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Objective

Learn how to reprint an employee badge. This guide provides a step-by-step demonstration
from selecting the individual in the Workforce Directory to choosing reprint reasons,
updating required fields, printing, and issuing the new badge. Key considerations include
handling changes like employee identifier, barcode, seniority stripe, and endorsements, as
well as ensuring the old badge is destroyed before issuing the new one.

Process Overview
Log into AirTera IDMS Platform

1. Navigate to app.services.airtera.com

Reprinting the Badge

2. Navigate to the workforce directory
Filter active badges

3
4. Locate the record you are wanting to reprint
5. Click the action menu

6

Select ‘Reprint Badge’

Deactivate dit Columns

Suspend

@
Renew Badge

Reprint %dge

Report Unaccounted Media
Email Person

Transfer Person

7. Select Reprint reason
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Select Reprint Reason

aadge Stock Change

f@mployee Idkemifier Change
Harcode Change
eniority Stripe Changed

Hfadge Damaged

Tdorsemen! Change

a. Certain reprint reasons require additional follow up tasks based on reprint
reason
8. Click ‘Next’
9. Attestyou have verified badge holders identity by checking box

Verify badge Holder's Identity

II attest | have verified the badge holder's identity

10. Click ‘Confirm’
11. Reprint is now initiated

Reprinting the badge
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12. Navigate to the action menu
13. Click ‘Reprint: Print Badge’

Suspend
., @
Reprint: Print %&dge. Training
Email Person
| g P B laafncccnn bl o

14. Follow How to Print a Badge User Guide steps
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