
Administration Training:
Card Orders and Printing
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Ordering or printing new or replacement cards for your students can be done on the Student Profile page. 

To get started, select the “Student” icon.
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Select “Cards” from the top menu.
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Choose if you are placing an order for a new student or an existing student. New student card orders are no additional charge. Replacement cards 
for existing students. Contact Customer Service for current card printing fees.

If you need to print a new card or temporary ID from your card printer or Dymo printer, select the “Print” button.

You can view the card orders that are placed at the bottom of this screen. You can also view the entire card order report in Administrative Reports. 
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To access your full card order report, Select the “Admin” icon from the home screen.

Then select “Reports”.
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Select “Reports” and then select the “Card Orders” icon. 
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The Card Order Report will show you each card order you have placed, and the status of your order. 

If you need to cancel a card order, you may do so by selecting the “Cancel” button if the status has not changed to “Shipped”. Once card orders have shipped, 
the order can no longer be cancelled. 

**Note: Card orders ship each week on Wednesday. Orders must be placed by 12 pm Central Time on Tuesday to be included in the Wednesday shipments.    

Card Order Reports



Thank You

Questions? 
Please contact us at:

CustomerService@kidaccount.com 
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