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Hello! I’m Brett! Let’s start your  
tour of BadgeRelease.com



I’m Brett, the Badge 
Release guy! I’ll welcome 
you each time you visit 
BadgeRelease.com. 

I’ll welcome you each time!



Two large buttons greet you 
for the main features of the 
site:

1. Place Orders

2. View Previous Orders

Here’s your home screen



To order badges for a pro-
gram, click on the Start 
Order button.

If you would like to down-
load a list of names for a 
particular program, click on 
the Name List button.

Choose Your Badge



Enter names and then click the 
Add to Order button or hit 
the enter key.

Once names have been added 
to order, they will appear to 
the right of the screen (names 
for review will appear at the 
bottom on smaller screens).
Icons near names allow you to:
  	 toggle thumbnails
  	 download name list
   	 edit badge information
  	 delete badge

Once all the names have been 
entered, click the Continue 
button. Next step is confirming 
shipping information.

Have a long list to order? Click 
on the Bulk Upload button. 
Then follow instructions on 
the next screen. 

Entering Names



If you have a long list of 
names to enter. Place them 
in a tab delimited spread-
sheet. Copy your list and 
paste into the box provided.

Click on the Bulk Paste 
button. Your badges should 
appear to the right. Just as 
if you had entered them in-
dividually. Be sure to double 
check each name for accu-
racy.

Once all the names have 
been checked, click the 
Continue button. Next 
step is confirming shipping 
information.

Bulk Upload



If your shipping addresses 
are stored in badgerelease 
they will automatically be 
filled in. You will also have 
a chance to modify or enter 
new addresses.

Once all your shipping infor-
mation is correct, click the 
Review Order button.

*This feature is optional and 
may not be available to all 
users.

Shipping Information*



This is your final chance to 
make changes to names, 
fasteners and shipping ad-
dresses.

To edit a name, click on the 
 gear next to the name. 
It will take you back to the 
Edit Name page.

If your order is correct, click 
the Submit Order button.

Final Review



Hey I’m back to give you an 
A-OK on your order!

Click the Print this Page 
button to print your confir-
mation. If you entered an 
email address earlier, you 
will receive an email confir-
mation with this informa-
tion.

Your order will be shipped 
within 2-3 days. Allow addi-
tional time for USPS, UPS or 
Fedex shipping time.

Completed Order



View all your previous 
orders or orders in draft 
status. 

Click on the confirmation 
number to see the order 
details. Orders in draft 
mode can be submitted or 
deleted.

To view all the names 
from all orders click on the 
Names in Orders but-
ton above the list. To view 
names from a specific order. 
Click on the Name List 
button on the row for your 
order.

Filter the order list by enter-
ing information in the field 
below the column headings.

View Previous Orders



Edit profile allows you to 
update name, email ad-
dress, user name and pass-
word.

*This feature is optional and 
may not be available to all 
users.

Edit Profile Screen*


