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State ID Badges do not provide any access, but serve as an identification card. This
user guide provides the steps needed to create a State ID Badge.

1. Once you have logged in to the C*Cure system, click the Configure tab and select
Badge layout.
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2. Click the New button.
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3. Name the file with the agency/group name (in the Identification box) and click the
New File button.
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4. Assign a new badge file name and click the OK button.
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5. Click the File tab and select Import.

6. Select a badge layout and click the Open button.

7. When the layout opens, update the Agency Name. You do this by selecting the area
you want to edit in the Badge Layout area (left side) and then update the Static Text
under Data in the Text Properties area (right side).
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8. Click the File tab and select Save.
9. Click the X in the top right corner to close the screen.



10.Click the OK button in the Badge Layout screen.
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11.Click the Close button.
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12.Click the Personnel tab and select Add.
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13.Enter the First and Last Name and select a Person Type.
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14.Click the Badging tab and select the new Badge Layout.

15.Click the Take Picture button. After you’ve taken the picture of the employee,
connect the camera to the computer. Locate the picture on the E drive.

16. Select the picture and click the Load Image button.
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17.Crop the picture around the employee’s face so the height and width are about the
same. This will prevent the picture from looking squished when the badge prints.
When the picture looks the way you want it, click the Save button.
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18.You should preview the badge before printing. Click the Preview Badge button.
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19.When you are ready to print, locate the plain ID cards (the ones without any writing
on both sides). Insert a card into the printer and click the Print Badge button.



