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Student ID Badges 

The Print ID Badges screen is used to customize and print student ID badges. The customized 
badge also displays for students logged into the mobile app in the Virtual ID Badge screen.  

 

Printing ID Badges for Groups of Students 

1. Click the Students tab. 

2. Select Print ID Badges. 

3. Enter or Select your Search criteria. 

4. Click Search.  

5. The Print ID Badge screen will display. 

6. Select a Logo option. 

a. None – If you have no logo. 

b. District – To use the district logo. 

c. School – To use the school logo. 

7. Select the Orientation for the badge.  Vertical or Horizontal. 

8. Select the Color.  The selected color will display behind the school name on the badge. 

Note:  If a color is NOT selected you will not be able to see the school name because the 
font color is white. 

9. Select a Layout, One-Sided or Two Sided. 

10. If Two-Sided is selected, enter the Back Text that will display on the back of the badge. 

Note:  The text you enter will display on the back side of the badge beneath the Issue Date 
of the badge (the date the badge was generated).  If no text is entered, then only the Issue 
Date of the badge will display on the back of the badge. 

11. Click Save Settings to save your selected settings.  The next time you return to Print ID 
Badges, your settings will be automatically selected.   

12. At the bottom of the screen, select the students to print.  Select the check box in the column 
header to select all students. 

 

13. Click Create Badges.   
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14. A PDF of the badges is generated, which you can save to your computer or print. 

15. Click Return to FOCUS when finished. 

 

 

Printing ID Badges for a Single Student from Student Info 

A badge can be printed for a single student directly from the student demographics screen. 

1. Click the Students tab. 

2. Select Student Info.  

3. On the Search screen, enter your search criteria to locate 
the student. 

4. Click Search. 

5. In the Search results, select the student. 

6. At the top-left of the student’s record, next to their grade 
level, Click Badge icon in the upper top-left portion of the 
screen. 

7. The Print ID Badge screen will display with the student automatically selected at the bottom. 

8. If needed, adjust the settings at the top of the screen. 

9. Click Create Badges. 

10. After saving or printing the generated PDF, Click Return to Focus. 

 

Print 
option 

Download 
option 
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Adding the Student ID Barcode to an Advanced Report 

1. Click the Students tab. 

2. Select Advanced Report. 

3. Select the Available fields you would like to include in your report. 

Note:  The Student ID Barcode field is located under the Student Demo section. 

4. Click Run Report. 

 

 

 

 

Adding the Student ID Barcode to a Label 

1. Click the Students tab. 

2. Select Print Avery Label. 

3. Enter or Select Search criteria. 

4. Click Search. 

5. The Print Avery Labels screen will display. 

6. Select Custom Label and Click the Edit link.  This will allow you to create your own custom 
label with whatever fields you desire. 

7. The Word Processing box will display. 

8. Click the Insert a Field button to select the fields/information you want on your label. 

Note:  The Student ID Barcode option is under the Student Demo tab. 

9. Click OK. 

10. Click Continue. 

11. At the bottom of the screen, select the students to print.  Select the check box in the column 
header to select all students. 

12. Click Create Labels for Selected Students button in the upper right corner of the screen. 
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13. The print preview window will display so you can review the labels 
prior to printing. 

14. You will have the option to download or print your labels. 

In the upper right portion of the screen: 

a. Click the printer icon to print your labels. 

b. OR Click the Download icon (downward arrow) to do 
download a copy to your 
computer. 

15. Click the Return to Focus button 
to return to the Print Avery Labels 
screen.  

 

Adding the Student ID Barcode to a Teacher Class List 

1. Click the Scheduling tab. 

2. Select Print Class Lists. 

3. Select the Available fields you would like to include in your report. 

Note:  The Student ID Barcode field is located under the Student Demo section. 

4. Click Download Class Lists. 
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5. The print preview window will display so you can review the labels 
prior to printing. 

6. You will have the option to download or print your teacher class 
lists. 

In the upper right portion of the screen: 

a. Click the printer icon to print your class lists. 

b. OR Click the Download icon (downward arrow) to do download a copy to your 
computer. 

7. Click the Return to Focus button to return to the Print Class Lists screen.  

 


