
Arts Management Systems 

 
Cheat Sheet  http://www.artsman.com 

© 2010, Arts Management Systems  

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. 

 

1. To start, click the Reports  button in the Theatre 
Manager ribbon bar. The Reports window opens. 

 

 

2. Choose Reports Category Exporting, Labels and Record 
Counts. 

3. Choose Reports In Category Mailing Labels. 

4. Click the Print  button. The Mail List 
Select File dialog opens. 

 

 

Click the <Select File> drop down list 

 and choose the file to 
use to create the Mailing Labels. 
menu to select a set of parent files to use.  

In this example, Patrons Data has been selected as the parent 
file. Remember that in Theatre Manager, data is contained in 
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. 

 

6. Make adjustments to the criteria as needed.  
To Exclude Records from the labels, enable the check 
boxes. 
You can change Household options enabling the radio 
buttons. 
The parameters selected appear. 

7. When you have completed your selection, click the Done  

 button. The Patron Address window 
opens. 
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Label Definition Parameters can be adjusted as 
necessary. 

 

                                WYSIWYG of the labels 

 

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