FostBase

FastBase Accounting & Distribution System

Printing Sticky Labels For Customers

The following document is a FastBase user's guide to printing Customer Sticky Labels from
FastBase. This process involves exporting a csv file and utilising the mail merge function in

Microsoft Word to print the labels.

The processing of the CSV file and the mail merge function mentioned in this
document are specific to Microsoft Excel and Word 2003. Other versions of word of

excel will also be compatible with some variations.

+ Log into FastBase
+ Go to Reports -> Labels -> Customer Sticky Labels
« The following screen (Figure 1.0) below should appear

SE
-Labels
Do you want to produce labels for a list of Customers using the standard selection
ar do you want to enter a list of individual Customers to produce abels for?
Account Selection [Standard Selection (3=5tandard Selection, L=List)
Selected Customers [AII Custorners (press F1 or click for selections)
Print Address? !FDStaI (P=Postal, D=Delivery, A=All Delivery Addresses)
Label Type iS iStandard Details (output in CSY format) j
Starting Label I 1 tenter stating label position, only enter if same labels already torn off sheety
=
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@ Help

(=1 Print | X Cancel

« Set the “Label Type” field to Standard Details (Output in CSV format)
+ Click on Print in the screen (Figure 1.0) above
« The screen (Figure 2.0) below will appear

Click or press the F1 key in the “Selected Customers” field (Make your customer selections)
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Specify the name of the file and the location where the file is to be saved
Click on Save in the screen (Figure 2.0) above
The message (Figure 3.0) below should appear

i Dutput Completed X

1. Cutput file has been generated:
“-q) 'C:/Documents and Settingsjamest/Desktop/test.csy'

Click OK on the message (Figure 3.0) above
The message confirms that the output file has been generated and saved to the specified
location

NOTE: The above method of producing sticky labels does not print the labels. Instead, it creates a
CSV data file which can be be imported into another application (Eg. Microsoft Excel) for
processing.

Launch Microsoft Excel
Go to File -> Open
The screen (Figure 4.0) below will appear
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+ Locate the csv file and Click on Open
The screen (Figure 5.0) below will appear

B Microsoft Bael - testl.csy

E;] ﬁle Edit ew Insert Format Tools Data  Window  Help Type a questionfor help = o & X
N SHGSRFH %59 8 4 ne E <10 < B Z 1| H|s wlE - m A B
B i S Atkinson & Kearney
A | B | 5 | D | E =
| 1 |""EYESRT MOV OPSM - Eyes Right - Optometrists, | Optometrists, Bayfair Shopping Centre, 18 Girven Road, =
| 2 ™SHARPIM  ™Closed™*Sharp Image Optometrist Shop 302 Left Bank Cuba Mall P.0 Box 11-047 Manners 5t
| 3 [PANTC T C. R Anthony - Account Closed™ Optometrist, ) 18 Wineberry Place Albany
4 "EARIDG Eastridge Optometrists Eastridge Shopping Centre 22i215 Kepa Road, Mission Bay
| & |"JAMIEA Mrs. A Jamieson Optometrist 32 Heu Heu Street P.0. Box 1399
| B |ALK-OTA |Atkinson & Kearney lOptometrists 256 Great South Road |Otahuhu
| 7 |AJB (Andrew Black Optometrist, Cm Bay & Rongotai Roads, Kilbirnie, WWELLINGTOR. (S)
| 8 ALDRID-NEW Closed™ David Aldridge Optometrist Lychgate Centre 1100 Riddiford Street _
| 9 |ANSTC Anstice & Associates Optometrist 10 Clyde Road, llam P.0.Box 62688, Upper Riccartor
|10 |AR ) ‘Atkinson, Raby Optametrists Optometrists B/1 Hammond Place Birkenhead
| 11 | AUCKOPTOM  Auckland Optametrists Ltd 1094 Trafalgar Street Royal Oak AUCKLAND
12 |B&BAR-WHAN Brice & Barradell |Optometrists, ) T&G Building, Robert Street,
13 |[B&BEAL Barry & Beale Optometrists Ltd Optometrists, Level 1 280 Centre, 260 Queens Street  |P.0. Box 5060
| 14 |BEDEAMN \Bridgrnan & Dean Ltd |Optometrists, 278 George Street, |P.0. Box 5123,
| 15 |B&S-WEL \Barry & Sargent Limited COptometrists Grand Arcade, Willis St. P.0. Box 11-326
| 16 |B&SUE ‘Bentley & Sue Optometrists Optometrists, 11 Geange Street, P.0. Box 40-557,
| 17 |BETH Bethlehem Eye Care Bethlehem Medical Centre 16 Bethlehem Road Bethlehem
| 18 |BIRKOP \Birkenhead Centre Optometrist Shop 12 Birkenhead Shopping Centr Moknia Road, Birkenhead
| 19 |BLOP \Bloomfield Partners, Cptometrists, Leecroft Chambers, Cr.Lincoln & Chapel Rds,
|20 [BOTOPTH ‘Botany Optometrists (Shop2 739 Chapel Road Howick
|21 | BROWNM Michael Browning Optometrist 38 Devon Strest East PO Box 8057
| 22 |CAMC |Callaghan & Mckinlay Ltd |Optometrists 35 YWaterloo Rd |LOWER HUTT. (N}
| 23 |C&R-CH (Colley & Raobinson, Optometrists, 126 Hereford Street, CHRISTCHURCH. (S}
| 24 |CAL Lesley Calver Optometrist 13 Broderick Road P.0. Box 13-199
| 25 |CAMBOP Cambridge Optometrist 49 Duke Street, P.0. Box 799, CAMBRIDGE.
| 26 |CAMPC (Mr. P. Campion, Optometrist, BE Oriental Parade, WYELLINGTOR
| 27 |CHOIS (Migs. S. Choi Cptometrist Level 3 ) 95 Clueen Street
|28 |CLEAR |Clear Vision Optometrists ) Lynchgate Centre 100 Ridderford Street Newtown
| 29 |[CRAW Crawshaw Opticians & optometrists Calrmar Brunton House The Strand PO Box 33022 Takapuna
| 30 |CURTIS-CHC | Curis Eye Care | Optometrists 58 Armagh Street 'P_O Box 2344
| 31| DAY M (Martyn Davy Optometrist 48 Hurstmere Road Takapuna
| 32 |DEMPC |Carol Dempster Optometrist 32 McDannell Street Omokoroa Beach
| 33 |DEMREE R & B Denny Optometrists 4 Coguet Street P.C. Box 17
| 34 | DICKEONP Faul Dickson Optometrist Carrol House Lynden Crt Chartwell Sguare
SR NS4, Desinn far Yisinn Cintarmatrists = | madars Rld 149 Fratharstnn Strant i
W o4 M testl/ I | e

Ready

+ Delete the column that contains the customer numbers

- Add a new row above row 1

+ Give each column a heading

« Column 1 — Name, Column 2 — Address1, Column 3 — Address2 and so on



« The screen should resemble Figure 6.0 below
Microsoft Excel - test1.csv E]
lz_r] File Edit ew Insert Format  Jools Data  MWindow  Help

X

Type aquestionforbelp = o 8 X

NS E ST R G 8 b e -~ 10 | $ % | 2o-a- B
B20 - A Optometrists,
A I B [ C | 5] | =
Marme Address1 Address? Addressd Ad
FEMOWY OPSM - Eves Right - Optometrists,  Optometrists, |Bayfair Shopping Centre, 19 Girven Road, T
" Cloged™ ™ Sharp Image Optometrist Shop 302 Left Bank Cuba Mall F.Q Box 11-047 Manners St WYE
r. C. R. Anthony - Account Closed™ Optometrist, 18 Wineberry Place Albany Al
Eastridge Optometrists Eastridge Shopping Centre 220215 Kepa Road, Mission Bay Al
Mirs. A Jamieson Optormetrist 32 Heu Heu Street P.Q. Box 1339 TA
Atkinson & Keamey Optometrists 1256 Great South Road Otahuhu Al
Andrew Black Optometrist, Crn Bay & Rongotai Roads, Kilbirmie, WELLINGTON. (S) -
= Closed™*David Aldridge Optometrist Lychgate Centre 100 Riddiford Street NE
Angtice & Associates Optometrist 10 Clyde Road, [lam P.0.Box 5286, Upper Riccarton CH
Atkingon, Raby Optometrists Optometrists 6/1 Harnmond Place Birkenhead Al
Auckland Optometrists Ltd 109A Trafalgar Street Royal Oak AUCKLAND
Brice & Barradell Optometrists, T&G Building, Robert Street, Wit
Barry & Beale Optornetrists Ltd Optometrists, Level 1 280 Centre, 280 Cueens Street  |P.O. Box 5060 Al
Bridyman & Dean Ltd Optometrists, |278 George Street, P.Q. Box 5123, DU
Barry & Sargent Limited Optometrists Grand Arcade, Willis St. P.Q. Box 11-326 WYE
Bentley & Sue Optornetrists Optometrists, 11 Geange Street, P 0. Box 40-557, URP
Bethlehem Eye Care Eethlehem Medical Centre |16 Bethlehem Road Eethlehem TA
Birkenhead Centre Optometrist Shop 12 Birkenhead Shopping Centr Mokoia Road, Birkenhead Al
Bloomfield Partners, [Optometrists ILsecroft Chambers, Crn.Lincoln & Chapel Rds, Tl
| 21 |Botany Optometrists Shop 2 739 Chapel Road Howick Al
Michael Browning Optometrist 38 Devon Strest East PO Box 8057 NE
Callaghan & Mckinlay Ltd. Optometrists 135 Waterloo Rd LOWER HUTT. (M)
Colley & Robinsaon, Optometrists, 126 Hereford Strest, CHRISTCHURCH. (5}
Lesley Calver Optometrist 13 Broderick Road P.O. Box 13199 Job
| 26 |Cambridge Optometrist 49 Duke Street, \P.0. Box 793, CAMBRIDGE
hir. P. Carnpion, Optometrist, b6 Oriental Parade, WELLINGTOR.
| 28 (Miss. 5. Choi Optometrist Level 3 95 Quesn Street Al
| 29 |Clear Wision Optometrists Lynchgate Centre 100 Ridderford Street Mewtown WYE
| 30 |Crawshaw Opticians & optometrists Colmar Brunton House The Strand PO Box 33022 Takapuna Al
| 31 |Curtis Eye Care Optometrists |58 Armagh Street FO Box 2344 CH
| 32 [Martyn Dawy Optometrist 48 Hurstmers Road Takapuna Al
| 33 | Caral Dempster Optometrist 32 McDonnell Street Omokaroa Beach TA
|34 |R & B Denny Optometrists |4 Conuet Street P.O. Box 17 oA
=5 [Paul Dirkeann Mntnrmetrizt Carrnl Hanse | wndan Crt Chartwell Sonare H.
W4 b M\ testl/ < >

Ready

Save all your changes and exit Microsoft Excel
Click “Yes” on all dialogue boxes

Launch Microsoft Word

Open a blank Microsoft document
Go to Tools -> Letters and Mailings -> Mail Merge
The screen (Figure 7.0) below will appear
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« Check the “Labels option” as indicated in the screen (Figure 7.0) above
« Click on Next as indicated in the screen (Figure 7.0) above
« The screen (Figure 8.0) below will appear
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How do wou want to set up your
mailing labels?

Lise the currant document

(%) Change document layout
= = (7 Start from existing document

Change document layout

Click Label options to choose'a
label size.

Click on Label options 1 Label options...
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« Click on “Label options” as indicated in the screen (Figure 8.0) above
+ The window (Figure 9.0) below will appear




Label Options E

Printer informakion
{:} Dok miakrix -
{(#) Laser and ink jet Travy: EDeFault Eray {auka) w |

Label information

Label products: Avery standard Fi;l
-

15160 Mini - Adddres A omry f4 and fi0 sioes
{£162 Mini - .D.cl_clre_s fvery standard

| 2163 Mini - Shippin| ey auzet

|2164 - Shipping  [Epo

{2180 Mini - File Foll £ pereec

{2181 Mini - File Fol Herma

| 2186 Mini - Diskett{{ 200

kokuyva =

[ Details. .. ] l Mew Label. .. Dielate [ 04 ] [ Cancel ]

Label Options

Frinter information
D Dk makrix
{#) Laser and ink jet Tray: EDeFault Eray {Auka) w |

Label information

Label products: Avery A4 and AS sizes v |

Produck nurmber:
............. = Labelinf b
L7162 - Address TN ki

L7163 - Address Type: Address

|L7164 - Address Height: 381 em

L7165 - Parcel ]

L7166 - Parcel [ G

[L7167 - Shipping Page size: A4 (21 x 29.7 cm)

|L7165 - Shipping |

[ Details. .. ] l Mew Label. .. ] Delate [ (04 ] [ Cancel ]

- Select the Printer (Eg. Laser and ink jet)

+ Select the Tray (Eg. Default tray (Auto))

« Select Label Products (Eg. Avery A4 and A5 sizes)
« Select Product Number (Eg. L7163 -Address)

+ Click on OK in the window (Figure 9.0) above

- The screen (Figure 10.0) below will appear
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+ Click on Next as indicated in the screen (Figure 10.0) above
« The screen (Figure 11.0) below will appear
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« Click on Browse as indicated in the screen (Figure 11.0) above
- Search for the csv file in the window that appears and open it
+ The window (Figure 12.0) below will appear




Mail Merge Recipients

To sort the lisk, click the appropriate column heading. To narrow down the recipients displayved by a
specific criteria, such as by city, click the arrow nesxt to the column heading,  Use the check boxes or
buttons to add or remove recipients fram the mail merge,

List of recipients;

NOW _OPSM__Eves_Right__ Optometrists w| Cptometrists x| B
) P I strist Shio Cuba MES
*#HHM, O, R Anthony - Account Closed®#+* Optometrisk, 18 wine
Eastridge Optametrists Eastridge Shopping ...  22(215
Mrs. A, Jamieson Optometrisk 32 Heu
Atkinson & Kearney Optometrisks 296 Gre
Andrew Black Optometrist, Crn Bay f&Rongotai...  Kilbirnie
#F¥C|osed* *David aldridoe Optometrisk Lychgat
Anstice & Associakes Optometrisk 10 Cled
Atkinson, Raby Optometrisks Optometrists 6/1 Han
Auckland Optometrists Led 1094 Trafalgar Street  Roval C
Brice & Barradell Cptometrists, TG Bui
[ Rarrw B RPasla Minkamakricks | A Minkarmakbricke | awal 1 RN Tar
£ |

’ Select Al ] [ Clear all ] [ Refresh ]

+ Click on OK in the window (Figure 12.0) above
« The screen (Figure 13.0) below will appear
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i Mail Merge

b, -

Select recipients

(%) Use an existing list

() Select From Outook contacts

) Type anew list

Use an existing list

Currently, your recipients are

selected from:
[ADatat JodilE:

wcelitestl.cs]in "testl.c

(@ Select a different list, .,

o Edit recipiert list...

Click on Next

Step 3 of &

¥ # Previous:

« Click on Next as indicated in the screen (Figure 13.0) above
« The screen (Figure 14.0) below will appear

Mext: Arrange your labels

Starting document
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If you have not already done so,
= E < lay out your label using the first
label on the sheet,

= Arrange your labels

To add recipient information ko
wour label, click a location in the
first label, and then click one of the
items below.

«blext Recordn
] |2 Address black...
~ 15 Greeting line. .,
i-] Electronic postage. .,

i Click on More Items }—bﬂ More tets...

‘When you have finished arranging
your label, click Next, Then you

= «Mext Recordy «llext Recordsn can preview each recipient’s label
w and make any individual changes,

7 Replicate labels

Uy Y¥ou can copy the layout of the Firsl
=4 | | | label ta the other labels on the
page by clicking the button below,

x Update all labels

allext Records «MNext Recordn

ﬂ Click on Next

¥ step4of6

@ Mext: Preview your labels

+
g alext Records «MNext Records L)
£ 4 Previous: Select recipients

SeE=w< ] >
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« Click on “More Items” as indicated in the screen (Figure 14.0) above
- The window (Figure 15.0) below will appear

Insert Merge Field [g|

Inserk:

{7 Address Fields (%) Database Fields
Fields:

| Addressl
| Addressz?
Address3
Address4

[Matn:h Fields...] [ Insert l [ Cancel ] m

Double click on each field and click on Close
« The screen (Figure 16.0) below will appear
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B Arrange your labels

= If you have not already done so,

H. lay out your label using the first
label on the sheet,

il «Iame» To add recipient information ko

3 whddressls your label, click a location in the

| whddresstn Edit this section so that each 4 - firstlabel, and then click one of the

i Address3 T H A items belou,
5 E:Addrzzztlz field is on a separate line |3 Address block...

- 15 Greeting line. .,

i-] Electranic postage...
3 More items..,
g ‘When you have finished arranging

2 your label, click Next, Then you
= «Iext Records «Iext Records can preview each recipient’s label

- and make any individual changes,
Replicate labels
Y¥ou can copy the layout of the Firsl

= N |l |l | label ta the other labels on the
page by clicking the button below,

. Click on Update all Labels

«Mext Records «IMext Records

~ Click on Next

¥ step4of6

: +
= «Iext Becords «MNext Records . @ Mext: Preview your lsbels
b | = 4 Previous: Select recipients

= @|E|= 84
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Edit the fields so that each field appears on a separate line as indicated in the screen (Figure
16.0) above

« Click on “Update all Labels” as indicated in the screen (Figure 16.0) above

+ Click on Next as indicated in the screen (Figure 16.0) above

« The screen (Figure 17.0) below will appear
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I *fou can also change your recipient
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& o Edit recipient list...
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? TATPO. 1) ATUCKLAND.

Z Click on Next
é Hkokk, HA 1 1
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- Edit the recipient list if required



« Click on Next as indicated in the screen (Figure 17.0) above
- The screen (Figure 18.0) below will appear
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Optometrist
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100 Riddiford Street
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Atkinson, Raby Optometrists
Optometrists

6/1 Hammond Place
Birkenhead

AUCKLAND (3)

Brice & Barradell
Optometrists,

T& G Building,
Fobert Street,
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5 Idlrs. A J;mleson Atkmson& Kearney @10 | A |
.| Optometrist Optometrists

© | 32 HeuHeu Street 256 Creat South Foad Complete the merge

g, P.O. Box 1399 Citahuhu Mail Merge is ready ko produce

o) TAUPC. (D) ATCELAND your mailing |abels,

Ta personalize your labels, click
"Edit Individual Labels." This will
open a new document with your
merged labels, To make changes to
all the labels, switch back to the
ariginal docurment.

Merge

4 Edit individual labels. ..

Step 6 of 6

4 Previous: Preview your labels

Figure 18.0

+ Click on Print as indicated in the screen (Figure 18.0) above
+ The window (Figure 19.0) below will appear

Merge to Printer @

Frint recards

) Current record

O Erom: | | Im |

| ok

] [ Cancel

] Figure 19.0

« Make your selections and click on OK in the window (Figure 19.0) above, to start printing the

sticky labels



