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Reports — Mailing Labels

The Mailing Labels function can be found under the Form Letters, Labels, Exporting & Record Counts category. This function is used for
creating mailing labels for patrons in the database.
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1. To start, click the Reports Fepat= putton in the Theatre
Manager ribbon bar. The Reports window opens.

2. Choose Reports Category Exporting, Labels and Record

- "
o g€ & 52 Counts. B
ety forke, - Ouee | Categories - 3. Choose Reports In Category Mailing Labels.
The "E: rting, Labels & R d C ts" rt cat Il < lact a fil . . - ] . .
to merge ata with. Tt is used for il mail labels, data exporting or record counts. 4. Click the Print [ ¥ Print button. The Mail List
Use "Mailing Labels” ta select any file from the database and print mail labels. Select Flle dlalog Opens.
“&.Ir Patrans will only be printed once even if the criteria finds the name multiple times.

2 At the end, 3 count of Iabels is created.

Report Categaries Reports in the Categary
Category Report Name 3
Attendance for House and Calera| | = s
Box Office Statistics Maillng Labels
Course Reports 2 Record Count
BeratenReportsSReceipt
LExportmg, Labels & Record Count
Mail List Reports
Membership Reports
Miscellaneous Reports
Order and Payments < |
Patron MNotes and Contact Histor
Patron Reports bl x

W Mail List dld]  Click the <Select File> drop down list
Mail List ~
= <oelect file> ¥ and choose the file to

To Saarch For Data you must sslect 3 fils a5 the primary seurcs of infarmarian for the mail list. Thasws Managar
use to create the Mailing Labels.

#ill includs infarmation im ethar related parsnt filas.

Mota atrom data i the parent for mest sthar files. In other words, |f yeu selact any fils 3z the main fils, yeu .
can slze 2ar 2ntans fortha Fatran racors, ' menu to select a set of parent files to use.
Hevvar tha comverss |5 nat trea. Far axzmpls. sslacuing tha patren fils a5 tha margs fils coas net includa tha .
el Inkormation sk xs donor biksrmstion & In this example, Patrons Data has been selected as the parent
file. Remember that in Theatre Manager, data is contained in
Search 54 | EEREH PR~ | ecords to find patrans different areas so make sure the information being exported

does not cross two different sets of parent files.

5. Click the Next button. The Parameters
window opens.

M Parameters

6. Make adjustments to the criteria as needed.
Search To Exclude Records from the labels, enable the check

Exclude Records bOXeS.
barsbove [F]Don't Mail-Theatre Raquest . . .
[5Gt Mai-Pation Raqussted You can change Household options enabling the radio
wx criteriz _i::G:::-s c;".:erj-::ez @ [JDo Not Telemarkat ) Non-Primary Patrons Only
e e s Fo Not Emal ‘\®/' buttons.
st i O The parameters selected appear.

(10 Rt Soficit-Phane 7. When you have completed your selection, click the Done
'No;-:uz'rﬁ_eilﬁ?l F@g—D?aE ?l_ic’g Dongtionl;; B:‘ F::I?mie?llé t;\ug’kwh ] i Dane
or Markeling Flag-Dont Mail Theatre Requested? is Checked button. The Patron Address window

C
or Marketing Flag-Dont Mail Patron Requested? is Checked)

opens.
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Calgary Albaria T3P 1.3

Mergret Lane

Micro Systems Inc

11306 Owicwwood Drive NE
Caigary Albarta T2R 2D2

Tracy Lowiran

Az Management Systems Lid
Sute 300

2 W12 - 17 Averun SF
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Fred Lawrence
124 Willo'wy Avenue
Calgary Aberta T70 653

Jane Luss

The Lettuce & tha g Pub
432 St Ave S
Lind 12

http://www.artsman.com

Label Content
[l comment |ar
Clpatron # Flcompany Blaine Abal Crwvenyth Ackerman Deecey Mbeck
[#IrRegular Name [“]Address Port Sign Systems Suter Systems Inc. 4825 Ricod Roed 5w
2019 26 Canbrel Drive ME B3rd 5t S0 Calgary Alberds TIN GHE
[CJrormal Mame [l Country Caigary Albaria 35609 Sube 785
[CTitle [CIBar Codes
: ; Jeriny Astar Marle Atom Corlotta Bergetzi
[ strict Address Compliance 236 Lakeland Ave My LiniversEy of Calgary Torwel Makers
fromn Lnkal Calgary Alberla T2E TS 161 Windmore Road S 54 Wesl Deauxmond Crive
o 0.100 stk Calgary Aberta TEF 3K2 Sute 310
Copies 1 =labsls parpatren 5
Label Info Jake Ballsville Amanda Bouches Ellen Bregger
Bamnes Managament Arts Managemen] Syslems Lid. CHUL [Co2L) Radis
Type Avery 5160 "'"l 1362 Wain St Ny Sule 300 4267 11th Ave SE
Cefgory Alberta TSWOZI2 2,32 - 17 Avenua SE Calgary Alberin T2W 0BT
Labals -iu:r\ul:si 3 I:-u.-ml 10 [~ s
Siga .ui:gh] 2.567 '—H.i;hg[ 1.000 Roger Cartan william Chidnch Hathisen da Roza
Green Tree Communiy 356 Thorton St 5 123 Munin Strest
Suttar -|nri:ur1tl|] 0.120 W~ lrt.l 0,000 Asmpcistion Apt, 32 Chemainus BC VIR 16D
54 Burbank Road SwW Aberta TSS BN3
Paper Info - s s i
TyRE US Letter, 8 1/2 by ll..."'l Frark Easter Mary Enster Doug Eastertrook
. . The Propane Company 1461k Avenue SE Arix Management Svstems Lid
Orientation (&) Portrait O Landscape 14E Avenie SE Calgary Aherta T3P 108 Siife 300

¥2, 312 - 1T7th Avenus SE

Sire wicth| 8.500 Height[11.000
Margins Tep| 0.500 Laura Easterbroak Iain Frazer lan Gordon
Az Management Syafems Lid 3-203 Vilage Terrace SW Skils Maw
Lek| 0.252 Right| 0.307 Sute 300 Calgary AB T3H 24 101-111 5t
Mo 2, 302 - 17%h Avenus 5.E. Coigary AB T30 5F4
sewsri] 0,417 e b | wory
Font Bonnie Hamillan Jeff Harvardsan Larry Hubick
Face [anal Az Managament Systems Lid Link 2, 964 Long Stresat Ariz Management Systems Lid,
Sute 300 Colgary Aberta TE SE4 Suite 300
Size 12 w  Sryls B I 2, 32 - 17 Averue SE #2, 312 - 17th Avenue SE
Sort
Gyl Hunder by Jofnzton Bty Kioraemiic
Sorchy Last Mame/First Name/. ., "’i Calgary Pobce Service Arts Management Systems Lid Ariz Menagement Systems Lid
101 Gth Awe SE Suie 300 Suile 300
Display Caigary AB T25 1L4 #2302 - 17 Avenue SE 2,302 17 Avarue SE

Cendice Leyton
243 Douglas Ridge Drive ME
Calgary Afbera T3S 101

Edweard Macintozh
2435 Halbrook Road MW
Coigory Albaria T7S 5V8

Label Definition Parameters can be adjusted as

necessary.

WYSIWYG of the labels

\',.
8. Click the Print Fi  button.
The print dialog for the user's operating system will open.
When printing is completed, the window will close.
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