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Learning Outcomes

In this lesson you will learn how to set up and print various labels including single and multiple
address labels and barcode labels.

Requirements and Prerequisites

For production of single address labels you will need a suitable label printer.
For the printing of sheets of address labels you will need ACL24 labels.
For barcode labels you can have either of the above.

Video

There are no videos available on this subject.

Overview

SoEasy provides facilities for producing various labels for various situations such as:

Producing a single address label to sick on the outside of an envelope
Producing 100s of labels for a newsletter mail out

Printing individual barcode labels for products that you sell

Printing sheets of barcode labels
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Do You Need to Print Address Labels?

Many people print labels for sending out Invoices and Statements when there are perhaps better
options.

For example:
- Most documents printed from SoEasy that are intended to go to a customer can be fitted
into a DLE Windows Envelope.

Why mail when you can email?

Using our Document Manager Module you can dispatch brochures, personalised letters,
personalised agreements via post, fax, and email so you may not need to print a label.

If making labels for a newsletter mail-out it could be a better idea to use our Document
Management Module and make your newsletter in Microsoft Word. This way you can merge
people’s address details with a document and make it more personal. However, you must
consider the costs for doing this and sometimes it is better to print sheets of labels.

Back to Top
Printers

Single Address Label Printers

To print singular address labels you will need a suitable label printer.
Our single address label printer suggestions are:

Brother Labeler QL-550

Dymo

Or compatible printer.

If you get a compatible printer and cannot get it to work correctly, return it and get one of our
recommended printers. We can modify the software to suit a different printer but it is probably more
economical for you to just get one of our recommended printers.

A4 Sheet Address Label Printers
Any A4 printer will perform this task.

BarCode Label Printer

If you only have a small number of labels to print, you could use an address label printer. By small we
mean 100-200 labels a month.

If you print 100 labels a day or have a large product range, it would be best to get a proper barcode
label printer. We recommend the Zebra or compatible range of barcode printers.
Back to Top
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Single Address Label Printing

1. Install your printer according to the manufacture’s specifications.

2. Open SoEasy to The Front Company Menu and select set printers .
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oEasy 5a
accounting.com
e Gt oy o Set up Printers
Formost businesses the printer seftings will all be the same.
e Ifyou want o print specific reports o speciiic printers. selsctthe sppropriate printer with
wour mouse and choose your printer from the selection list
ST Reports Auto hp LaserJet 1000 on \\SESERYER\hpl
1. 1st Invoice Auto hp LaserJet 1000 on \\SESERYER\hpl
! T — 2nd lvoice Auto hp LaserJet 1000 on \\SESERVER\hpl
, Invoice - Line Flow Auto hp LaserJet 1000 on \\SESERVER\hpl
m Statements - A4 Auto hp LaserJet 1000 on \\SESERVER\hpl
Statements - Line Flow  Auto hp LaserJet 1000 on \\SESERVER\hpl
Job Cards - Ad Auto hp LaserJet 1000 on \\SESERVER\hpl
IR Job Cards - Line Flow A hp LaserJet 1000 on \\SESERVER\hpl
Cash Register Printer l/hp LaserJet 1000 on \\SESERVER\hpl
Hphus Cash Register Printer to hp LaserJet 1000 on \\SESERYER\hpl
Bar Code Printer /osfno LPT1:
Address Label Printe Brother QL-550 USBOD1
Fax
PDF Printer pdfFactory FPP2:
A POF Prirter will allovw you to ernail your reports.
See ourweb "resources” for a free trial -
Sefting Printers - COSELECT NS

3. Select the Address Label Printer option with your mouse.

In the print Setup dialog choose your address label printer and select OK.
You will automatically be taken to a screen where you choose the label size you use. Find
the exact or closest match for the size of label you have

S
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Address Label Set Up

Instructions
Please select the address label size your address label printer uses,

30251 Standard Address Labels 28mm x 89mm [ |
29%62 Medium Address Labels 2w % 62mm ™

30321 Large Address Labels 36mm mm [ ]
30323 shipping Labels 54mm x 10Tmm
30324 Name Badge Labels 54mmx 70mm [ |
30326 VYideo Top Labels 46mm x 78mm I:l
11352  Return Address Label S4mm x 25mm I:l
Address Label Printer Brother QL-550 uUsBOO1 ?
P

Setting Printers - COSELECT

6. Itis highly recommended that you use one of the label sizes we have specified.
7. Make sure you set up the printer driver as follows:
a. Start — Printers and Faxes (or Control Panel - Printers and Faxes ).
b. Right-click your mouse on the label printer’s printer driver  and select Properties .

c. Setthe Printing Preferences to the label size you have specified in SoEasy

i. Example the Brother QL-550

5\ T > > 1 ||
= Brother QIE5b0) Hrlitlng Hi=f=i=iie=; da

Paper | Graphics | Option | Support

1 Format:
s

TN B2 100mm =
100mm
—
- - o

Mir: 25 - Max: 1000

2 i

-~ Maw: 127

Feed [ 5
Orientatior: % Landscape /

" Paortrait

Copies, 1 J;I ™ Collate

I Reverse Order

Quality: ¢« Give priority to print speed

" Give priority to print quality

Label format definitions. | Defaul

8. Printer drivers can be a bit challenging to set up because there are several areas that need
to setting up. For example, you also need to go to the Advanced tab and set up the
Printing Defaults in the same manner. Make sure to look around each area of your printer
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driver and set up the printing preferences

9. Test the printer by going into Platform — Database and selecting the Label button.

10. You can also print address labels at the Quotation , Invoice , and Credit note screens.
Look in the top menu for the option Labels .

11. If using our Dispatch Manager you can also print address/delivery labels there.
Back to Top

© Copyright 2009 — The Matrix Trust



Printing Labels Page 6

A4 Sheet of Address Labels

If you want to print a large number of address labels for a newsletter or similar, make sure you have
the following labels:

ACL24 (24 labels per sheet) or similar. There are many different types of labels available.
We recommend that you get borderless labels.

These sheets will provide the maximum area for printing and will be used in your standard A4 printer.
To print the labels:
1. Goto Platform — Reports — Marketing

2. Choose the Marketing Wizard

3. Arrow 1l Choose the category of clients you wish to produce the labels for
4. Arrow 2  Choose Create Labels

5. Arrow 3 You can tag clients in the database not to receive marketing information.
See the Database — Marketing tab — Select for no marketing to be sent

6. Select Accept and when you get to the Page Setup dialog, set the font to Arial, size 8
point .
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7. The printer margins should already be set.

8. The Label Definition dialog appears next and it important to set this correctly.

SoEasy has already set the recommended settings but you can adjust them to suit.
If you make changes make sure you save them and remember to open them next time you
want to print your labels.

It is a good idea to place a plain sheet of paper in your printer and test the layout before
performing a print run. Perform the test and make sure the labels align with the printed area.

If not, adjust the Top Margin and see if it resolves the alignment issue.
Note: It is quite normal for the printer to only print out 7 rows of labels due to the printer

margin settings. This can be adjusted but is quite time consuming and may be best to just
accept the loss of the bottom 3 labels.

Back to Top
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Barcode Labels

The topic of Bar Code Labels is covered in the POS Manual
Back to Top
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