
New Feature Update: Preview/Print ID Cards 

We are pleased to announce our brand new preview/print ID cards 
function which is available for immediate use. 

Preview/Print ID Cards;

 Replaces 3rd party printer software Mead Co.
 Streamlines printing process
 Provides preview of cards prior to printing
 MAC and multi browser compatible
 Information on cards remains secure and not editable

To utilize this new function:

Log in
Click on Team from the left navigation
Search for and click on desired team
Go to the Team Roster tab
Check off the names of the persons whose cards you wish to print
Click on the Preview/Print ID Cards button



Click ok when prompted

A new window will open displaying the cards to be printed



Click File
Click Print Preview to adjust margins if needed
Click Print to print the cards



Under Print Preview margins can be adjusted manually by moving margin arrows

The margins can also be adjusted by clicking on the tool icon and entering the margin 
numbers in inches

  


