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Goals of this Presentation

A Group participation!

A Give a brief overview of what an early card
application program entails

A Provide tips relevant to both existing and
new early card application programs

A But first...
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Fﬂ} Carleton

UNIVERSITY OF
UNIVERSITY

QEEEP ALB E RTA Canada’s Capital University

A Located in Edmonton, Alberta A Located in Ottawa, Ontario

A 38,000 + students A 25,000 + students
o 30,900 undergraduates o 22,000 undergraduates
o 7,300 graduate students o 3,000 graduate students
A 15,000 faculty and staff A 2,550 faculty and staff
“upli ﬁmg the whole people” "Ours the task eternal”

HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
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Why Pre-produce Cards?

A Streamlines the arrival of students at beginning of the
year.

A Promotes your institution as being technologically
advanced.

A Students can choose picture on card, encourages them
to show off their card/brag about their University.

A Saves you time - sort of.

A Allows card office to focus on other matters during
September intake, like revenue generation.

A 87% of all residence students and 67% of all first year
students at Carleton had their cards pre-produced In
2010.
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Pre-production 101

The three main areas of concern:
1. Getting Students to Apply
- Distributing applications
- Raising awareness
2. Producing the Cards
- Organization of applications
- Setting up for production
3. Distribution of Cards
- Methods of organization
- Time of distribution
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Getting Students to Apply - Carleton
A Give students application options - online, mail, in person

A You will need:
0 - mail out?
0]
o Optional:

A Offer incentives 7 iPod touch, iPad etc.

A Set a(n artificial) deadline

A Personal or school email addresses?

A Campus Tours

A Get to the parents!

A Be sure to get out the applications with plenty of time for
students to respond.

A Do this part right, and the rest will go a lot smoother!
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http://www6.carleton.ca/campuscard/ccms/wp-content/ccms-files/2011-application-brochure.pdf
http://www6.carleton.ca/campuscard/get-your-card/
http://www6.carleton.ca/campuscard/videos/getting-your-card/

Getting Students to Apply - Carleton

ey

Contact | Advanced Search | Login

Campus Card

Q

Welcome to Campus Card!

News

For as long as you are a student here, your new Carleton Campus Card will be the single most important
Student Plans piece of student identification you possess. This multi-purpose |ID integrates a number of functions that
would have previously required you to carry enough cards and cash to fill your pockets — now you can
pay for dinner, photocopy notes, print documents, buy snack food at the store and borrow books from
On-Campus Use the library, each with a simple swipe of the card, making it the quickest, most convenient method of
payment available on campus!

Get Your Card

Off-Campus Use
Depositing Funds < :
Quick Links
Card Balance/Activity
FAQ

eLaundry Service

Lost/Stolen Cards

Meal Plans

Parents Page

Deposit Online Deactivate your lost/ Apphy for your Campus
Faculty/Staff Page card Card

OC Transpo



Getting Students to Apply - Carleton

Contact | Advanced Search | Login

Campus Card a

Get Your Card

Hews

Home / GetYour Card
Student Plans Recent News

+ Campus Card Online

Get Your Card Deposit System Now
Online Application Mohile FriendhA
+ You can now buy Off

Mail-in Application

) CARLETDODN UNIVERSITY Campus Meal Plans
Pick Up Your Card through our online
ALL ] NEED TO KNOW ABOUT CARLETON'S Campus CARD! deposit system!

On-Campus Use

U-Pass awailable starting

Off-Campus Use m E'h ' ! L] R i Monday August 15th!
. = d e C + elaundry system now
Depositing Funds 4 —1 " accessiblel
Card Balancer/Activity
»
FAQ 2011 Campus Card Application Brochure
el aundry Service The 2011 electronic Campus Card application

brochure is now available! Click here to get your
copy and find out how to get your Card and what
it can do for you!

Lost/Stolen Cards
Meal Plans

Parents Page Obtaining your Carmpus Card is 3 simple two step process:

Faculty'Staff Page

Step 1: Apply for your Campus Card

OC Transpo
Apphy foryour Card by either applying onling or by mailing us your
application to our office. Once received, we will process your application
Comments/ Suggestions? and have your card ready to be picked up when you arrive! Students can
videos also have their card made on the spot when they arrive at Carleton, but
please note there may be considerable lineups in September and January.
By applying in advance, you may save yourself consideratile waiting time.

Terms and Conditions

Galleria Online Booking

System
Contact Us = Apply Online

Hours of Operation = Apply by Mail



Online Application

Campus Card

Saarch Campls Card

Getting Students to Apply - Carleton

Contact | Advanced Search | Login

Q

DEPOSIT FUNDS GET YOUR CARD

Hews
Student Plans

Get Your Card
Online Application
Mail-in Application
Pick Up Your Card
On-Campus Use
Off-Campus Use
Depositing Funds
Card Balance/Actiity
FAQ
elLaundry Service
Lost/Stolen Cards
Meal Plans
Parents Page
Faculty/Staff Page
OC Transpo
Terms and Conditions
Comments/ Suggestions?
Videos

Galleria Online Booking
System

Contact Us

Hours of Operation

Home ! Get Your Card ! Online Application

Use the form below to apply for your Campus Card online, Read the picture

and signature requirements to ensure files you send will be accepted.
Please allow one to two weeks for the application to arrive and be
produced before coming to pick it up; wisit our Pick Up Your Card page
for the locations and times where wou can obtain your card. Your
application must be received by August 25 in order for your card to be
ready for your arrival in September.

Photo Requirements

= Face must be clearly wisible and facing fonvard — no profile shots,
sunglasses or hats.

= Photo must be in color — passport photos are best (please do not scan
wour actual passport, as the holodrams and other security measures
reduce the phioto quality)

= Student must be the only person in the picture.
= Mo graduation caps, gowns, or costumes can be worn.

= Photograph must have a uniform (preferably white) light-colored
background.

= Mothing can be touching the face such as hands, trees or graduation
cerificate.

= Photo size should be less than 2mhb.

Sample Unacceptable Student Photos

=

e

|

Bad Contrast Too Dark Dark Background Goofy Mo hats or Bad Crop
sunglasses

|
Sample Student Photo

$l"'n Oau

Acceptable signature

Recent News

Campus Card Online
Deposit System Now
Mobile Friendhd

You can now buy OFf
Campus Meal Plans
through our online
deposit system!

U-Pass awailable starting
Monday August 15th!

el aundry system now
accessible!



Getting Students to Apply - Carleton

Sighature Regquirements

= Your signature must be legible, written in black or blue ink on white
unlined paper.

= Signature size should be less then 2mb.

Sample Unacceptable Sighatures

_\‘ Dhe | Hdhn f:l_dff_i U;Lm Do Jokn, Oae

MS Paimt Lined Background Fealt Markar Coloured Background

Photos and signatures that do not meet the abowve requirement will not be

prDcessed.

Full Mame: [required)
Birth Date [required)

fyrfrmosdn:
Student (required)

Mumber:
Telephone: (required)

Email Address: (valid email required)

: . (required)
Photagraph file: Choase File |N|:| file chozen
i . - [required)
Signature file: Chooge File | Ma file chosen

MOTE: The photo and signature files must have a size of less
than 3mh each. Ifyou try to send files which are greater than
this, the form will he blocked at our server and you will see a
"The page cannot he displayed" message.

| herehy certify that the information provided ahove is correct
and that the enclosed photo is a true image of me. |
understand that this photograph may became part of my
official record and can be used by Carleton University for
official purposes.

Accept [

Submit



Getting Students to Apply - Carleton

Signature Requirements

= Your signature must be legible, written in black or blue ink on white
unlined paper.

= Signature size should be (255 then Zmb.

Sample Unacceptable Sighatures

' s
J MR ._5 e i GFOL‘P’I &5"5’ I USLm Dor. jakr. 190(

MS Paint Lined Background Felt Markar Coloured Background

FPhotos and signatures that do not meet the above requirement will not be
processed.

Full Marme: | Jahn Srith (required)
Birth Date | goA01,01 (recuired)
Gyrimoidi:

Student | 100123455 (recuirec)
Murmber:
Telephone: |§13-867-5309 (required)

Email Address: jahnsmith@gmail. com (walid email reguired)

: e
Fhotaaraph file: | spoose File |CC Applicationd. png (required)

) ) red
Stgnature fle: | choose File |CC Application? png (retired

MOTE: The photo and signature files must have a size of less
than 3mhb each. If you try to send files which are greater than
this, the form will he hlocked at our server and you will see a
"The page cannot be displayed" message.

| herehy certify that the information provided above is correct
and that the enclosed photo is & true imade of me. |
understand that this photograph may become part of my
afficial recard and can be used by Carletan University for
official purposes.

Accept [

Submit



Getting Students to Apply - UAlberta

A Online submissions: directs everyone to our where
we control the messaging
o Bonus: future cardholders can see the other features of our program

A Form partnerships with groups who are already

communicating with new students/parents

o Students' Union, Residence Services and other student groups
o Registrar's Office, Faculties and Departments

A Use any method of communication you can think of (and afford)

o Internet: facebook, twitter, web announcements, email
o face-to-face: present at student and parent orientations & open houses
o print media: posters, postcards, handouts
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http://www.onecard.ualberta.ca/en/GetONE/quickONE.aspx

Getting Students to Apply - UAlberta

Print

New to the U and
@dering what to do?  Start by uploading your photo at

www.onecard.ualberta.ca

Then bring government-issued photo ID to pick up
your pre-printed ONEcard at the quickONE station!

When: Aug 31, Sept 1-2 & 5-6 from 8:30am-4:30pm
Where: E-19 (Dance Studio) Van Vliet Centre

[CO] UNIVERSITY OF 780.492.7924
ALB E RTA a rd onecard@ualberta.ca
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Getting Students to Apply - UAlberta

Web

submit your

ONEcard phofto
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http://www.onecard.ualberta.ca/

Getting Students to Apply - UAlberta

quickONE is ONEcard's online photo submission.

Upload your own photo and your ONEcard will be pre-printed and waiting for you to pick-up when you arrive on campus.
New students for Fall 2011

The final deadline for Fall 2011 Student ONEcard photo submissions is August 21, 2011. If you upload your photo before this date you can pick up your new ONEcard at our Fall Carding event at the
quickONE stations. New students moving into Lister will get their ONEcard at Lister as part of move-in on September 3.

Important things to note:

« You must present government issued photo ID (Driver's licence or passport) in order to receive your ONEcard.
Photos must be a clear full head/shoulders shot on a plain white background
Photo must be .jpg or .tiff format and should be less than 4MB

Any editing required (eliminating red-eye, cropping, etc.) must be done before you submit the photo. Need help? Try a free online photo editor like FotoFlexer.com
Photos must be submitted from the ONEcard Website after logging in securely with your CCID and password.

Ready to upload your photo?
Login to My ONEcard and follow the directions to submit your photo. If there is a problem with your photo, we will be sure to contact you within two business days.

Questions? Contact us!

If you do not submit your photo in advance, you will have to stand in line to have your photo taken at the carding event and wait for your card to be printed. Want to save time? Use quickONE!

Tell them what to do - Be specific!
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www.onecard.ualberta.ca

Do

 Smile! We want you to be happy with your photo.
* Take your pheto in a well-lit area on a solid white background.

* Limit your file to 4MB and 1024 pixels on the longest side (JPG or TIFF
files only).

* Submit a current photo of you in street clothes (no grad photos).

Acceptable Photo

Don’t

« Submit a photo with shadows, red-eye, glare on glasses, or making a
goofy face.
* Wear a scarf or other clothing which obscures your face.

» Crop your photo too close - leave plenty of white space around your
head

Unacceptable Photo : : 3 e : :
Remember: Your ONEcard is your official University identification - choose

your photo accordingly.

Photos are subject to approval. Photos which do not meet the above standards
will not be accepted. An email will be sent ONLY if the photo is not approved.
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http://www.onecard.ualberta.ca/

www.myonecard.ualberta.ca

LOGIN
To My Account

i Log in to your ONEcard account to:

@_ View yn ur. Acc?unt Balarwegng & Deposit Funds to your ONEcard account
= Transaction history

! Submit your ONEcard Photo '@ Report your ONEcard Lost/Stolen

In order to access your ONEcard account, log in using your Campus Computing ID (CCID) and
password.

CCID :

Password : Sign in

Note: AICT requires that your password meet specific criteria to be deemed secure enough to use to
log into various web-based applications. If you have problems logging into this system, please test

your password.
If you do not have a CCID you can login using your 9-digit ONEcard Account Number and PIN in place

of the CCID and Password in the fields above. New users can click here to set up a PIN. If you have
forgotten your PIN please contact the ONEcard office.

www.myonecard.ualberta.ca



https://www.myonecard.ualberta.ca/

ACCOUNT
Balances

Account: 011015381
Name: Marsha Amanova

Type: UGRD
Account Name Balance
Cask ACCOLIRE $0.00 Email: marsha.amanova@ualberta.ca
Consolidated Balance $0.00 Photograph: Browse...
Please attach final version of photo
Account: 111015381 Residency: Are you a resident of:
* Lister Centre/Schaffer Hall
Type: STAFF 3
* International House
Account Name Balance NO©@© YES®
Cash Account $41.76
Comments:
Consolidated Balance $41.76

(eg. Proximity card, replacement card, etc.)

I hereby certify that the information provided above is correct and that the attached
photo is a true image of me.

| Agree Cancel

NOTE: The photo file must have a size of less than 4mb. If you try to send a photo file

which is greater than this, the form will be blocked at our server and you will see a "The
page cannot be displayed” message.




Producing the Cards - Carleton

A We incorporate the production into our current
summer set up.

A Extra staff is necessary, so be sure to do hiring and
training well in advance.

A Take into consideration how the applications will be
sent 1 emaill or mail. What equipment will you
need?

A Does length of time differ by application type?

A What about unusable photos?

A Send emails to students once produced.
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Producing the Cards - Carleton

A Be sure to constantly re-evaluate your
timeline - determine your average
production time and multiply by how many
are left to be produced vs. time remaining.

A In the early years by mid August we had to
start working weekends in order to process
all the applications we were receiving!
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Producino

- Outlook Web Access - Windows Internet Explorer,

the Cards - Carleton

@éﬂ - |ﬁ| https: | fcumail carleton,ca)l o)

o[ &[4[ x| [

File  Edit  \iew

Favarites

Tools  Help

[

7. Faworites ==

- | a 4 to Z Index | Directories

| g Emplovee Direckory [ White P... | gm— Outlook Web, ., 20 | |

1) Microsofte
rii-. Office Outlook web Access

Connected to Microsoft Exchange

Public Folders

[CA Criminology

F3 CTPL

£ CUPE4600

O cutv

3 CVsRD

[ DeanOfStudent:
[ Economics

[ Education Devel
[ Engineering

[T English

[ Environmental 5
[CJ Equity Services
[Cd Eurus

[ External Studies
[ FASS and PAM
EF FASsSOD

[CJ Finance

[ Finance and Adr
3 FPA

[Cd French

[ Geography

[ Grad Studies
[ Graphics Service
[T History

£ Housing and Fox
[Z3 Human Resouro
[ Humanities

Ba Is/ics

[ Industrial Desigr
[3 Institutional Res

«

F

Campus Card (110 Ikems,

EJ Mew llj -

arrange by: Date -

X

Today

b 12:35PM

b 10:14 AM
campus cards

Last Week

] lems_ccs@car.. Thu &/7

1 lems_ccsi@car... Wed 4/6

&6 Unread)

LE a Reply @ Feply to Al

@ Farward

MNewest on bop

lcms_ceocs@carleton.ca [lcms_ces@carleton.ca)
'P.?"

Sent: Thursday, April 07, 2011 10:13 AM
To: campuscard@carleton.ca
¥ Categories: [ Red Category
Attachments: [ IMG-20110407-00097.ipq (1 MB); [] Signature.png (25 KB)
'9.?"
0 a form has been submitted on Aprl 7, 2011, via: /ccms-forms/campl

'9.:?'
0] i
= Mon 4/a Campus Card Online Application Form
FW: Forgotten Pin
Two Weeks Ago Full Name:
‘1 lcms_ccs@car... 4/2/2011 7 Birth Date
] 1 Student Number:
Three Weeks Ago Telephone:
= 3/25/2011 ¥ Email Address: @ connect.carleton_ca
Re: Campus Card Focus Gro. .. " .
= 3/25/20_. ¥ Photograph file:[*] IMG-20110407-00097 jpg
Re: Campus Card Focus Gro... Signature file:[*] Signature png
=] 3/25/20.. ¥ Accept on
Re: Campus Card Focus Gro. ..
= powersd by cformsl]

3/25/20.. ¥



Producing the Cards - Carleton

Name

Student # Email

Cristina Cassone
Jonathan Heath Killin
Julien Lemay

Rui Zhang

Xiao Li

Zllong Wang

Jason MacDonald
Aaron Crozman

Aaron Edwin Goldstein-Storseth

Aaron Hanna

Aaron Mabo
Zacchary Pidgeon
ZixingGao

Zohra Nazirn
Rebecca Pimentel
Nashale Rutegeza
Brian Robert Bartlett
Sara Ryan

Jason Roy

1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000
1000000

Application Status Emailed App Method Date Received Deposit?

emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca
emaill @carleton.ca

Unprocessed
Unprocessed
Unprocessed
Unprocessed
Unprocessed
Unprocessed

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yers
Yes

Online
Online
Online
Online
Online
Online
Online
Online
Online
Orientation
Orientation
Online
Online
Online
Online
Mail
Online
Online
Online

24/8/2010 No
24/6/2010 No
15/7/2010 No
717712010 No
5/9/2010 No
7/6/2010 No
16/6/2010 No
2/8/2010 No
1/7/2010 No
177772010 No
2/7/2010 No
26/6/2010 No
25/8/2010 No
1/9/2010 No
30/11/2010 no
3/1/2011 no
3M10/2011 No
4/7/2011 No
4/7/2011 No



Producing the Cards - UAlberta

A Start producing as early as possible
o SOme waste may occur

A Submissions will increase as deadlines approach
o Stagger: early-bird, final & an extension

A Automate whenever possible
o auto-emailer for rejected photos, batch printing

A Communicate rejections ASAP to increase re-submissions
A Include pick-up instructions in any communications
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Photo Administration

58|~ | @ DashBoard ‘& Home - OMEcard - Univers... | & Oracle | PeopleSoft Enterpr...

»F Photos

Dashboard
Photo Search

Pending Approval | .

|| Created | Cancelled | ALL

1-1(of1)
Login - OMNEcard Administrator
Flease logon with your Campus Computing ID (CCID) and password in order to access the ONEcard Image Approval System. ,'-'\pprl'.:l'-.'ed Create X
}
©Ci0 : [Emenna -
Password : essssses ;
— Res Submitted
Logn |

No Apr05,2011

Do not print a card. Just
replacing my picture.
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Photo Administration

Dashboard

Sort By | WMost Recent Ushiaded [+

Undz Cancel wlad Vo Cancel |
| Res Submited Res Submtted | 2 Sulee £ fas Scbondted | Rés Submittad

No  Apr 04, 2011 No MNar 31, 2011 | 1,201 No  Mar 31, 2011 | Ro Mar 30, 2011

| New Employas - Frst
l request

Replacemant Card

| Cancalled Uvde Corced | Canceled Uada Comml
1_

Res Submitted Res Submetted | Rex Submatted Res Submitted | Res Submitted
[ No mMar 20, 2011 No Mar 18, 2011 | N0 Mar

2011 Noe Mar 10, 2011 | Mo Mar 10, 2011

You will have rejects!
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Photo Administration

Dashboard

Pending Approval | Agproved ||

1 - 20 (of 2609)

Ras Subnited
No  Ape 04,2011

Proxmey card

Res Submeted
No Mar 11, 2011

Online Photo Submissions

| Cancelled | ALL

Dea @ o

NRo Mar 29, 2011

e

Rés Submitted
Mo Mar 23, 2011

74!

replacement card
(damaged)

Res Submitted
Mo Mar 04, 2011

My frst ONECard

Seet By ¢ Mot Racare Ugloaded [ |

Ras Submited

No M 21, 2011

[ need a replacement
card

Res Submeted
No Feb 25, 2011

A




Import & Print

% B ID Photo Identification System
File Edit Card Wiew \Window Help

DE- & -8 ah%F &-
B John Younk |

EB Edit - Add Account

Account Mumbers  Mame | Groups;"[ﬁategoriesl Accountlnformationl

—Account
1D Type : |None LI
o: |
First Mame : IJohn

Lazt Mame : |Y0unk

Lok ir: IE}W’ebPhotos j L] E‘F Ed~ Middle Mame : IW
L;b Eoooooondn Blotnzosdre Eloiozeez4d Eloiozzseoy EH]oiozsde Credential |
! &40 Eotozies4s Eotozeedsy  Eloiossszes Bl oiozsdo Designate : |—
MyRecent  [EHo1118927 GHotozzazon  GHoiozeesds  EHoiossezdz BHoiomesn
Documents 21731194 Ehotozzaa1z  Bhoiozazazn EHoioazieon Gl oio7zae
E G 1237185 Bhotozzsens  BHoiozesess  BHoioazzzdz Bl owovazss

Ehotooiazes Bloiozzesss  Bhoiozesdss  Bloioaradds BH]orov4se:
Desktap Ehotoos444r  Blotozaszry Blowoesdrrs Blowosrasty BHjolovesd:
Ehotoizeqss  Blotozaszss Eloioesszes Bloiosrazso EH]olososa
EHoiotasess GHotozasres GHoiozovssz GHotoasizze  GH)oioszve:
EHoiot4s71s GHotozadenr  GHoiosozesd  GHotozsesss GH)oios47z:
EHotnisosor  Eotozsisos Eoioztzarz Eoiosezezn EHjoiossat

D
E EHotnistesn EHotozetzas EHoioszsses Eloioseasar  EHoiosest:

Encoded Cards | Ok | Cancel

4/5/2011 348 PM
EHotniseson Eotozzenzs  Eloioszases  Eloiozesarz EH]oiosvos: l l

EHotozoszes EHotozzzand Eloioszadzs Eloiossdazs EHotoe7so:
GhHotozorozs GHotozedzen EHoioasdzas Ghoiossdaze  EHoioe7res

_
G - :

MyMetwok  File name: [11001e75d ~ [ open |
Places ! 110018796, jpg
Files of type: ﬂl

A
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Import & Print

John Younk
UE| Edit - Add Account
Account Numbers  Mame I Grotps/Cetego'iesl Account Inlcrmab'cn]
Account
10 Type: IN“"’ L]
o: |
Fust Name : Hoan
Last Name: [Younk
Muddle Name :

Credenbal ;
S —

E2| ID Photo Identification System
File Edit Card Miew wWindow Help

O=E- &8 & Ty 5 & -
EE John ¥Younk .

Encoded Cards I Ok Cancel

John Younk

V' Remembes last clip seltings
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Distributing the Cards - Carleton

A How do you want to sort the cards -
alphabetically, by student number?

A Once the cards are sorted, how will you
store them?

A How and when will you distribute them? Be
prepared for a big rush - the more stations
you have distributing cards, the better!!

A Consider setting up a separate line for pre-
produced cards

A Res move in - extra effort
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Distributing the Cards - Carleton




