
Instructions for Adding a Photo to the ID Badge Template 
 

1. Upload a photo of your face, straight on facing the camera, in good lighting.  
a. Email to yourself, then save to USB – OR –  

i. Download to USB from memory card 
b. Plug USB into computer  

2. Open the file on the computer desktop called “Badge Template” in 
Photoshop.  

a. Hold Ctrl and click on file, then select “open with” > Photoshop 
3.  Open your photo in Photoshop. Now you will have two files open, your photo 

and the badge template. 

 
4. Select the “Crop” tool from the left vertical toolbar. 

 
 



 
5. At the top tool settings you will see “Width” and “Height”. Change both to say 

“2 in” for two inches. 

 
6. Go to your photo, then click and drag the crop tool until you have your face in 

the center of the highlighted square. Double click to crop the image.

 



7. Select the “Move” tool from the left tool bar. 

 
8. Use move tool to click on your cropped photo and drag it over on top of the 

badge template. Use the arrow keys to perfectly position the image over the 
square in the template. 

 
9. Close the cropped photo of your face, leaving just the template open now.  



10.  Go to the “Layers” panel on the bottom right of the screen and select the 
layer that says “Your Name Class Block…”

 
11. Select the “Text” tool from the left tool bar.

 
 
 
 
 
 



 
12. Click to change the text to match your information on each line.  

 

 
 

13. Go to “Layers” panel and Ctrl+Click on the “Background” layer. Select “Flatten 
Image”. 

 



14. Go to the top Photoshop menu bar and click on “File” > Save As…

 
15. Change the file name to “Block_FirstNameLastInitial_Badge”. Under “Format” 

select “JPEG” from the drop down menu. Make sure you are saving the file on 
the USB drive, not the computer desktop. 

 



16. Save as maximum file size 12 and click “OK”. 

 


