
Hardware Setup Guide

1. Router setup
1. Plug the router’s power cord into a power source. 
2. Plug an Ethernet cable into any port not marked
“WAN”) on the back of the router. Plug the other end into
the printer’s network port.
3. (If applicable) Plug the cable providing internet to the
router into the WAN port on the back of the router. Make
sure the venue internet is DHCP with no login page for
internet access.
4. You may need to attach the router’s antennas. Don’t
attach an antenna to any port marked “GPS”.

2. Printer setup
Plug the printer’s power cord into a power source, and
press the power button. After you see the printer’s Home
screen, continue with the next steps.

3. Loading badges
Scan the QR code below for more detailed loading and
calibration instructions, troubleshooting, pictures, and video!

1. Pull the two yellow tabs on either side of the printer
toward the front to open it.
2a. If using Fanfold badges, set the stack behind the
printer so they feed straight into the slot in the back
without twisting. Use the yellow knob between the two
guides to adjust them to fit closely, but not tightly, against
either side of the leading badge. Pay attention to the
feed direction arrows on the back of the badge paper
and make sure the back of the paper is facing down.
Don’t load badges until the screen instructs you to
during calibration.
2b. If using a roll of badges, put the roll into the printer
as shown on the sticker inside the printer. During
Automatic Calibration, the printer will direct you to
remove a single tag from the backing.
3. Bring the first badge over the black roller at the front
of the printer and feed it through the slot so an inch
hangs out the front of the printer. Firmly close the top of
the printer. The pause light will be on. Continue to
“Calibrate the printer”.

4. Calibrate the printer
1. Tap Wizards > Print, then tap Start Print and follow
the animations and instructions on the touchscreen.
2. If badges have a black bar on the back, select 'Mark'
as the Media Type. Otherwise, select 'Gap/Notch'.
3. Make sure the yellow sensor is aligned with either the
black bar or the gap/notch in the tag backing.
4. Select 'Tear Off' on the Media Handling step to
prevent wasted badges after calibrating.
5. After calibration, pull badges back through the printer,
then tap Menu > Print (🖨) > Image
Adjust > Media Handling, and select
Cutter.

If automatic calibration fails, scan this
QR code to see instructions on how to
do a manual calibration. 📱 ➡

5. Kiosk iPad setup
⚠ Complete these steps for each iPad!

1. Connect the iPad’s power cable to a power source
(optional), and place the iPad on its stand.
2. Power on the iPad and connect it to the router’s WiFi
network.
3. On the iPad, open the App Store and ensure that the
‘Onsite by Webex Events’ app is up to date.
4. Open the Onsite app and log in using your Webex
Events Platform account. If you don’t have an account,
contact your event’s organizer.
5. After logging in, tap the correct event and follow the
onscreen instructions.

⚠ At the “Available printers” step, make sure you’re
connecting to the right printer. Printers are listed by their
serial number, which can be found on a sticker on the
bottom of each printer.

You’re now ready to print badges!
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