How to create a name tag 
that can be read from both sides: 
Easy guidelines
by 
Marius Wehner1
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With thanks to Marissa in Dr. Eger’s ENG 100-05 class at DCCC in Media, PA, whose nametag inspired me to create these steps for all the many wonderful students that I met during my first visit to the US. From now on you can create a professional nametag that can be read from both sides (see sample below).  Have fun and good luck on your final exams.
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1. Open the Word document “Nametag automatic”

2. Click once on the first box on the top of the page and then right click on it. Choose “Edit Text…”
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3. Line 1: Type in the name by you would like to be called.  Example: Hanna
Line 2: Type in your last name. Example: Koehler
When you have completed these two steps, click the “Ok” icon.
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4. Repeat the same procedure as above for the second box below. Your name tag would look like the one below, except that it would contain your own name.
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5. Print out a copy, fold it in the middle, and use your name tag in class.  Congratulations, you did it.  
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