ﬂ 21st Annual Golf Tournament 2 = =
5 K Aruna Run - Portland
3 Elzzing Trails - The King's Trail M|

SEEdit | % Include % Exclude | Sort ) Format ~ | %% Export & Print Summary [[] = |[E Pivet |

Contacts [ 108 records found ]
Total cou nt ; Ind D ha;:n .~ Firsthame %dpi“‘“ Address ’;‘;‘:’2‘““ City State (Z:igd . ;'r?;”n: Bus Phone
of registrants- 10109 Calouste Gulbenkian Foundation || Work 316 Caesar Dr Lakeville MM 55044
12542 Trail Blazer Campaign Services, LLC || Work 620 Mendelssohn Ave N Suite 186 Golden Valley MM 554274350 [123) 456-7890 [866) 909-3700
2 Aagard Martha Hame 4629 York Ave S Minneapalis MM 55410 [612) 9209217
& Aakhus Arigl Home 1709 8th 5t 5 Cpo 3010 Moorhead MM 56560 [215) 3259215
4 Aakhus Cindy Home 19981 See Gull Rd Brainerd MM 55401 (218} §28-9215
14310 Allsop Salome Hame 620 Mendelssohn Ave Suite 186 Golden Valley MM 55427
14294 Anderson Chris Home 123 Main Minneapolis MM 55427
1laa Anderson Kama Home 21507 Height of Land Dr E Detroit Lakes MM 56501 [218) 547-7931
14388 Avila Christian Hame 123 Main 5t Flarence AT 55427
270 EBailey Robert Home 16241 Urbank 5t NE Ham Lake T 06500 [763) 4343025
14151 Beal Nicole Home 123 Main 5t Minneapolis MM 554377
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Click the [Reports] button in the bottom-right, select your name badge preferences, and click [OK]. As of the time this article was written, there
are two options:

- Name Badge - First + Last Names + Employer (Use Avery 5392)

- Name Badge - Fist + Last Names (Use Avery 5392)

I chose the second option (First and Last Name).
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9
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% ]I | Events [l .
Select a report to print - Contributed
Pledged
Reports Meither
Simple List
& List with User Fields
List with Motes
Simple Volunteer List
Volurtesr List

Fundraising List
Labels {Use Avery 5160)

Labels (Use Aveny 5160)/MNick Mame Option
Labels Mame buitt by list-Combined House or by [ast name and address (Use
Labels Household and Envelope Mame {Llse Awery 5161]}

Mame Badge - First + Last Mames + Employe
Mame Badge - First + Last Names (Use Avery

Address
Line 2

City

Lakeville

— [endelssohn Ave M

Suite 156

Golden Vall

2 Aagard Martha Home 4629 York Ave 5 Minneapoliz

3 Aakhus Ariel Home 1709 5th 5t 5 Cpo 3010 Moaorhead

4 Aakhus Cindy Home 19951 See Gull Rd Brainerd

14310 Allsop Salome Haome 620 Mendelssohn Ave Suite 186 Gaolden Valls

[F (14704 Andarznn {hric Homes 172 Bain kinnaannlic
3] 108 | | | |

4 (LI

F

Logon=  Joel Kristenson |H Save | |h@ Save and Close i | ¢ Reports Ii# New
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| [@cancel |
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From the print screen you can adjust margins, paper type, etc. Here’s my example print preview of my finished name badges:
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Example print preview of my name badges with just First Name + Last Name.

a Trail Blazer Version 6.2.3821.27035 Demc Nonprofit Joel - [Print Preview] | = | = % |

@) File .8 x
Application Menu @ | Print | = |Bgless g5 More () @ 1 D @ | ~E Print Settings

sf 2o ‘\ \

- § Calendar/Tasks Print H i i
0§ AL Lyt Adjust margins/paper type|if necessary.

8 Contact you're all
B e set.

[8[d Contact Relationships Adalre Adam
[-“#p Contributions/Pledges j

D2 ook S Griffin France
-2 Logs

(- Communications
#-¢ji Financial |
&g System Manager

Adam Alexander
Wall Rice

Open Windows

Od&l=s | cF
Start Page
= Contacts

5 Pt Provien Altha Amelie
Kann Cantin

Reminders
@Refresh
Follow-up Pho... 093 10:00 AM  Rockefelles

Grant Follow-... 0%/04 09:23AM  Robert Bos
Y Folowuooho . 0WV220270PM loel Kristed
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Click [Print] when you’re all finished, select the printer to print to, and click [Print] again. | would suggest running a test print as well in case it
doesn’t line up for some reason.

Please call our live support if you have any trouble with this, or anything else for that matter.

0009

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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Related Resources

Articles on the Event Features: Event KB Folder

Article: How to Print or Re-Print Event Tickets and Event Order Receipts from your Database
3" Party Resource - Material: Avery Name Badge Inserts, 3” x 4”, Box of 300

3" Party Resource — Material & Template: Avery Name Badge Insert, 6 per sheet, 5392

3" Party Resource — Avery Template List: Name Badge Templates

Article: Printing Envelopes
Article: How to Print Mail-Merge Address Labels
Article: Managing Households — Creating, Deleting and Re-Creating

Videos on the Event Features: Videos on Events
3" Party Video: Creating Name Badges with the Avery Wizard Demo Video
3" Party Video: Avery — Name Badges
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Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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