CAPHN ldentification Badging Instructions
Using ID Maker 2.0 Express

The following instructions should be used when creating identification badges for
Capital Area Public Health Network (CAPHN) Multi-Agency Coordinating Entity (MACE)
or Point of Dispensing (POD) locations using ID Maker 2.0 Express software

These instructions assume that ID photos have been taken using a digital camera, and
have been downloaded to the computer being used for badging.

Step 1: Locate “blue man” USB flash drive
which contains CAPHN ID templates for use
with ID Maker 2.0 Express software.

Step 2: Ensure laptop has been
turned on using power button
(1) Important! Allow laptop and
windows to start BEFORE
putting in USB drive.

Once laptop and windows have
started place usb drive into an
available usb port (2)

shift 1T




Step 3: On the desktop, locate
the ID Maker 2.0 Icon and
double click to start the program
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Step 5: In the dialog box that
opens, click on the drop down
arrow (1) and select USB DISK
(2) from the list that opens.
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Step 6: Click POD ID-portrait-

estudio.mdb (1) and then click |——

Open (2)

(If making MACE ID choose T

mace-id-portrait. mdb instead)

Step 7: ID Maker will
then open the POD ID
template. Once this
screen opens, click on
“GO TO > DATABASE
ENTRY” in the upper
right hand corner.
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Step 8: In the database entry
screen enter the person’s first
then last name in CAPS.

In the department box, enter the
POD location in CAPS. (ex.
NORTHWOOQOD)

The issue date is the date you
issued the ID in MM/DD/YYYY
format.
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Step 9: To insert the person’s photo, click
on the Import Photo button located
underneath the photo box to open the photo
editor.
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Step 12: Click and hold the white
circles to drag the box, cropping the
photo. The image inside of the box is
what will be used as the ID photo.
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photo onto the ID.
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Step 14: The photo will

then display in the photo
box, and the ID preview.
If you are unhappy with

the photo, you can click
on “Import Photo” again
to return to Step 12 and
make adjustments.
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Step 17: In the database records list on the left hand side of the screen, click the
check boxes next to the records you would like to print.
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Step 18: Once the
records are selected, click
on the “PRINT BATCH”
button located above
database entry.
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Step 20: The Print IDs
window will then open,
select the button next to
“Print MARKED IDs” (1) to
print only the records you
choose in Step 17. Then
click OK (2)
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Step 21: The “Preparing to Print....”
window is the last to open before printing
starts.

AT THIS POINT ENSURE THE
CORRECT ID CARD PAPER IS
LOADED INTO THE PRINTER
(see below for correct paper type)

Once the correct paper is loaded, you
may click OK to begin printing. One last
warning will pop up to ensure you have
correct paper loaded. Click OK.
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Lamination Instructions

The following instruction is to be used to laminate ID cards created using ID Maker 2.0

CAUTION! THE LAMINATOR GETS VERY HOT, KEEP HANDS AW AY FROM MARKED AREAS

Step 1: Remove the SM-330
Pouch Laminator from the
yellow and black plastic tote
container.

Step 2: Place the laminator on
a flat surface. Plug the laminator
into an available power
receptacle. (1)

Turn the main power switch on
(2) the switch will light red to
indicate the unit is on.




Step 3: Move the temperature
control knob so that the white
marking on the knob lines up with
the hash mark between 5 and 6.

Note: The laminator will take time to
reach temperature, longer if it is
cold.

Step 4: Locate the HeatSeal Crystal Clear
lamination pouches. Remove the number
of pouches you need to laminate the IDs
you've created. Also remove the white
cardboard lamination carrier.

Step 5: Place each completed ID inside of
a lamination pouch. The top of the pouch is
sealed, lift the two layers apart from the
bottom and center the card, making sure to
leave space on all sides for the pouch to
seal. (1)

Place ONE pouch at a time into the white
cardboard carrier. (2)




Step 6: Once the green
“READY” light has turned
on, the laminator has
reached temperature. (1) 2

Press the top of the black
motor switch, towards the
“MOTOR” lettering. (2)

Step 7: Insert the carrier with ID loaded into the center of the laminator, pushing
slightly forward until you feel the motor start to pull the carrier. (1)

The carrier will push through to the other side of the laminator. Once the carrier
emerges and stops moving, remove it from the laminator. (2)

Open the pouch and remove the completed ID! (3) You may leave the motor on and
repeat steps 5 and 7 for additional IDs.

IMPORTANT! TURN OFF THE MOTOR AND POWER SWITCHES WHEN
COMPLETED OR IF LEAVING THE LAMINATOR UNATTENDED FOR AN
EXTENDED TIME. THIS REDUCES THE RISK OF FIRE.




