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Creating A Staff ID Card - Sub System
By designing all the previous sub-systems for your project, you should now be able to produce the actual Staff ID Card for your staff that work at the Health Centre.
There are many ways that you could design your Staff ID Card but the way shown below is an easy and quick way to do it. 

1. In a separate, new document enter the title: My Staff ID Card 
2. Using the drawing toolbar at the bottom of the screen, draw a rectangle – make sure it is about the size of a Staff ID Card.

3. Insert your logo into the rectangle shape.  Make sure it is formatted to ‘in front of text’

4. Using another text box, create a space for the card holders name and signature.

5. When all the ‘bits’ of the Staff ID Card in place you may wish to group them all together so that if you need to move or copy the Staff ID Card, they will all move together.

Your card should look something like this:
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Do a ‘merge field’ on the customers name text box (don’t do this in your actual project though).
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SLHC Staff ID Card
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Rectangle shape used for card outline.


Then filled-in with a colour.





Insert your SLHC logo and position it on the card





Text box





Text box





Text box





Text box – has customer number in bar code format.  Use the font called Free 3 of 9 Extended








