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Back Tag Number 
Assignment 

 

Back tags are worn by the exhibitor in the show ring.  Back tag numbers are assigned 

with one of three methods. 

•  Use the traditional sequential number system. 

•  Use the full exhibitor ID or the number portion of the exhibitor ID.  FFA and Open 

Class exhibitors must use the full exhibitor ID for a back tag to avoid duplications 

when the number portion is selected. 

•  Back tag numbers can be manually assigned when an item is entered for an 

exhibitor. 

  When the same individual is entered as a 4-H exhibitor and an Open Class 

exhibitor, separate back tag numbers are assigned.  This person is considered two 

different exhibitors by the program. 

Sequential Number System 

1. Click Go to > Call Sheets/Back Tags > Back Tags > Select Back Tag 
Method/Style.  See Figure 1 on page 2. 

2. Select the Sequential Number System. 

3. Select if the back tag prints landscape full page, portrait ½ page 1 copy, or 

portrait ½ page 2 copies. 

4. From the menu toolbar, click Back Tags > Sequential Back Tag Assignment by 
Classes. 
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Figure 1.  Sequential Back Tag Setup 

5. Click the Departments radio button in the Select section.  See Figure 2. 

 

Figure 2.  Sequential Back Tag Number Assignment 

6. Highlight the departments with divisions needing back tags. 

7. Select Alpha or Tag Number in the Sort section. 

8. Select Assign Sequential Number in the Options section. 

9. Enter the starting tag number. 
10. Select the Store Tag Number for Call Sheets box. 
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11. Click the Add Classes button 

12. Click the Assign Back Tags/Print Report (Printer) button.  See Figure 3 for a 

report sample. 

 

Figure 3.  Sequential Back Tag Report 

Exhibitor ID 

The full exhibitor ID or a partial exhibitor ID can be used for 4-H exhibitors.  FFA and 

Open Class exhibitors must use the full exhibitor ID for a back tag to avoid duplications 

when the number portion is selected. 
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1. Click Go to > Call Sheets/Back Tags > Back Tags > Select Back Tag 
Method/Style.  See Figure 4. 

 

Figure 4.  Exhibitor ID Back Tag Setup 

2. Select Use Full Exhibitor ID as Back Tag Number or Use Number Part of 
Exhibitor ID as Back Tag Number.  Remember, using the number part of the 

exhibitor ID does not apply to FFA exhibitors and Open Class exhibitors.  The full ID 

is still used. 

3. Select if the back tag prints landscape full page, portrait ½ page 1 copy, or 

portrait ½ page 2 copies. 

4. Click the Set Back Tag Number to ID number button. 

5. A warning message may display about sequential ID numbers being replaced.  See 

Figure 5 on page 5.  Click OK. 
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Figure 5.  Sequential Numbers Replaced 

Manual Back Tags 

Back tag numbers can be assigned manually when an item is entered for the exhibitor.  

This allows the use of non-sequential, commercial back tags. 

  Be careful not to assign the same back tag number to different 

exhibitors when using the manual method. 

1. Click Go to > Exhibitors/Items > Exhibitors > Individual (Normal Method). 
2. Change the Manual Back Tag button to On.  See Figure 6. 

  A parameter is available so the Manual Back Tag button does not have to be 

set to On each time the program is opened when this method is being used throughout 

the fair.  Click Go to > Utilities > Parameters.  Highlight the Collect Back Tag 
Number for Exhibitors parameter.  Change it to True. 

3. Select the radio button for 4-H exhibitor, FFA exhibitor, or Open Class exhibitor. 
4. Highlight the exhibitor. 
5. Type the back tag number.  Press Tab. 

 

Figure 6.  Manual Back Tag Assignment 


