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Use the Labels feature to generate special labels. Examples of labels with Giver Numbers and labels to
the Parents of...

To begin, go to Membership> Labels (using the Portal at the center of the screen). OR go to Reports/Export>Reports &
Labels>Labels

On the Step 1 - Select who should have labels printed;- choose the criteria for who will print on your labels.

First Example: labels for people that have a Giver #.

Click #1 Edit People Selection Criteria

. . Edit People Selection
On Edit People Selection _ . _ ,
Select a membership field, make selections and dick Add Selection, Giver #
Mk

1. U nCheCk Include those Include those with #  [] Incude those without #

WIthOUt # I Giver # Range 1 [ to 4ad {5 I

Mamed Range @B
2. Fillin Giver# Range Categories
110400 Qo
. | | -- Select membership Individuals fitting these criteria -- |

4. Select Categories

Members & Visitors fpdate

[ active

5. CIle OK [] Membership Groups

- Clear Al [ Donations Individual Givers™®

|:| Donations Group Givers®

» These are not limited by membership
field selections.

|I + OK I| l x Cancel

At Step 1 - click on the Sort tab.

4% STEP 1 - Select who should have labels printed K = o =]
ph )}

J Query Builder || Accounts || Sort (Name: Last, First - Al

Add a people selection. Select a join method. Then select one or more giving/pledging selections.
Includes Memberg, Visitors.,
1. | Edit People Selection Criteria | Criteria: Mailing Code = A {All mailings).

2, Andfor |AND Use Giver # Current as of | 03/31/2020

3. I Add Giving/Pledging Selection Criteria ‘Join I AND ” CR ‘

At Sort Field 1 click the drop arrow to change the sort to Giver#, if you would like a Giver# Sort.

Click Next.

@ STEP 1 - Select who should have labels printed

| Query Builder || Accounts | Sort (Giver #)

Field 1

(=) Ascending
() Descending

Sort Field 1 (Giver # E]
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On Step 2 — Select the label layout

Special Labels

(Rev 5/22)

Choose the Label Layout[Template] Avery 5160 With Mailing Label which uses the Mailing Label from the

Family record
One label per, choose the Giving Unit.

To Edit the label to add the Giver # to the label.

-

& STEP 2 - Select the label layout

Click on Edit.

-

=E=E=]

J Options " Giving/Pledging Date Range (01/01/20

- 12/31/2000) [ Organlzahon Info |

Date of mailing (determines current alt addresse
Label Layout
|D’emplahe] Avery 5160 With Mailing Label / Edit New ]

One label per () Individual (%) Giving Unit O Family

Start Position | 1 [£]

[[] Use Postage $aver

*Click check box to link Postage Sawver.

Label Options || Unlisted Options

+| Uppercase Text for Mailing rint ‘Names' on Separate Line

[ Text for Maili [ print "N 'on 5 te Li

[] indude Year on Birth date Print Separate Label for Active Alternate Address
[ indude Additional Family Members (Linked)*

#hen selecting children, an additional label will be printed
for any family the child is linked to.

Select |' ype to Search |

Print 4 | Mailing Label
Miss Nina Abenshein
Mrs Jen Arnold

Mr and Mrs William Bell

Mr and Mrs Wiliam Bell

Jen Arnold
Bill Bell

Donna Bell

Eric Bernard Mr and Mrs Evan Bernard

Evan Bernard Mr and Mrs Evan Bernard
Mikki Bernard
Stewart Bernard
Joanne Clarkson [V]
Bella Cuckler [V]
Chris Day

Trevar Dowd MYl

Mr and Mrs Evan Bernard
Mr and Mrs Evan Bernard
Ms. Joanne Clarkson

Ms Bella Cuckler

Mr Christian Day

Mr Trewor Dewerd

Address 1 (Family Main)
2027 Maple Plaza
6504 Elm Plaza
65431 Elm Pike
65431 Elm Pike
171 Green Pike
171 Green Pike
171 Green Pike
171 Green Pike
9501 London Annex
9390 Sample Avenue
2916 Fourth Crossing
SOR7 Granne Rd L

[ 1]
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Back | | Check Print forall || Uncheck Prin for al

The Label Designer appears.

e Click on the Mailing label once and blue squares appear around it.

Move the label down to bottom

justify it. You may use the down facing arrow on your keyboard.

4 Label Designer

|'I'|n1es Mew F....
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| v [E] Detail

o Bottom justified label.
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At the right under Data Controls, drag the Membership field above the Mailing Label and Current Address label.

>4 Report Designer =]
SaveAs...Save}(@|m"ﬂv |'I'|mesNewR... ||9.?5|B I Q|§ = A -8 -~ qu
EIEEEEENEE I I EEE R E T T Y
> |-|---|---1---|---2---\---3---|---4---|‘--5---|---6---|iiTooIbox
([ 2 ]
- Data Controls
* Pointer
= "'y [E] Deti
[-] o >y A Mailing Label and Current Address
g Label and Cumrent Address
= A MName(s) and Current Address
| Ll
_'1_ A Mailing Label, Mame(s) and Curren...
A Current Address Only
i85 Pick a Membership Fi..  — O X
A MName(s)
[Field Name -~
B FEI'H"Y Relation A A Mailing Label
.| 4| Gender
. A Mailing Label, Mame(s)
E Giver #
-1 Gives With Family Al Membership Field
B Groups/Classes
B Health Record A > A Organization Info Field

bel_And_AddressBrick1{ Location:6,20 Size | 100% = 0: ) [+]

W

E How Came to Membership
B Inactive in the control's right corner to edit other properties. Drag the control's corners to change its size.
B Inactive Date

B Inactive Reason
E Incude on Directory

E estipdate e Choose Giver# and Click OK.

e Pick a Membership Field screen appears.

“4 Label Designer.

B & 8| oo d | F Lk O3 e ok sl

-

Screen should display as shown at the right.

Click Save As and enter a Name for the
Layout and click OK.

Click to close the screen.

" [F] Detail
Giver = forf
NMailing Label and Current Address

Click Print.
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W e oaalse Ja i 4 b WP 3 [Eeeot. - =EMail. - | i
The Preview shows
labels with Giver #s by _
Family. 4 P E
LUCY PAIGE MARIA HENDERSON NINAABENSHEIN
5257 FIRST CROSSING T31TEIGHTHPLAZA J0I7TMAPLEPLATA
: : : GALENAOQH 43021 APT 438 GOODTIMES CA 98767
CI!ck the Printer icon to COLUMEDS OF 43222
Print.
H] 24 35
MEL MILLER JEN ARNOLD bR AND MRS SOLOMAN WELCH
1712 MANOR AVE 6304 ELMPLAZA 31399 GREEN AVE
BLACKLICK OH 43004 APTIT1 FUNSVILLE CA 83677

9

10

STESLT

PENIY MORFRIS
5223 SECONDERD
GAHANNAOH 43040

MORGAN ROBERTS0N
1976 HILL STREET

COLUNBUS OH 4321%

GAHANNAOH 43230-3635

23

WENDYMILLER

31712 MANOR AVE
BLACKLICE OH 43004

16

ME_AND MES 5COTT MORRIS
4338 WILBER AVENLE
EEYNOLDSEURG OH 43063

Second Example: labels for the Parent of... children in School Grade - 1st and 2nd Grades.

Go to Membership>Labels>Click #1 Edit People Selection Criteria>Edit People Selection
o At Select a Membership field... choose School Grade and check Grade 1 and 2. Click Add to Selection.

o Click OK. Click Next.

e Click for instruction for adding criteria to a label.

On Step 2 — Select the label layout Choose
the Label Layout [Template] Avery 5160 With
Mailing Label which uses the Mailing Label
from the Family record

o One label per, choose Individual.

o Click to Edit the label.

e On the Label Designer, click on the
Mailing label once and blue squares
appear around it. Move the label
down to bottom justify it. You may
use the down facing arrow on your
keyboard.

e At the right under Standard Controls,
drag the Label above the Mailing Label
and Current Address label.

Click to Expand

e Double click on the Label field to

add To the Parents of...

Click Save As.

Enter the name for the Layout,
perhaps To the Parents of label.

e Close the screen.
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4 Label Designer

Save As.. Save ¥ [l E@|ur~ Al v

36
BELLACUCKLER
9390 SAMPLE AVENLE

37

[ANELLISON

3634 NINTH GLEN
COLUMEUS OH 43230

Times Mew R.... E
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Mailing Label and Current Address
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