






Paper Insert Badge 

Installation & Usage Instructions
Version 3


Welcome to the Hilton Garden Inn 
Paper Name Insert Badge Set-Up Guide!

To make your set-up process smooth and simple, please follow these step-by-step instructions.  If you have any questions, please contact us at the Cawley Company, 
1-800-822-9539.  

SYSTEM REQUIREMENTS:  Your computer operating system will need to be a Windows 98 or higher, 32-bit operating system.  You will also need an available Laser/Inkjet printer.

You will need to be at your computer for this process.  Please allow 20 minutes to 30 minutes for initial installation.

You have received everything you need to produce your name badges on-site.  In your package, you will find:

8-1/2 x 11 Perforated Paper Insert sheets
Hilton Garden Inn Plastic Badges


Let’s begin!


Please go to Page 3 - “Easy Software Install Instructions” and follow the step-by-step instructions.




EASY SOFTWARE INSTALL INSTRUCTIONS

STEP ONE:  DOWNLOAD SOFTWARE FROM CAWLEY WEBSITE
1. Navigate to the following website.
a. www.thecawleyco.com/HGI-InsertSoftware.zip
2. On the File Download screen that appears, click Save.

3. On the Save As screen that appears, navigate to a location to save the file to.  Remember this location (for this example, the file is being saved to the “My Documents” folder).  Click Save.

4. Once the file is done downloading, click the Open Folder button.



5. A window will open to the folder the file was saved to.  Right click on the 
HGI-InsertSoftware.zip file and select 7-Zip – Extract to HGI-Insert Software.

6. A window with files contained in the zip file will open.  Proceed to STEP TWO below to install the Cawley Badge Print software.











STEP TWO:  INSTALLING CAWLEY BADGE PRINT SOFTWARE
1. In the window that opened from STEP ONE, double click the file named SETUP.EXE

2. Click NEXT at Welcome Window

3. Click Next

4. Click Next on the Confirm Installation Window

5. If a Windows warning window appears, click Yes to copy files.
6. The program files will copy to the computer.
7. Click Close on the Installation Complete Window

8. The program is now installed.


STEP THREE:  INSTALLING FONT
1. Click the START button
2. Click SETTINGS (for XP users, go to next instruction)
3. Click CONTROL PANEL
4. Double click the FONTS folder.  (For Windows XP users, if you do not see a Fonts folder, click the option to Switch to Classic View on the left side of the window.  This will bring up a window with a list of items.  Double click on the FONTS folder in this list.)
5. Click FILE on top of the FONTS window
6. Click INSTALL NEW FONT
7. Change Drive Choice to the drive you saved the zip file to from STEP ONE.  Then in the “Folders:” section, navigate to the location the zip file was saved to.  Double click on the HGI-InsertSoftware folder.
8. Double Click on Helvetica LT 55 Roman (True Type) in Lists of Fonts Window.  
9. Close FONT FOLDER
10. Close CONTROL PANEL





 
STEP FOUR:  LOADING PROFILES AND SELECTING THE PRINTER
1. There should be a shortcut on your desktop named “Shortcut to Cawley Badge Printer 3.x”.  Double click this shortcut to launch the Cawley Badge Printer software.
2. Click PROFILE, shown below on Diagram 1, circled in Red.
3. Click ADD.  This will open the Add Profile window shown in Diagram 2.
4. Navigate to the HGI-InsertSoftware  folder from above step as shown in Diagram 2, circled in Purple.
5. Double Click the file named V2_HGIPaperInsert-2Line-FullName.xml in the window.  This is shown in Diagram 2, circled in Gray.   
6. Click drop-down box labeled PROFILE in the main program window.  It is shown below on Diagram 1, circled in Blue.
7. Select the profile named V2 - HGI Paper Inserts - 2 Line – Full Name.
8. Click File / System Manager Functions and click on Printer Setup.  This is shown in Diagram 3, circled in Green.
9. The Printer Setup screen will appear (shown below on Diagram 4). Click the drop-down box labeled Selected Printer.  It is shown below on Diagram 4, circled in Orange.  Select the Laser/Inkjet printer you wish to print to.  Click OK.
10. To assure the correct printer is set, make sure the title bar on the main window reads “Cawley Badge Printer – ” and the name of your Laser/Inkjet printer.  This is shown on Diagram 1, circled in Gold.  If not, repeat steps 8-10.

	Diagram 1.	Diagram 2.
   

	Diagram 3.	Diagram 4.
   
(REFER TO YOUR CAWLEY BADGE PRINTER USER GUIDE FOR FURTHER OPERATING INSTRUCTIONS)





	
Printing a Paper Insert

To produce a paper insert, make sure your Laser printer unit is on and that your 
8-1/2 x 11 paper insert sheets are loaded in the Laser/Inkjet printers’ default paper tray or manual feed tray.  
You should still be in the Cawley Badge Printer Software.  If not, please open this application again. (Mouse click on Start button, click on Programs (for XP users click All Programs), click on Cawley Badge Printer, move to last pane and click on Cawley Badge Printer icon)  Follow these instructions to print the paper inserts:


ADD AND PRINT NAMES
1. Click in the text box under the title Name. Type a name in the text box.  Repeat for the text box under Title.
2. Press the Enter key on the keyboard.  This places the information you just typed in the Data window to the right and puts the cursor back in the Name text box.  You can now enter more names.
3. To print single names: Click on a name in the DATA list. When names are selected, the Print button in the lower right corner of the program window should turn green.  Click on the Print button to print the name.
· To print an entire list of names: click the first name in the DATA list, hold down the Shift key on the keyboard, and select the bottom name in the DATA list.  All names should be highlighted in the DATA list.  Click the PRINT button at the bottom of the screen.
· To print more than one name, but not the entire list:  click on a name in the DATA list, hold down the CTRL key on the keyboard, and click on any other names to be printed.  Remember to keep the CTRL key pressed down while you are clicking on other names.  Click the PRINT button at the bottom of the screen.
4. After the PRINT button is clicked, the “First Sheet Printing” window will open.
5. Always select “Full” as the option and click OK.
6. The Laser/Inkjet printer will print the name(s) on the perforated paper insert sheet.
· If multiple names are printed, multiple names will print on the paper insert sheets.
· Names will not print on the top or bottom rows of the insert sheets.  This is to take into consideration the margins on different types of Laser/Inkjet printers.

PRINTING PARTIAL SHEETS
When printing partial sheets, please follow these guidelines:
a. It is recommended to print all partial sheets through your printer’s manual feed tray to avoid paper jams.  Adjust your printer’s settings accordingly.
b. Never leave partial rows on the sheet and then print.  Always print to a partial sheet with a full row of inserts at the top and bottom.
c. The top row and bottom row of the paper sheets will not be printable.  Do not count these as available paper inserts to print on.
d. Do not send over more names than inserts are available on the partial sheet.
e. It is not recommended to print on a less than ½ of a full sheet of paper inserts.  Once half is used, please discard partial insert sheet and use a new full sheet.

 
ADJUSTING PRINT ALIGNMENT
Different types of Laser/Inkjet printers may print the text in slightly different locations.  If your printed text is not aligned correctly on the perforated paper inserts, adjust as follows:
a. Measure the top left printed text and determine (in inches) how much to move the text horizontally and/or vertically to be centered in the 2nd row, 1st column perforated paper insert. (Diagram 5, circled in green)
b. In the Badge Print software, at the top of the screen click “File”.
c. Move the mouse pointer down to “System Manager Functions”.
d. Click the menu item named “Printer Setup”.
e. The Printer Setup screen will open.
f. Under the heading “Placement” (Diagram 6, circled in red) adjust the appropriate value to move the text horizontally or vertically.
· Horizontal
· To move the text to the right, add the appropriate amount (in inches) to the Horizontal value.
· To move the text to the left, subtract the appropriate amount (in inches) from the Horizontal value.
· Vertical
· To move the text down, add the appropriate amount 
(in inches) to the Vertical value.
· To move the text up, subtract the appropriate amount 
(in inches) from the Vertical value.
g. Test print on another perforated paper insert sheet to check alignment.
h. Repeat if necessary until alignment is correct.


Diagram5 							Diagram 6
				







Using Special Characters in Badge Printer Software
To print names that use special characters, a special code is needed.  To enter a special character, the Alt key on the keyboard needs to be pushed and held down while a 4 digit code is typed in.  When the Alt key is released, the desired character will display in the text box.  A table of available characters and codes is below:

	Accent
	A
	E
	I
	O
	U
	Y

	
	
	
	
	
	
	

	Grave
(Cap)
	À
0192
	È 
0200
	Ì
0204
	Ò
0210
	Ù 
0217
	 

	Grave (Lower)
	à
0224
	è
0232
	ì
0236
	ò
0242
	ù
0249
	 

	Acute 
(Cap)
	Á
0193
	É
0201
	Í
0205
	Ó
0211
	Ú
0218
	Ý
0221

	Acute (Lower)
	á
0225
	é
0233
	í
0237
	ó
0243
	ú
0250
	ý
0253

	Circumflex
(Cap)
	Â
0194
	Ê
0202
	Î
0206
	Ô
0212
	Û
0219
	 

	Circumflex (Lower)
	â
0226
	ê
0234
	î
0238
	ô
0244
	û
0251
	 

	Tilde 
(Cap)
	Ã
0195
	--
	Ñ
0209
	Õ
0213
	-- 
	 

	Tilde (Lower)
	ã
0227
	--
	ñ
0241
	õ
0245
	-- 
	 

	Umlaut 
(Cap)
	Ä
0196
	Ë
0203
	Ï
0207
	Ö
0214
	Ü 
0220
	Ÿ
0159

	Umlaut (Lower)
	ä
0228
	ë
0235
	ï
0239
	ö
0246
	ü
0252
	ÿ
0255





Assembling Your Paper Insert Badge

· Carefully tear the printed paper insert from the paper insert sheet.

· Slide the printed paper insert into the window slot on the back of the plastic badge.  Make sure the paper insert is sliding between the clear plastic window and the back of the plastic badge.


Congratulations!  Your name badge is complete!

*Reminder:  Should you have any questions or problems call The Cawley Company at 
1-800-822-9539.
7

image5.png
Download complete

2

Dovrload Complete

HGLnsertSoftware.ipfrom wiw.thecawleyco.com
@®

Dowrloaded:  1.07MBIn 3sec

Dowrloadta:  Cr\Documents an.. \HGI-InsertSoftware.2p
Transfer rate:  366KB{Sec

e i el B e doioad Sampeizs

SmatScreen Fier checked this download and did nat eport any
threals. Feport an unsafe download,





image6.png
HGl-InsertSoftware

Edt Vew Favories Ioos telp

Qs -

File and Folder Tasks A RH]HGI-PaperInsertBadgelnstall.docx
[HlLresozsa.e

2 ke a e Folder Dyserapoce

@ s thskder ot V2 HatPaparinset-2Line-Fullame sl

7 shr tis okdr

Other Places

() My Documerts
My Computer
&y etk Places





image7.png
C:\Documents and Settings\BrandonH, THECAWLEYCOWy Documents\HGI-InseriSoftware

Ele Edt View Favortes Toos Help

Q- © D) s ([ ks

#dress |2 C:\Documents and Settings{BrandanH. THECAWLEYCO|My DacumentsiHGI-InsertSoftware

A 43l Camlyaderrrver 3 2 ma
File and Folder Tasks ) [ lnGLpapertnsenBadeinstal.cocx

[Huresozsa.c
(s Rensm tis e

5 Move tis e T Ve_HalPspertnset-2Line sl
) copy tisfie

@ Fubleh ths e tothe
e

() EmailthsFie
X Delete tisFie

Other Places

£ My Documerts
) My Documerts
My Computer
&y etk Places

Details

setup.exe
Appication

Date Modied: Friday, Juy
20, 2012, 2:44 P

Size: 666 KB

Descripton: Setup File Version: 9.0,30729. 1 Date Created: 7/20{2012 2:44 PM Size: 666 KB

T i





image8.png
18) Cawiey Badge Printer 30

Welcome to the Cawley Badge Printer 3.0 Setup
wizard

The insaller il uide you traugh the steps recuired toinstall Cawley Badge Printer 3.0 on your

compuer.

‘WARNING: This compulterprogram i prtected by copyrightlaw and rtemational reaties.
Unsuthorized duplcation o dstibuton of ths progiam, or any porion of i, may result in severe civi
orciminal penalies, and wil be prosecutec o the masim.m et possible under the low.

Cancel <Back

Hext>





image9.png
14) Cawiey Badge Printer 30

Confirm Installation

The installe is reacyto installCaley Badge Printer 3.0 an your computer.

Clck "Nest"to stat the nstalation,

Concel | [ <Back

Hext>





image10.png
18) Cawiey Badge Printer 30

Installation Complete

Canley Badge Prnter 3.0 has been successfuly instald.

Clck”

o 1o et

Flease use Windows Update to check for any ciicalupdates t the NET Framework.

Cancel

<Back

TCiose





image11.png
@ The Cawley Company Badge Printer - Brother PT-2730
Ele  Brofle

Profile Data File: New

Record Filter:
(Deselectal])

Name  Title

Sheet  Portrat  Selected Records: 0 Data Records Count; 0 Vald Records: 0 Invalid Recards: 0




image12.png
Lookjn: | (£ HGIFulNameProfile

2 i sparveert e F e

My Recent
Documents

(3

&

My Docurents

My Computer

§ Fie pame:

My Network | Fies of e vl File (.l





image13.png
o

1 c @ The Cawl i
) p
) (] ﬂ Fie | profle Hep

=

New ctilen
Open ctl+o
save ctiks

Save A5

System Manager Functions

Brint Badge ctrlep

Exit

Herge
Import
Export

v Record Filter: |Al v

y 4

(selectan |
(Desslecta ]

Name

Printer Setup

Copy Select
Left Justify
Right Justfy

Title

s

Sheet  Portrat

Selected Recards: 0

Data Records Count: 0

Vald Records: 0

Invalid Recards: 0





image14.png
® The Cawley Company Badge Printer - Printer Setup

Select Printer

\\fS01\CDID_Color_Laser

Printer Alignment

Placement
(Inches)

Horizortat [0.00000
Vettical: [037847

Layout
@© Portiait
O Landscaps

Separation
(Inches)

Horizortat (282385
Vertical [055000





image15.jpeg




image16.png
$printer Setup.

Selected Piinter

Fiiter Algrment

Placement
(Inches)

Horiontal 0

Vertcal [ 037847

Lapout
@ Parrat

€ Landscape

Separation
(inches)

Horizortal [ 262639

Vettcal 0%

Test Pint

Fiint Test Page:

o |[[[ea





image2.png
Hilton
Garden Inn




image3.png
File Download|
Do you want to open or save this file?

o Name: HG-InsertSoftware.2p
* Type: WinZi File, 1.07HB
From: wwwthecawleyco.com

Always ask before operiing tis type offle

‘Whie s fiom the Itemet can be useful, some fles can potertally
harm your compute. I you do not st the source, do not open or
save s fle. Wha's the isk?





image4.png
(2 My Docurents

([
=

My Recent
Documents

[ visual Studio 2005

My Network

File pame:

Save as pe:

HGHnsertSaftware.zp

Compressed (zpped) Folder





