
Name badge labeling:  
Inserting name and logo
Open the appropriate template for your 
name badge. Within the template you’ll 
find a pre-set table grid that matches 
the printing sheet. This is where you 
populate the cells with your logo, 
names and subsequent lines.

Please note that the available Word 
functions may differ depending on 
which version you are using and your 
own personal settings. 

1  Displaying the gridlines

We recommend that you display the gridlines to help guide you. Under the tab “Table tools → Layout”, select 
“View gridlines” on the menu to display or hide the gridlines as preferred.

2  Insert logo

Select the option “Insert → Picture” at the top of the menu, then choose your logo and insert it in the template. 

3  Setting the position and alignment of your logo

Click on your logo. This will take you to “Picture Tools”. Under the “Text Wrapping” menu option, select 
“Trans-parent”, which allows you to move your logo independently of the text lines. �:


