Seattle University UA Event Name tag guidelines/suggestions:

	First Name

Last Name

Class of ####
SU School/College

(BOR, BOT, BOG, etc.)




· Event Name tag tips:

· 34 point Bold, Times New Roman, Centered is preferred font and layout (adjust for new seal SU – Ask ANITA)
· Line 1=Name 1 

· Line 2= Last name, ‘ year graduated – note direction of the apostrophe **It is a good idea to double check the class year and school information before doing the merge.

· Line 3=school graduated from, or event title as deemed appropriate by coordinator 

· Style options – Offer guests variety – moving to reusable plastic sleeve, clip on nametags. Keep ribbons or cording available to offer guests the option of wearing them around their necks rather than clipping them. 

· Sticky name tags – If using, make sure that each is separated before guests are to arrive. Help guests who may have trouble separating the backs, and plan to have small trash bins in front of the check in area to collect the refuse.

· Consider the audience, 34 point is usually large enough, but with a larger number of older attendees, you may consider a larger font

· Unexpected guests:

· Make nametags for university VIPs/staff – deans, VPs, Campus Jesuits may attend even though they do not always rsvp. Plan ahead and have nametags printed up “just in case”

· If the group is small or the event is very important, consider printing name tags for everyone on the invitation list – separate out those who are expected, but keep the rest of them on hand in case a non-rsvp’d guest arrives.

· Consider using the label printer & lap top for walk-in guests who were not on the rsvp list. Can print additional badges in less than a minute. Remember to record additional names for the final attendee list, and make sure to match the nametags as closely as possible.

· Little extras:

· Assigning seats?  You may consider printing the table number in the lower corner of the tag.

· Logos/event design elements – make sure to allow for reprints if you try to incorporate a logo or design on the name tags. Sometimes this effects the layout of the merge. The best way to include the logo or picture on the name tag is to have them preprinted with the info, and only run the names through the printer. 

RE Data & Name tags:
1. Query of those registered for an event.

2. Use Export function to get school & class of information for those registered out of RE to Excel

3. Use Word & Excel and merge nametags.

RE tags/cards function

1. Fill in the tag/card button for each person s they register. 

2. To double check that nametags are filled in for all registrants for the event, create query  where name to print is the output, and registrant name. Double click on registrant name and update the tag to print fields save and go back to next record needing the name.
3. Use Mail Name tag to produce nametags –without class year information. Note – This is not the preferred way to do name tags as 7.6 does not offer flexibility in formatting the name tag layout. (won’t get 2 lines for the name or exact fields we usually use)
