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Introduction

This is the fourth in a five-part series. The series 
uses Google Forms and Google sheets to assem-
ble conference materials. The first issue on 
December 15 covered the use of Google Forms to 
collect information. We created forms to collect 
information from presenters, participants, and 
vendors. In the issue, we learned to use Google 
Form data validation rules. These rules help 
assure we collect the correct information and in 
the right format. 

In the same issue, we covered the use of Regular 
Expressions. Regular Expressions, Regex, is a 
series of codes that outline a pattern. This pattern 
assures the information is formatted properly in 
the form. Regex helps the registrant format their 
email and phone number properly. It is also used 
to set the character length in their session title 
and description.

The issue for January 1, 2019, covered the pro-
cess for cleaning up data from Google Forms. We 
opened the collected responses in the Google 
Sheet. Most of the data collection was formatted 
using Regex in the form. Other information need-
ed to be cleared up before using it in the schedule 
and name badges. We used the TRIM function to 
remove unwanted spaces. With the help of Regex 
we removed unwanted characters. 

In the same issue, we learned to use que-
ry. Query allows us to reference the collected 
responses in another sheet. In the query sheet, 
we are able to update and clean the responses 
without tampering with the original. 

In the January 15, 2019 issue we created a sched-
uling application. The scheduling application used 
data validation to fill in session information. We 
created a legend to keep track of the number of 
sessions assigned for each presenter. We also 
used conditional formatting in the schedule to 
spot scheduling conflicts.
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In this issue

In this issue, we will work with participant infor-
mation. Participant attendance needs to be 
tracked. Campuses are billed for each teacher 
that attends. To track participants we create name 
badges. Parts of a four section badge system are 
collected throughout the day. The name badges 
include Quick Response codes. The codes are 
scanned and uploaded into a Google Sheet. 

The name badges we use are from Avery 5390 
stock. Each sheet includes eight 2.25 by 3.5-inch 
cards. We use a strip of four from each sheet per 
participant. Each badge includes the participant’s 
name and campus or district on the first card. The 
second is their lunch ticket. The third is their door 
prize ticket for the end of the day. The last one 
is their Keynote pass and door prize ticket at the 
Keynote.

Each of these is detached and scanned. The 
main badge remains with the participants and is 
scanned during sessions. This scanning gives us a 
picture of the sessions that we’re attended most. 

Quick Response codes

Over the years I used mail merge in applications 
like Word or Pages to print the name badges. 
These badges were collected and counted at 
the end of the conference. Our secretaries often 
spent a full day counting and verifying collected 
badges. We wanted an easier process to count 
and verify the participants.

We wanted to use Quick Response codes for 
years. We couldn’t find an efficient and inexpen-
sive way to use them. Quick response codes are 
usually generated individually and downloaded 
as individual images. This posed a big problem 
when generating badges for hundreds of par-
ticipants. I discovered the quick response code 
generator in Google sheets when researching a 
different topic. I needed to insert images into a 
spreadsheet.

Google has an Application Program Interface for 
generating QR codes. An API brings in additional 
services that are not typically part of a program. 
QR codes are not typically generated by spread-
sheets. We use the API from Google to generate 
the QR code we need for badges.

Quick Response codes are often used to direct 
people to websites. They also contain contact 
information. QR codes were originally developed 
to keep track of parts for the automotive indus-
try. The patterns in the QR image provide lots 
of information. The patterns on the image are 
scanned and interpreted by an application. 

The QR code API needs some information from 
our spreadsheet data to generate the code. This 
information can be almost anything. The codes 
in our badges need to include the participants 
name, email address, and home campus. 

The quick response codes will be part of our 
overall badge design.
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The template

The Quick Response codes are generated in our 
spreadsheet from the information in the spread-
sheet. This means we need to develop the badge 
template in Google Sheets. I tried lots of other 
ways to import the generated codes into appli-
cations for mail merge. It turned out to be more 
work than it was worth. Exporting the informa-
tion required lots of back and forth between the 
data and the mail merge process. Keeping every-
thing in Google Sheets streamlines the process.

The template will be created in a separate sheet 
in the same spreadsheet. We are still working 
with the original sheet. Add a new sheet by click-
ing the new sheet button. 

Name the new sheet “Badge template”.

We use Avery 5390 name badge sheets. Each 
badge in the sheet measures 2.25 by 3.5 inches. 
The sale is in a spreadsheet are not measured in 
inches. They are measured in pixels. We need to 
determine how that equates to the cells in the 
sheet. To do this we will generate a print preview. 

The cells in our sheet are empty. We need 

something to preview. We don’t have to add 
information to the cells. We will format the cells 
with borders that will show up in our print pre-
view. Click and drag out a cell selection. Select up 
to column J and to row 40.

Click the cell border button in the button bar. 
Choose the first border option. This option places 
a border around every side of a cell.

That is all we need.

Page setup

We need to set up the page for printing the 
labels. This step is important because it helps us 
visualize the printed page. There are page setup 
options to fit the columns and rows to the page. 
One of the options includes changing the page 
margins. 
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Click File in the menu and select Print.

A print preview will open. The preview is inform-
ing us that the print will include four pages. We 
only need one page to set up the template. We 
need to format everything so it fits on one page.

We need to format the page settings to mirror 
those of the Avery form. The form has a one-inch 
margin on the top and bottom. The margins on 
the left and right are three-quarters of an inch. 
Go to the page settings panel. Find the margins 
section.

Click the margin selector and choose the custom 
numbers option.

Borders appear within the page. The center of 
each border displays a number. This number 
represents the margin for that side of the page. 
The page preview we see is shown in landscape 
format. We typically print the labels using the 
portrait orientation. We will change the orienta-
tion to make it easier to visualize. 

Go back to the page setup panel and select 
portrait.
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Click inside the top margin value and change it 
to one inch. Repeat the process for the bottom 
margin so it is also one inch.

The left and right margins should be set to 
three-quarters of an inch or .75.

The preview scales the contents to the width 
of the document. This scaling doesn’t reflect 
the actual view of our badges during the design 
process. 

Click the scale selector and choose normal to set 
the scale to 100 percent.

There is some space between the cells and the 
margin of the document. This space is due to the 
size of the columns. Whenever a column does 
not fit on the page it is moved over to the next 
page. 

The Avery badges come in a sheet with two col-
umns. Each column has four labels. We will allo-
cate four columns for each half of the page. The 
columns will fill the sheet as close to the margin 
as possible. 

We need to resize the columns. This means we 
need to exit the page setup and return to the 
sheet. Exiting the page set up at this step will 
undo our settings. To save the settings we need 
to go to the next step. Click the Next button in the 
top right corner.

The print dialogue will open. Click the cancel 
button.
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