Instructions  for  creating  name  cards  
for  your  Broadman badges

Large Welcome Badges

Broadman Welcome Badges have a channel in the frame to insert an identification card.  Create your own name cards for the badges by typing, printing, or handwriting the name in a 2” x 3 ½” area.  Avery© Brand Business Cards are a perfect fit for the badges.  They have a ¾” area at the top of the badge underneath the cut out word “WELCOME” where you might want to color to show through.  A template and instructions are provided to walk you through designing the cards so you can accomplish adding color to your badges.  The template also show you different placement of color, logos, and type to give you some new ideas for your design.
The template is created from a Microsoft Word table of 2 columns and 5 rows – each cell is the measurement of a card that fits in the badge.  At the top of the template, is a basic layout for the card.  Other layouts feature instructions for creating the color effects used.  If you would like to use any one of these layouts, copy the layout that you like – for instance, the basic layout is made up of 3 text boxes.  Select the 3 boxes together and copy.  Delete the art or copy that is in the remaining cells and paste your layout in each cell.

If you wish to start with a blank template and design your own layouts, simply move your cursor to the top of the table until you see a downward pointing arrow.  Drag across the 2 columns and press delete.  You will be left with a empty table of 2 columns and 5 rows – a clean slate to create on.
Smaller Greeter – Usher Badges

These badges are just like the larger Welcome Badges . . . only shorter (they are the same width).  You create the card that fits in the badge the same way, but you use the template called, Greeter - Usher Cards Templates.  
