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1 Labels

This document describes the Label program. You can create many different types of
labels with the software.
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The software can work with the record management system software and help you
manage large quantities of physical records. Using a barcode scanner as shown in the
following figure can help make record management functions go faster and with more
accuracy.
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The previous figure shows some of the more common labels that people generate when
working with physical records.

The label program consists of two separate programs. One is the label design program
and the other program is the print label OCX called APOCXFormProjl.ocx. The label
designer is use to create the label designs and can be used for printing labels. The label
ocx is specifically designed to work with the record management system so that people
can print without having to start the label designer program.

2 Document History

Document  Author Revision Description

Labelsl Roy Nabel 10/07/2002  Requirements and Initial Design

Labels2 Roy Nabel 11/04/2002  Added a section that deals with
communication between Image2000 and the
ALABEL.exe software.

Labels3 Roy Nabel 11/06/2002  Added folder labels

Labels4 Roy Nabel 11/07/2002  Updated program communications and
changed folder dialog to have OCSD barcode
and not vendor barcode.

Labels7 John 08/26/2003  Added new label specifications
Kennedy

Labels8 John 08/28/2003  Added Label Server text file description
Kennedy
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Labels9 John 09/10/2003  Added Data Files Format Information &
Kennedy Example Data files

Labels10 Roy Nabel 10/26/2003  Added the setup section and also the section
on vertical folder coding and label command.

Labels11 Roy Nabel 11/09/2003  Added Section 8 on Physical Folder
Conversion.

Labels12 Roy Nabel 11/11/2003  Modified Section 8 on Physical Folder
Conversion.

Labels13 Roy Nabel 06/06/2004  Added roll labels; print labels ocx; shelf
labels

Labels14 Roy Nabel 07/12/2004  Modified roll label.

Labels15 Roy Nabel 07/27/2004  Add RMS Label Coding Setup

Labels16 Roy Nabel 12/20/2004  Added Portal Printing for box, folder,
microfilm.

Labels17 Roy Nabel 01/20/2005 Can’t remember

Labels18 Roy Nabel 03/20/2005 Can’t remember

Labels19 Roy Nabel 08/28/2005  Modified Shelf label; Added PhoneL.ist24

Labels20 Roy Nabel 10/13/2005 Merged in the label api;

Labels21 Roy Nabel 01/04/2006  Added Print User Directory section

Labels29 Roy Nabel 02/12/2008 Added Getting Started splash screen

3 Setup

3.1 Label Designer Setup

Installing the label software on a workstation only requires unzipping the label program
in a directory. First create a directory on the workstation. Copy the label software to this
directory and unzip the file. You will need to check that you have access to a printer.
Printing color labels requires a color ink jet printer. Please consult with your Information
Technology specialist on the setup procedures for connecting to a printer. You can test
the label software in stand alone mode without a database.

3.2 Database Local Setup

To setup the database on the local machine do the following.
1. Download Oracle Express Edition from the following url
http://www.oracle.com/technology/products/database/xe/index.html
2. Run the create user script c:\Alabe\DB\sql\CreatePostMasterUser.sql
3. Run the create setup script c:\Alabel\DB\sgl\CreateAlabelSetup.sql

The following is information you need if you setup Oracle XE on a remote machine from
where you install the label program.

How do you set up an ODBC connection to a XE instance on a remote server?
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The basic steps are:
* Download and install the XE client on your Windows machine
* Create an ODBC DSN entry

* Create a new MS Access MDB and link two tables from XE (using the sample user HR)

First, you download the XE Client software from the Oracle Technet:

http://www.oracle.com/technology/software/products/database/xe/index.html

Double-click on the downloaded file to install it:

OradeXEChent.exe  30.218KE Arwendung 165.01.2007 19:41

During the installation choose to install the client software into a directory of your
choice and finish the installation.

Oracle Client 1I:.I1;.“F1.-:i1rr-::.T ditian - Installations- Assistont

Zelverrsichniz wahlen -
Ordines suamweshlan, indem S etup Dabsien nstalet PATABAZE

Setup inataliert Oracke: Chent 10g Expreas Ediion in dem folgenden Orndne

Lim che |nstislation i dessem Oidner wornuneberen, kicken Sie ol Weber, Fus ere Inslalation
in eirem anderen Didner kKbcken Sie aulf Punchsschen und mahlen eirnen anderen Dedres.

5 Dracle Chend 10g Express Edition |

Tiedoodre

Choeschens_chent’
Edfordariches = THEE
Vesfiighaner C: 10354464 K

After that you can configure the ODBC entry. Goto Start > Control Panel >

Datenguellen (ODBC)
Administration > ODBC Datasources On the tab System-DSN add
another data source:
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Choose Oracle in XEClient:

‘Heue Datenquelle erstellen

Wiaklan Sen sinen Tredoer aus, i0r den S v Datenguale
rstedlen michben
Hiarme | Versien |
Microsolt Farsdon-Treiber ".db ) 4.00 &304 00
Microaoft Teed Drvver (b “.cov) 4.00.6304.00
Microsoft Teod-Tredber ["bd: "cav] 400530400
Microaolt Wisual FoPro Denver 1.00.02.00
Microsoft Visual FoxPro-Treber 1.00.02.00
Orncda in HOME_a 102 10U02100.01
Oracle n XE 10.02.00.01
10,02 00.01
SQL Server HO0ES AT
£ - ¥
Fetig selen | Abbrechen |

Enter the details for the connection to the remote machine, in my case the remote
machine is daust3.opal-consulting.de

Data Source Name: choose an arbitrary name
Description: choose an arbitrary description
TNS Service Name: host:port/SID

User ID: Oracle user to connect to

The service name is critical here, the hostname is the name of the remote machine
but it can also be an ip-address. The port is the port on which the Oracle listener is
operating, usually 1521. The SID is fixed, it is called XE.

Then test the connection by entering the password for the user HR. The result has to
be "Connection successful".

Draie DOBC Driwer Coniguratioe

Dussamcelisns  BE x|
Draszipdn PﬂI o et ke Lance |
THE Service Name (el et 3 o orebing o 1521 E 5] - Help |
Ui I8 [k 3 Corrncton

After that start MS Access (in my case | used MS Access 2000) and create a link to
the tables stored in XE. You can do this either by clicking on New > Link table
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the aurment database that are
Irked to tables in an extennal
e

or by right clicking in the table pane and selecting Link Tables ...

View b

Arrange Icons b
Lime Up Icons

Dﬁ Relationships. ..
] Visual Basic Editor

then choose ODBC Databases from the bottom of the list:

e | - E‘. Link
fype: Pﬁmﬁm (=™ acdp; * mchw; = mda; % mde; =.al =

Exchange{)
HTML-Doleumente (= himl;™.him)

O i
Paradox (*.db)
Exctlibasers (" Bel®, s ™, b, ab

Choose the computer data source XE, which we just configured:

RCO / Labels28.doc 3/28/2012

8 of 179


http://bp0.blogger.com/_ZiHQCAcAtjQ/Ra1Vi0Eq8yI/AAAAAAAAABA/Wy7DgbJrlgY/s1600-h/xe_odbc-0011.jpg
http://bp0.blogger.com/_ZiHQCAcAtjQ/Ra1Vi0Eq8zI/AAAAAAAAABI/cK6AKMlxUHs/s1600-h/xe_odbc-0012.jpg
http://bp0.blogger.com/_ZiHQCAcAtjQ/Ra1Vi0Eq80I/AAAAAAAAABQ/-iseb2he1As/s1600-h/xe_odbc-0013.jpg
http://bp0.blogger.com/_ZiHQCAcAtjQ/Ra1Vi0Eq8yI/AAAAAAAAABA/Wy7DgbJrlgY/s1600-h/xe_odbc-0011.jpg�
http://bp0.blogger.com/_ZiHQCAcAtjQ/Ra1Vi0Eq8zI/AAAAAAAAABI/cK6AKMlxUHs/s1600-h/xe_odbc-0012.jpg�
http://bp0.blogger.com/_ZiHQCAcAtjQ/Ra1Vi0Eq80I/AAAAAAAAABQ/-iseb2he1As/s1600-h/xe_odbc-0013.jpg�

Datenguelle auswihilen

FrojectWWizand I Berntrer Eclpe KnowledgeWizand
System XE gn nemote maching

<] : | @

mmmmmummmmwmuﬂm
rechl pamsiraam verwendset warden. Barutzerdatencuelen sind sowohl auf sinen |
Bt per als such suf sinen Compuber feslgalagt. Systamdstenguallan kornen
von alen Berutzem an einem Comprier oder in einem Melrwerk vermendet

[ ok | Abemchen | ot |

then enter the password for the user HR. You can also just overwrite the User Name
with a different user you want to connect to:

Oracle ODBC Driver Connect

Service Mame

dauzt3. apal-consulting. de: 1521/

Ilzer Mame m
hr Cancel |
Paszwiard TS |

then select the relevant tables by holding down the control-key and click on the table
names. Then hit OK.

"Link Tatips

Voila! The tables are linked and you can start using them:
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Just be aware of firewalls!!! If you cannot connect to the remote machine the reason
can be that port 1521 is blocked by your firewall!

3.3 Database Network Setup

You may have the alabel program on different XP or Vista workstations connected to an
Oracle database server. You have to do the following install operations on the
workstation and server.

Workstation Tasks
1. Install the alabel program on each client by running the setup
2. Start the alabel program and register the product (requires internet connection).
3. You have to install the Oracle client.
4. You have to install the Oracle OLE DB software.
5. You have to configure the ADOConnectionString.ini

Server Installation Tasks
1. Run the create user script
2. Run the create alabel table script on the server
3. Import the sheet specification csv file.

The ADO connection string is located on the local workstation in the directory
c:\Alabel\bin and looks like the following.

Provider=OraOLEDB.Oracle.1;Password=PostageStamp;Persist Security Info=True;User
ID=PostMaster;Data Source="rms9seal";Extended Properties=""

You have to change Source above to match the oracle tnsnames.ora configuration name

you have for your Oracle server installation configuration. Run the oracle installer as
shown in the next steps to install the client.
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@ Oracle Universal Installer: Welcome

Welcome

The Oracle Universal Installer guides you through the instaliation and configuration ﬂﬂ@ 3
Oracle products. il T

Click *Installed Products.." to see all installed products,

~ Previous

ORRACLE
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& Oracle Universal Installer: File Locations

File Locations

Source...

Enter the full path of the file representing the product(s) you want to install:
Path: | y1setuploracled 21Disk1\stageproducts jar

Destination...

ORACLE
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@ Oracle Universal Installer: Available Products

Available Products

Select a product te install.
T Oracle9i Database 9.2.01.0

basi clert software for an Oracle database server. T

 Oraclegi Mamgament armniegrauan 92 a10

........
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¥ Oracle Universal Installer: Installation Types

Installation Types
Oracle9i Client9.2.0.1.0

What type of installation do you want?
© Administrator (798ME)

Inztalls the management m.mm.mm.m.ym cliert
 Runtime (193MB) L

ORACLE
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@ Oracle Universal Installer: Available Product Components

Available Product Components
Oracle9i Client

The following are components thatyou can install as part of OracleSi Client Which ofthese components do
you want to install?

O Oracledi Chent 9.2 0.1.0 o I
[0 Oracle Enterprise Manager Prodiscts 9.2.0.1.0 ot Instalied || |
SR Fal I
O oracke Databaze Ltities 9.2.01 .0 Mot Instalied ‘H
[l Ovacle Java Utities 9.2.0.1.0 ot Instaled —
[ISGLPue 32010 Mot Instalied h
- D- IZOL Plus Eﬁﬁ‘ﬁﬁd‘l?ﬂ' Windows 92010 Mot Installed
[ Oracle JOBCIOC! Interfaces 9.2.04.0 Mot Instabed
| M Fwarts INEETHIN intarfarss 92 04 0 ik Irvetailead | =

.-._ mine IFI] FEL | 1| - ' ' ‘-
aE T

ORACLE

If you are on an XP machine, you will need to download the Oracle OLE DB which can
be obtained from the following web address.
http://www.oracle.com/technology/software/tech/windows/ole db/htdocs/utilsoft.htm

The following screens show the installation of the OLE DB.
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@ Oracle Universal Installer: Welcome

Welcome

The Oracle Universal Installer guides you through the installation and configuration
Oracle products.

Click *Installed Products..." to see all installed products.
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@ Oracle Universal Installer: File Locations

File Locations

Source...

Enter the full path of the file representing the product(s) you want to install: ool j
Fath: | ¢ \Documents and Settingstadministrator RCO\DeskloplDisklistagelproductsjar | = | Browse.. |

coracled?

 Installed Products.._

ORACLE
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% Oracle Universal Installer: Available Products

Available Products

Select a product to install.

COracle Serices For Microsoft Transaction Server 9.2.0.7.0
Gracle ODBC Driver 8.2.10.7.0

Oracle Provider for OLE DB 8.2.07.0_

Oracle Ohjecls for OLE 9.2.0.7.0

Oracle Data Provider for NET 9.20.7.0

L - -

ORACLE

3.4 RMS Label Configuration

There are several things you have to do when you want to use the label software with the
record management server. You only run the script once.

Task Description

SQL Script Using SQL Plus connect to the record management server oracle instance and
run the script file OcsdRmsSpecialFolderTypes.sql.

Folder Copy the folder images to the rcoimages directory (maybe located on different
Images drive)
c:\Inetpub\wwwroot\web\Image2000\jakarta\webapps\Image2000\rcoimages

Server Modify the following server properties file (maybe located on different drive).
Configuration c:\Inetpub\wwwroot\web\Image2000\Server\conf\
File You want to add or change the following lines that specify where the data is

stored when you run the Tool menu Label command. Note the directory path is
located on the web server. This directory path must be shared so that the local
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workstation can open a file in this directory.
#Label Directory Information
Label.Directory = C:\\zz

Sharing You have to share the Server Configuration File so that a workstation that has
the label program installed can open a data file. When you run the RMS | find
that is a good practice to name the file so it is easily recognizable. For example
suppose you are printing labels for some records called Agreements then you
would name the file Agreements.txt.

Test that the system works by first checking you have the coding fields for each new
folder record type. Create a folder for each new type (See Example data files in this
document) and add coding fields. For each new type create a label data file. Run the label
command. You can use a program like notepad to verify the data file. Run the label
program and open the data file you created and verify the label has the right look as
described in this document.

4 Getting Started

When you start the program you will see the following display screen.

DEFRS Y B - [ 3 [frehiefon <] [0 ] R
e ~ OO T MIEDSEE=E Stidmen| | W DE D 0
] 0 1 E

Folder Labels Notebook Labels

Business Cards Greeting Cards Presentation Box Labels
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5 Common Tasks

5.1 Horizontal Folder Label

When you have a large amount of information to put on a horizontal label you need
several things. First where do you get a large horizontal folder labels?

You can order the labels from http://www.onlinelabels.com/products.htm. They have 2.1"
x 8" white matte labels $250. for 1000 sheets = 5,000 labels. You would want to break up
the print job into 5 parts. Each part would be 200 sheets or 1,000 labels.

Here is a sample of the folder label. We will have to truncate some of the descriptionl fields since
they are too big for the label.

"R90-7-154 [T o

Mladen Buntich Consiruction Ceo., Inc. 123456

Green fcres Project Transmission Pipeline, Feach 2 (Santa Ana), Contract Mo, GA-20-2. ¥ou can have about 8 lines of
Il 120 characters per line. This would get most of wour deseriptions. Some of your descriptions are close to a 1,000 |
Il characters. Some require nmch less space bt wou have to plan for the longest description. The label does not have room 1

The year field (last 2 digits) are two different text blocks and | will make the excel folder label
spread sheet.
Please tell me what colors you like for the background.

Character Group: | &lpha  Mumeric | Olther I

Background  (Texst Sample

[

I

‘imﬂmmhmm—l

5.2 Vertical Labels

Historically, this design began with only a single vertical folder label whose layout is
shown in Figure 1 below. In the first design there was only a single year-value color
block at the top of the label. In Figure 1, the top color block shows the last two-digits of
the year as 02.
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The top color block was followed (going down the label) by a large white middle area
that contained some text on the left vertical side and contained a single numeric barcode
value on the right vertical side. The text consisted of three separate text strings. The first
text string was the full date in MM/DD/YY'Y format, the second text string was just a
repeat of the numeric value of the barcode number, and the third text string was the folder
title. The numeric barcode was in Code39 barcode and the barcode number could contain
fewer than 6 digits.

The bottom portion of the label consisted of the color block values of the barcode number
where the digits were separated out from top to bottom. Again, study Figure 1 below to
get a general understanding of the layout of this first type of vertical label. When the
barcode number contained less than 6 digits the unused space was to be used by the
middle section of the label.

In August of 2003, the design of the vertical folder label was expanded to include six
additional vertical folder label types. The six types can be categorized and named as
follows.

Agreement Folders

Ordinance Folders

Annexation Folders

Purchasing Specification Folders
Construction Folders

Policy and Legal Opinion Folders

S~ wd P

Since we already had an original vertical folder design, we will now call our original
design the 0™ vertical folder type and just name it

0. Vertical Folder
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Figure 1. Vertical Folder Label Layout.
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The six new vertical folder label types can also be considered to have the general format
of the label in Figure 1 above, where the label is divided into three separate areas. The
top color block area has its information and its colors determined by other information
outlined in the new tables and figures shown below. The middle text and barcode area
will contain some text strings and barcode, but the text strings are determined by
information specific to the folder type. The bottom color block area will also consist of
more information specific to the new vertical folder types.

The top color block will begin with a single block that has a solid color. The rule for
determining the top block color is simple in all but two cases. The table below contains
the rules for four of the six new label types.

Folder Type Color Name Color Sample RGB Values

1. Agreement Special Exception See Next Table See Next Table

2. Ordinance White R=255 G=255 B=255

3. Annexation | Pink I R=255 G=0 B=255

4. Purchasing Gray R=166 G=166 B=166

5. Construction | Special Exception See Next Table See Next Table

6. Policy Purple I R-128 G=0B=128
Table 1.

The top block color rules for Agreements and Construction are special cases and
depend on what are called Districts. Districts are numbered between 1 and 14, although
what are called Joint Districts will not be designated by a number, but by the word ALL.
The only other item of interest is that not all the numbers from 1-14 are used. The table
below should be considered complete because it contains all and only the numbers that
are actually used.

District Number | Color Name Color Sample RGB Values
1 Light Blue R=0 G=204 B=255
2 Orange R=255 G=153 B=0
3 Brown R=153 G=51 B=0
5 Green R=0 G=128 B=0
6 Gold R=255 G=204 B=0
7 Light Green R=204 G=255 B=204
11 Yellow R=255 G=255 B=0
13 Blue R=0 G=0 B=255
14 Red R=255 G=0 B=0
ALL Light Blue (same as 1) R=0 G=204 B=255
Table 2.
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Next we want to describe the contents of each of the six new types of vertical folder
labels and where the information comes from in terms of the coding field names. New
coding field names are shown in bold blue text while other coding field names are in bold
black text.

5.3 Shelf Labels

A shelf label helps people find one or more boxes that are stored on a particular rack and
on a specific shelf. In the ALABEL program you can create labels using the Edit — Create
a Shelf Label command. It will prompt you for a barcode and will use the Avery 5160
sheet stock for the label template dimensions.

Weiki

01 6-CAGE435
| |

L

The shelf label barcode consists of 0170010002SHB. When you print the barcode the
title under the barcode is the Aisle Bay Shelf followed by the Site Code.

The shelf label printed on an Avery 5160 label looks as follows.

- o

0010010001SINF

b >

The following is another example of a shelf label where you have 4-2digit codes for site,
aisle, bay and shelf.
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11-22-33-44

Every record center has their own method for labeling shelves and their own way of
creating coding fields. The system has to map a shelf code to the appropriate coding
fields using a predefined mapping system.

While you can create your own shelf label the RMS application only works with the
following 2 formats.

Here are some examples of shelf codes.

0040150003SHB = aisle 4; bay 15; shelf 3; site HB

11-10-57-31 = record center; aisle; bay; shelf

5.4 Phone Labels

On phones that have multiple lines there is an area where you can have a phone directory.
When you use the Edit — Create PhoneL.ist24 you will see the following dialog that
allows you to enter numbers. The program will print on an 8.5 x 11 inch white paper.

To make the label follow the steps listed below.

Print the label to your laser printer.

Cut the label out by following the outside lines.
Remove the plastic cover on your phone.

Insert the paper directory

Re-insert the plastic cover on your phone.

arwE
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6 Label Designer

6.1 Introduction
The program named ALABEL is a program for printing labels on sheets of labels.

While ALABEL can interface with a database, most of your design work with ALABEL
can be done assuming you are making just one label. In fact, ALABEL is called A
LABEL because it is usually only used to design and print a single label at a time.
However, you can print multiple labels at a time with ALABEL assuming all the labels
are identical. You can also print entire sheets of labels at one time. You can also print
many labels where the data from different labels comes from different records in a
database.

If you are reading this help file for the first time, and if you have not already read the
Tutorial help file, then we highly recommend you read the Tutorial first. The Tutorial is
a special help file specifically designed for users new to the ALABEL program. Just
look for it under the Help menu. When finished with the Tutorial you should have a
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basic understanding of how the program works and then the information contained in this
help file will be more meaningful.

Before describing the ALABEL program it will be helpful to introduce some
terminology. There are two basic kinds of information that ALABEL uses. One type
completely describes an entire sheet of labels and a file named DefaultSheetSpec.txt is
one of two default text files that the ALABEL program uses when it first runs. A sheet
specification is only concerned with the layout and size of the labels on a sheet of labels.
A sheet specification is not concerned at all with the actual information that gets printed
on a label.

You can have as many different sheet specification files as you wish. Each different
sheet specification file is used for each different size sheet or a different number of rows
or columns of labels or for different sized labels. Usually sheet specifications are for
standard 8.5x11.0 sheets, but the specification allows for any size sheet used with any
printer. Sheet specifications only assume the labels have a regular type of layout pattern,
usually determined by a number of rows or columns of labels. There is no restriction on
the number of either rows or columns and in rare cases either number might simply be 1.
In fact, an entire sheet may be considered to represent one gigantic label. At the other
extreme, sheet specifications also allow for labels that are delivered on continuous roll
sheets. In that case, each individual label may be considered as its own “sheet”, even
though to the end user the labels don’t appear on actual sheets. This program works with
any printer installed with the Windows operating system and that includes specialty
printers dedicated to printing only one label at a time from a continuous roll.

The ALABEL program comes with several popular types of Avery label sheet
specification files, but such files are easy for anyone to create on their own. We
recommend naming your sheet specification files with names like
MyLayoutSheetSpec.txt where the trailing part of the filename can be used to
automatically identify the type of file.

The second type of information is only concerned with what gets printed on an individual
label independent of the format of the label sheet. The file named
DefaultitemsTemplate.txt is an ordinary text file that completely describes the contents
of a particular label design. The ALABEL program allows you to have many different
label designs. The file DefaultltemsTemplate.txt is just an example of the default
design that gets loaded when the program runs. Designs that you create will usually have
a different and unique name, although we recommend names like
MyDesignltemsTemplate.txt.

We will use the terminology Label Sheet or a sheet specification to refer to the format
of an entire sheet of labels that usually appear on an 8 %2 x11 sheet of paper. We will
refer to an Item Template as any one of the individual items that may appear on a single
label. So a sheet specification is primarily concerned with the size and position of labels
while template items are the objects that contain the data that is eventually printed on a
label.
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When the ALABEL program is first started you may see a screen like the following:
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You can see what appears as a large white rounded-corner rectangle that represents a
single printable label. The white label is surrounded by a brown background that could
represent a cardboard box to which the label will be attached. Outside the brown border
to the left and top are two yellow areas that represent rulers.
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There are ten label template items on the above sample label. Three of these are what we
call geometric label items. There is a black slanted line, a light blue rectangle, and a
green oval shape. There is some text that says “Regular Text String” and there is a
barcode item that also has text associated with it that shows Barcode. Another text item
is what we call Rotated Block Text. This is text that has a colored rectangular
background and the text has been rotated vertically. The item in the lower-left corner is a
special kind of 2-dimensional barcode.

The last three items are the Lincoln penny, the dollar bill, and the stamp. These three
items are what we call a Picture Images. Sometimes we may refer to Picture Images as
bitmaps or as graphic images. You can use 24-bit color bitmaps and JPEG image files.
However, a JPG file should contain a bitmap equivalent 24-bit color image. JPEG images
must end with a .JPG file extension. Actual Windows *.BMP files and *.JPG files are the
only kinds of images that you can rotate at 0 or 90 or 180 or 270 degrees counter-
clockwise. You can still load and use any other kind of a Windows *.BMP image file or a
JPEG without any rotation, but you can only rotate 24-bit color bitmaps at 90 or 180 or
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270 degrees. If you try using a JPG file whose colors don’t look correct, just convert the
file to a true 24-bit color BMP file and then it should be OK.

Probably most labels you create will only have multiple text strings and perhaps one or
two barcodes. You may have less need of the three geometric objects, but they can
sometimes be used to draw an example of a company logo or to make an artistic design.
You may also use a Picture Image for a company picture or a logo. If you have a part
that is packaged in a box, you might also use a Picture Image to show a picture of what
the box contains.

6.2 Using Label Items
There are eight different types of label items that can be printed on any label.

Lines

Rectangles

Ovals

Text Strings

Bar Codes (normal 1-dimensional)
Picture Images

Rotated Block Text
2-Dimensional Bar Codes

LN~ wWNE

For example, a company name and address and telephone number might be printed on
every label. In this case, each separate line of the address as well as the telephone
number would be examples of separate Text Strings. A serial number may also be typical
of a text string, but this is usually a serial number that will only be read by a human
being. Text strings can be rotated at either 0 or 90 or 180 or 270 degrees
counterclockwise with 0 degrees denoting normal horizontal text.

A normal 1-dimensional Barcode also has a text string associated with it, usually a short
string of numbers and/or letters that uniquely identify an item. Barcodes are usually
serial numbers that are required to be read using a special barcode reader or barcode
scanner. Barcodes can be any color (they are usually black) and they can be rotated either
90, 180, or 270 degrees counterclockwise from the normal O degrees horizontal position.
We will refer to 1-dimensional barcodes as 1D barcodes.

The text of a 1D barcode can be printed either above or below the barcode, and that text
can be automatically centered or can be left or right justified with the set of bars that
make up the barcode. Barcode text can be bold or italicized or underlined and can be any
font point size. The individual bars in 1D barcodes can be made with any size height,
and the width of the smallest bar can also be adjusted to accommodate either very large
1D barcodes for very large boxes or very small 1D barcodes that fit on small objects like
test tubes.

A special kind of barcode is the 2-dimensional type where the requirement is to encode
more information than just a short string of characters. A 2-dimensional barcode is
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special and won’t show any printed text that you can read, but each 2-dimensional
barcode can contain many hundreds of characters like you might find in an ordinary text
file. In fact, each 2-dimensional barcode always has an associated file of information. A
2-dimensional barcode like that shown in the above figure always appears to consist of
jagged little blocks in its interior while its left and right vertical sides appear like long or
tall bars that extend the same way up and down across the entire vertical length of the
barcode figure.

Lines, Rectangles, and Ovals are the only three label items that are called geometric
objects. In this help file we may use the term object in place of label item. Text Strings
and 1-D barcodes both contain text but have other attributes that distinguish them from
the three geometric objects. All objects contain their own individual set of attributes.
For example, each different Text String is drawn with its own font, size, color, and either
bold, italic, or underline attributes. Each different Rectangle or Oval has its own
line/edge pen width size and pen color and its own interior fill color.

Any line object can be drawn between any two points on the label. Thus lines can be
slanted, or they can be made perfectly horizontal or they can be made perfectly vertical.
Lines also have thickness and color attributes.

Rotated Block Text can be rotated from normal text either 90, 180, or 270 degrees
counterclockwise. Thus you can also think that rotated block text can run in directions
such as from West to East (normal text), or South to North, or East to West (upside down
text) or from North to South. The text string within a Rotated Block Text object is usually
centered within the containing rectangle, but the text can be given an attribute that causes
it to stick to either the top or bottom or left or right edges of the rectangle. In the above
figure the text is centered within the rectangle. The next figures show the other four
kinds of alignment, left, top, right and bottom in that order.

Rotated Block Text

Rotated Block Text
Rotated Block Text
Rotated Block Text

When the block is more horizontal then the left, top, right and bottom types of alignment
appear as:
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Rotated Block Text
Rotated Block Text

Rotated Block Text
Rotated Block Text

Rotated block text can contain more than just simple short strings. Rotated block text has
the special property that it can contain a lot of text that automatically gets word wrapped
within the block. In addition to word wrapping, the text can be automatically justified
left or right or center within the box. The block text can even be rotated at 90 or 180 or
270 degrees and the word wrap option can be applied either horizontally across or
vertically up and down within the block. The next figures illustrate some of the options.

This is a small achacnal

paragraph of word

wrapped text that paragraph of word
has been wrapped text that
automatically i“'s bt‘%enll
formatted with left L ““;“ lc(il y
justification. centered.
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This is a small
paragraph of word
wrapped text that
has been
automatically
formatted with right
justification.

6.3 Working with Individual Objects

The two major activities that apply to editing any label item are changing its position on
the label and altering its content and other attributes such as size and color.

To position a label item object, all you need to do is grab the object with the left mouse
button and drag it to its final position on the label. When you left-click an object with the
mouse, the object will be re-drawn with handle bars and if you continue to hold the left
mouse button down, the mouse cursor will change to show 4 arrows indicating you can
drag the object in any direction to re-position it.

For example, when the oval object shown below is not selected it appears as:

O

Whenever this oval is selected you will see little solid black handle bars drawn around
the edges of the object as shown in the next figure below.

When this object is selected and you continue to hold down the left mouse button over
the object then you will see the mouse cursor over the image changes to 4 direction
arrows as shown in the next figure below.
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The four arrows indicate you can move or drag the object in any direction. As you
continue to hold the left mouse button down and move the mouse to drag the object you
will see a rectangular outline of the bounding box that surrounds that object.

F

H

-

After moving the outline (object) to its final destination you can let up on the left mouse
button and the object will be redrawn in its new position.

In addition to just grabbing an object with the mouse and moving it until it looks about
right, there are a couple of other ways to make the position of any object more exact.
When an object is selected and it is being moved, you will see the extents of that object
shadowed along the yellow rulers. The shadowing consists of additional yellow parts
next to the rulers.

In the above figure, the rectangle object has been selected and you can see the magnitude
of the object in terms of its width and height being shadowed along the rulers. The
colored rectangle is ¥z an inch wide and it is % of an inch high.

The exact position of the upper-left corner of the colored rectangle can be read off the
rulers. In this example the upper-left corner is positioned ¥ of an inch from the left side
of the label and it is positioned 1/8 of an inch below the top of the label. Note that the
rulers are drawn such that the 0 horizontal and O vertical marks start at the very upper-left
corner of the white label. So there is a 1/8th inch white space between the top of the label
and the top of the rectangle. There is a 1/4™ inch white space between the left edge of the
label and the left side of the rectangle.
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A second way to make the position of an object exact is to first select the object, and then

click the M button that appears in the top tool bar. Each of the eight different
types of objects has a unique dialog box that shows the properties of the object. For the

above rectangle the dialog would appear as:

il Rectangle Properties

Line/Edge

Thickness Pixels:

2 =

Line/Edge Color... |

[&ll Uitz are in Inchesz]

Distance From Label Left Edge: ||:|.25

Distance From Label Top: |EI.1 25

width of the Rectangle: |0.5

Height of the Rectangle: |EI.?5

[w Fill fith Calor Fill Calar...
[ Mon-Frintable [ Make a True Square
Lo Ok Cancel Help

In the above figure we can see four edit boxes that can be used to exactly determine the

position and size of a rectangle.

While on the subject of sizes, you can choose between inches and centimeters. All you
need do is click in the upper-left corner between the two rulers to change to one type or

the other. Just click directly on the 2-letter abbreviation for inches IN or CM for
centimeters and the rulers will be re-drawn using the currently selected type of units.

Inches are the default.
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6.4 More on Handle Bars

The three geometric objects and a Bitmap object and rotated block text all have different
handle bars than the Text String and the two kinds of Bar Code objects. The solid black
handle bars like those shown with the oval object above are used to resize or reshape a
geometric object or a Bitmap or the block that surrounds text. You can resize or reshape
any geometric object by grabbing one of the solid black handle bars and dragging the
handle bar. The size, shape, and position of the object are automatically updated as you
drag the mouse.

You can reshape a Bitmap in basically the same way you reshape a geometric object,
except the Bitmap will retain the aspect ratio of the original picture. Whether the Bitmap
is made larger or smaller, the image will stretch or shrink to fill the rectangular area
provided for the image.

One other special note about Bitmaps is that when you create a Bitmap object, you will
be prompted to load a Windows file of the type *.BMP. You can also load *.JPG files.
Whatever file is loaded, the program will remember the entire file path that leads to the
directory where the file is stored. This program does not make a copy of the bitmap, it
only notes where the file is stored on your computer. If you delete a bitmap or JPEG
image and do not tell this program you have done so then this program will not properly
load the label items if you save them in a template file. So be careful to leave bitmap and
JPEG files where this program can find them.

Another thing to note about bitmaps and JPEG images is that you can rotate any 24-bit
color image in increments of 90 degrees counter-clockwise, just like you can rotate text
strings, and all geometric objects. If you load a bitmap that is not 24-bit color then you
can still use it and print it, but the rotation feature will be disabled in both the toolbar and
in the bitmap properties dialog box. In some cases you may be advised to use another
program convert all images to 24-bit color BMP files.

Rotated block text has the special property that the rectangle block can be stretched to
any size, but no matter how big or small you make the rectangular background block, the
text string it contains can be drawn within that background rectangle. For instance,
consider the three examples of centered rotated block text that are shown below.
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Block Text X9, F201d
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The Text String and both 1D and 2D Barcode objects have only four handle bars, one in
each of their four corners, but those handle bars are drawn as empty white squares. The
empty white squares (as opposed to the solid black squares) are only used to indicate the
object has been selected.

However, you cannot grab and drag the empty white square handles to resize or reshape
either a Text String object or a Barcode object. This is because the size, including both
the width and height of both Text Strings and 1D Barcodes, are determined by the size of
their respective fonts. When a Text String or a 1D or 2D Barcode object is selected you
will see handle bars like those shown in the next figure below.

DU essage 1ext D """""" O NN O AN

BARCODE

O

1

] ]

These are the only three objects that cannot be resized by grabbing and dragging one of
their handlebars. Since a 2D barcode does not have an associated font, because it does
print any related text, the size of a 2D barcode is determined by its number of rows or its
number of columns of data, or its defined aspect ratio. The dialog box for editing 2D
barcode properties will be shown later in this tutorial.
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To edit an element’s properties, right-click the object with the mouse and select
Properties... from the pop-up menu that appears and you will open up a dialog box that
is specific to the type of the selected object. The next figure shows the popup menu that
appears after we click the oval object with the right mouse button.

| |
- Bring To Front
Send To Back

Delete Selected Object. ..

After you select the Properties... menu item from the above popup menu you will see a
dialog box like the following that allows you to edit all the specific properties or
attributes of the selected oval object.

B Oval Properties

Line/Edge
Thicknesz Pixels:

2 3

Line/Edge Colar... |

[&ll Unitz are in Inches]

Distance From Label Left Edge: |1 404

Diztance From Label Top: |EI.35'I

Width of the Oval: |0.25

Height of the Oval: |0.25

v Fill *#fith Color Fill Colar...

[ Mon-Printable [ Make a True Circle

1]3 Cancel | Help |

In the above dialog box you can see a sample Oval object and as you change the
attributes using the controls in this dialog box you will see the sample object change so
that you can always see how the selected Oval object will look before you close the
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dialog. The checkbox that shows the option to Make a True Circle is only a temporary
option that gets applied just once after you close the dialog. Otherwise, you can later
drag the sides or corners of a circle to make an oval or an ellipse shape.

For bitmap objects the dialog box gives filename and size information about the Bitmap.

## Bitmap Image Properties

The ariginal picture dimensions in pikels is 286W & 283H. Ratation Angle:
The dzpect Ratio = 1.07
Complete File Path: & 0
[&ll Unitz are in Inches)
Distance From Label Left Edge: |2.796
Distance From Label Top: |0.862 90
‘Wwidth of the Picture: |0.75
Height of the Picture: |0.742
= 180
Resize Preference:
* |lze the Width
[ Mon-Printable
" Use the Height
270
Ok | Cancel Help

6.5 Unselecting Objects

If you want to unselect the currently selected object, you can click the mouse in any
white space area that is not occupied by any object and you will see the handle bars will
disappear from all objects, meaning no object is currently selected. There is also a menu
item under Edit that allows you to unselect all objects.

6.6 Working with Multiple Objects

Although you might select only one object at a time to either move or edit the properties
of that object, you can also select a group of objects and perform special operations on
the selected group.

One such special operation is moving the group as a whole while maintaining the relative
positions of all the objects within the selected group. To do this you first need to select

the objects that make up the group. One way to select a group of objects is to click on the
first object in the group with the left mouse button. Then, while holding down the SHIFT
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key on the keyboard, left-click on all the other objects you want in the group, one at a
time.

If you mistakenly click an object you didn’t mean to select, as long as you hold down the
SHIFT key, you can click that object a second time to unselect it. The program will keep
track of which item you selected first, and which item you selected last. You cannot
unselect the first item, even if you hold down the SHIFT key. As you will learn below,
the first and last selected items play significant roles depending on the operations you
perform on the group.

After selecting the last item in a group, you can let up on the mouse and the SHIFT key.
Note that all selected items remain selected. You can see they have grown handle bars.
Then you can left-click on any object in the group and while holding down the left mouse
button, you can drag the entire group. As you perform this dragging operation, you will
see the rectangular outlines of the individual objects and you will sense that the entire
group is moving while at the same time the relative positions of the objects within the
group remain fixed. When you let up on the left mouse button the group will be re-drawn
in its new position.

If you need to make a further small adjustment for the entire group, you can just continue
by left-clicking any object in the group and move the group a little more. All the group
objects remain selected until you specifically unselect them. Left clicking in any empty
white or brown space area would unselect all the objects in the group. Left clicking on
any new object not in the selected group will cause the entire group to become unselected
and the new object may then serve as the first selection in a new group, or it may just be
used as a new single object selection.

Another way to select multiple objects is to use the left mouse button to draw a rectangle
that completely surrounds those objects and then let up on the mouse. All the objects that
were contained within the bounding rectangle will be selected as a group.

There are also two menu items under Edit that allow you to select, or unselect, all objects

at once. You can also just click in any white space not occupied by any object to unselect
all objects. In any case, you will always know which objects are selected or not, because

selected objects will always be drawn with handle bars. Unselected objects do not appear
with any handle bars. You can also press CTRL+A using your keyboard to automatically
select all items at once.

6.7 Working with the Alignment Palette

There is a special tool palette that is called the Alignment Palette that provides many
ways to align objects relative to one another or to align a whole group of objects relative
to the entire label. The Alignment Palette is a separate window that stays on top of the
Label window and it appears as:
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If you don’t see the Alignment Palette, you can cause it to show itself by selecting the
menu item under Options that has Show Alignment Palette as its caption. When this
menu item is checked then the Alignment Palette will be visible. To make the Alignment
Palette disappear you can select this same menu item again to Hide the Alignment
Palette. When you resize the program window the Alignment Palette will automatically
attach itself to the lower-right corner of the program window. You can manually move it
anywhere else on your screen.

In any event, when the Alignment Palette is visible you will see 10 special buttons on its
toolbar that can help you align groups of objects. You can see what function each button
performs if you move and rest your mouse over a button without clicking that button. A
little popup hint tells the purpose of each button.

Before showing examples of working with each of the 10 buttons on the Alignment
Palette we need to emphasize that in general, you should select the objects in your group
one at a time using the SHIFT key on the keyboard. You should not just drag a rectangle
around the objects nor should you use the Edit menu item that allows you to select all
objects at once.

The reason for avoiding the other two types of group selection is that all Alignment
functions require using a specific first selection item. Some Alignment Palette functions
also require a specific last selection. The only way to insure you know which object is
the first or last selection is to select the items one at a time. The other two selection
methods only exist for creating groups of objects where the entire group will either be
moved or deleted. All Alignment Palette functions assume you have specifically selected
the first and last items in the group.

The button in the upper-left corner is used to align a group of objects all at once. The
hint for this button says Align Left Edges and the left pointing arrow on the button gives
a clue as to the purpose of this function. To show an example of the use of this button,
assume you have selected a group of 4 objects like those shown in the next figure below.
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=
When you press the button "——'I these four objects will all become aligned with their
left edges matching the left edge of the first selected object in the entire group. In the
above example we assume Object #1 was the first selected object. The next figure shows
the new alignment of these four objects.

= O
Object #1
R :

O u|
Cibiect #2 15 longet:
| O

= o
Obiect #3

O

O 0
Cibiect #4 12 the longest of all
O O

You might note that aligning objects by their left edges only changes the horizontal
positions of the objects. The relative vertical positions of the objects are unchanged.

—
Next, if we press the button \il then these four objects will become aligned with the
right edge of the first selected object. The objects will then appear as shown in the next
figure below.
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So the two buttons and! =
either their left or right edges.

| g |
e I make it convenient to align a group of objects on

Consider the three objects shown in the next figure below.

e Object #2

ject #1
JEC L

Dr
Di

Object #3

1 | ‘ 1
The two buttons i and 3 can be used to align the above objects at either the top
or bottom edge of the first selected object. For example, if you were to press the
alignment button with the up arrow the above group would become re-aligned by their
top edges and look like the next figure.

m| Im
Object #1
O

Dbject #1 . ObJ ect # 2 Object 23

However, if we press the alignment button with the downward pointing arrow then these
objects would become aligned on their bottom edges, with all bottom edges matching the
first object’s bottom edge.
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Aligning objects by their top or bottom edges only changes the vertical positions of the
objects. The relative horizontal positions of all objects in a group would remain the
same.

L | it
Next, the two buttons = | and 142" are used to align a group of objects by either their
horizontal or vertical centers. The first selected object in the group is significant because
its vertical (horizontal) center is the vertical (horizontal) position that is used to make the
alignment with all the other objects in the group.

4

1+

As an example using the most recent figure above, if we were to press the vertical

" 1
alignment button ilthe group would change to have the following alignment.

went (b J ect #2 Object 73

The four objects shown in the next figure below have a random horizontal alignment.

u O
Object #1
O (m}

O

O
Object #2 15 1
|:|"""‘"J'QE“"""‘""}‘ﬁ""?}}’gﬁ"h

g... ]
Object #3
e B .

] O
U?Q.'?.j.@.et.ﬁ%!..if-?s...th.@...l,szng.@.s.t.ﬂﬁ.ali
a
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If we press the center horizontal alignment button & | then this group gets centered
horizontally with the first object’s horizontal center as shown in the next figure below.

u] O
Object #2 15 longer
O

O ul
Obiect #3
[m]

LR S

O

O O
Obiect #4 13 the longest of all
O O

[Pa— 1 |
The two buttons :'-" and I 4l are used to center an entire group within the entire label.
The arrows on these buttons indicate whether the centering is horizontal or vertical.

As an example, consider the next figure that shows a group of 4 objects near the upper-
left corner of the entire label.

..o
Object #1
GBS

O u|
Obiect #4 1z the longest of all
O O

—H
After pressing the horizontal center button ﬂ these objects, as a group, will appear in
the horizontal center of the label.
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Note that it is the group as a whole that has been centered (horizontally) on the label.
The objects still have their same relative positions within the group before they were
moved. However, this group is not vertically centered on the label, but we can do that by

U
pressing the button M We should then see the result of the vertical centering of the
entire group over the entire label.

(=
Obiject #1:
oo BER RS
m]

Object #2 15 longer
Ij-........,l.?.F 1z ?H%.?..,D

O a
Object #4 15 the longest of all
O m|

43

The last two buttons we need to discuss appear on the Alignment Palette as _-'I and
221 These buttons are used to space objects equally, where the equal spacing is for

either the horizontal or vertical directions as indicated by the arrows and little object

positions that appear on these buttons. Looking at the last figure above, we can see that

RCO / Labels28.doc 3/28/2012 45 of 179



o
the four objects are not spaced vertically with equal spacing. If we press the button =
then the above figure will change to the following.

R =
Ohiect #2 13 1
D.........JEE...............!.?....9.95?5-]]

(R =
Dbject #2
Rl

O o
Object #4 is the longest of all
m} (m]

Now there is equal vertical spacing between the four objects in the above figure. Itis
significant to note that the first and last selected objects in the group did not move at all.
Only the other objects moved. However, the positions of the first and last selected
objects were used to determine the amount of the spacing that should be applied to the
other objects. So this is a case where it is important that you deliberately choose which
object is first and which object is last.

In general, before applying any equal spacing function, we recommend you unselect all
objects, and then click each object in the group with the mouse, one at a time, all the
while holding down the SHIFT key on the keyboard. For vertical spacing, select from
top to bottom as in the above figure. For horizontal spacing, select from left to right.

As an example of applying equal horizontal spacing, consider the group of four objects
shown below. Note that these objects are aligned by their vertical centers, but there is not
equal horizontal spacing between the objects.

0 o O 0 D ui O O
Object #1 Object #2 Object #32 Object #4
. .- : R - Bl -

k3
After we press the button Mo apply equal horizontal spacing we will see the objects
appear as
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The significance of the first and last selected objects in the group is that they did not
change positions. Only the middle two objects shifted over horizontally to make equal
horizontal spacing between all four objects.

6.8 Overlapping Objects and the Layering Order

The physical labels that you print on are not very big. So it may happen that you have
two objects that are close together. Usually objects shouldn’t overlap, but when you want
to have one object overlap another, you may also want to determine which object is on
top of the other. The Label program uses what is called a layer order number to
determine the order in which objects are printed. This order affects how two overlapping
objects appear, but is otherwise not noticeable when objects don’t overlap.

For example, consider the following figure in which Object #1 is a Text String object that
is printed on top of a Line object.

\

Object #1

N\

Now if you right click on Object #1 and select Send To Back from the popup menu that
appears then the figure changes to the following

The difference between the above two figures has to do with the layering order of the
Text String and the Line. In the first figure, the Text String Object #1 is on top. In the
second figure the Line is on top. There may be times when you desire either type of
effect so you need to be able to change the bottom-to-top layering of objects.

As another example, the next two figures show the two different overlapping orders for
an oval and a rectangle. In the figure on the left the oval is on top and the rectangle is on
the bottom. In the figure on the right, the same two objects are shown but the rectangle is
on top of the oval.
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The layer ordering of an object can be changed by right clicking the object and selecting
either the Bring To Front or Send To Back popup menu item. Selecting Bring to
Front gives the object the highest layer number and this makes the object the topmost
object. Selecting Send To Back gives the object the lowest layer number and this makes
the object the bottom-most element.

All objects are given a natural layer order number that corresponds to their creation order.
The first created object has layer order number 1. The next created object has layer order
number 2, and so on. The last created object has the highest layer order number and that
is why the last created object is drawn last and appears on top of all other objects.

You can also think of a positive Z-axis that extends outward from the screen towards
your eyes where the screen has a 0 coordinate. The Z-order numbers (layer numbers) get
bigger as you move away from the screen toward your eyes. Each object occupies one
layer and the lowest layer numbers are the layers that are drawn first and thus are on the
bottom. The highest Z-order or layer number corresponds to the object that is on top and
is drawn last.

6.9 Editing Objects
When you edit a Text String you will see a dialog box like the following.
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B Text String Properties
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ext Color. .
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% {— 270
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Distance From Label Top: {0142
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|H egular Text Sking

.................................

[ Maon-Frintable P Dk Cancel | Help

.................................

Sometimes you might use today’s date or the current time to code an object, so if you
press either button in the above dialog box the program append the desired information at
the end of the current Text String.

The centering option shown in the above dialog box depends on the rotation angle. When
centering on the label is chosen, and the angle of rotation is either 0 or 180 then the text
string can have any vertical position, but its horizontal position is not changeable because
the text string will be horizontally centered. On the other hand, if centering is chosen and
but the rotation angle is either 90 or 270 then the text string can have any horizontal
position, but its vertical position is not changeable because then the text string will be
vertically centered.

As another example, when a 1-D Bar Code object is selected and you right-click the
object to edit its properties you will see a dialog like the following:
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Harizontal Text Position:
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i+ |lze the Edge Distance

[&N Unitz are in Ihches]

Diztance From Label Left Edoe: |2.41 5 = wfidthe (00012
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Barcode Text:
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I_ NDH-P[intablE _, ............ I:Ik._ Eancel | Help |

The Bar Code text will appear in all upper case when you select the Code 39 type
because Code 39 only allows all upper case text. Although the Extended Code 39 type
allows lower-case letters, you may prefer using the Code 39 type as its barcodes take up
less space on a label. This is important as labels tend to be relatively small. In general,
Code 128 is more efficient and is usually preferable to using either Code 39 or Extended
Code 39. If your text consists only of digits then choosing Code 128 (Set C digits only)
is even more efficient than using Code 128 (Set B).

The POSTNET barcode type is only used to encode the ZIP code on address labels. The
POSTNET barcode is normally only used when creating address labels for envelope
mailings. POSTNET has some special properties; it never prints the text it contains, and
its size is fixed and is not dependent on the font.

The option to print text under the barcode can be turned on or off (POSTNET ignores

this). If you don’t print the text under the barcode then all you will see are the bars of the
barcode. The Barcode Font Point Size determines the size of the barcode (POSTNET
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ignores this setting too). Again because of limited space on a label you should use the
smallest size font that is necessary to produce a readable barcode.

There are two options associated with centering or positioning a Barcode. When you
select the option to center the Barcode on the label then you can try to drag the Barcode
to an off-center position, but the Barcode will snap back to either the horizontal or
vertical center of the label, depending on the current angle of rotation. When the rotation
angle is 0 or 180 the barcode can be automatically centered horizontally on the label and
in this case you can move it up or down to any vertical position. On the other hand, when
the rotation angle is 90 or 270 then the automatic centering refers to the vertical position
of the label, but in these cases you can move it to start at any horizontal position. When
you turn off centering and use an edge distance you can position the barcode anywhere
on the label. The type of automatic centering depends on the rotation angle. In fact both
barcodes and text strings have the same behavior when automatic centering is chosen.

The dialog box for a 2-D barcode object appears as:

Bl 2D Barcode Properties

Aspect Ratio HA):  Requested # Rows: S ming Prior Ratation Angle:
izing Pricrity:
0.5 S = 15 . Text ™ 0
(" Colurnr Pricrity 1,;3
o 90
Security Level [0-8):  Reguested # Columnsz: " Row Priority =
] = 5 = Al | ¢ 180
hd hd 2 (e Azpect Batio Priority —
. ] 270
[Interiar Diata Colurnnz] 5
Complete File Path; |Default2DBarcade.th
Load From a File.... Saveto aFile.. Barcode Color. . ‘
The 20 Barcode Data/Text [File Contents]: 41 Good Encoding
Thiz iz the default 2D barcode dataltext,
[ Mon-Printable [&ll Units are in Inches) Centering Dption:
Distance From Label Left Edge: |U.11E " Center On the Label
& .
Distance From Label Top Edge: |1 am Use the Edge Distance
Ok | Cancel Help
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The size of a 2D barcode object depends on how much data is contained in its associated
data file. However, you can partially determine its size by choosing one of the three
Sizing Priority options. Choosing Column Priority means the program will try to give the
2D barcode the number of data columns you request, and the program will then
determine the number of required rows of data. Choosing Row Priority means just the
opposite in which the program try to make the 2D barcode have the requested number of
rows, and the program will then compute the required number of columns. However, the
program will never use more than 30 columns of data, no matter how many rows would
be required. Choosing Aspect Ratio Priority means the program will try to give the 2D
barcode the aspect ratio of height to width as specified by the first edit box. In this case
the program will automatically determine both the required number of rows and columns.

The number of rows must be between 3 and 90 while the number of columns must be
between 1 and 30. The number of data characters is limited to 1700, but even fewer might
be possible depending on the security level. The higher the security level the fewer the
number of allowable data characters.

The two numbers shown with the above example dialog, that are just to the right of the
requested number of rows and columns, are in blue text and are the number of rows and
columns as determined by the program. Usually one or both of these will match the
requested number of rows or columns in the edit boxes, but the program has the ultimate
and final authority on exactly how many rows and columns are required by the 2D
barcode. You can only request a desired dimension or aspect ratio and the program will
do its best to honor your request.

Yet another example is the dialog box associated with rotated block text.
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B Block Text Properties
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In the upper-right corner you select the rotation angle for the text. This angle is a number
in degrees that represents a counter-clockwise rotation. 0 degrees represents ordinary
text. If you want regular text without a background you can uncheck the Draw the Block
Background checkbox. That just means the rectangular color block background will be
omitted and this is how you can have just regular rotated text.

There are two groups of radio buttons for text alignment. One is the vertical option and
the other is the horizontal option. Text alignment in this case refers to how the text is
made to stick to the sides (or not) of the rectangular block. There are 9 different
combinations as indicated in the figure below. Note that the word wrap option can be
turned on or off as needed. The default is Word Wrap On.
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Vertical Center Vertical Center = Vertical Center
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Horizontal Left Horizontal Center Horizontal Right

The Color Map Type determines how the color gets chosen for the block background.
The simplest choice is to Use Fixed Colors. In that case you can choose the text color
and the background color directly in this dialog. You will always see the two colors
chosen in this case.

A more sophisticated type of color scheme uses what is called a Color Map. Use the
button under the Font Point Size to bring up another dialog for editing the Color Map.
Most people use the color map to make dynamically colored text or numbers. With both
text and numbers, the color that is chosen depends on the first character in the text string.
You can see in the figure below how you would set the colors for each different numeric
digit. Alpha characters refer to the letters A-Z. Each different letter or digit can have its
own text color and background color. Color Maps are used almost exclusively when the
data in text strings is dynamic because it comes from a database. Different labels will
generally have different text or numbers and thus different colors. Static data that you
type in manually can have a fixed color scheme that you can directly select.
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6.10Using the Edit Menu Undo and Redo

The ALabel program provides one level of Undo and one level of Redo when it comes to
editing the properties of objects. This is a standard feature in many windows programs.
The Undo/Redo functions are the first two menu items under the Edit menu. Each has a
dynamic caption that changes as you edit objects. Thus these menu items indicate the
latest operations that may be undone. Such operations can be as simple as moving or
resizing objects or as severe as deleting objects or loading an entire template file.

As soon as you Undo an operation, the Undo menu becomes disabled and the Redo menu
becomes enabled so you may Undo your Undo if you need to. Otherwise, the Undo
menu gets turned back on as soon as you make another editing change to which an Undo
operation can be applied. Only one level of Undo is provided.

6.11Using the Copy Object Format Tool
The purpose of the tool that appears next to the Selection Tool in the left part of the lower

toolbar ¥ s to copy the format, but not the contents, of one object to another like
object. This tool is called the Copy Object Format Tool. We will give one example of
how this tool is to be used.

Suppose we place four text strings on a label:
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New text string #1

New text string #2
New text string #3

New text string #4

We want to change the formatting properties of all four strings so that the font is a 16-
point bold and italic and blue color. We begin by selecting the first string and changing
its properties by bringing up the properties dialog box for the first string. We make all
the changes to the first string only.

New text string #1

New text string #2

New text string #3

New text string #4

Now wouldn’t it be nice if we didn’t have to bring up the same dialog box for the other
three strings to manually change all their properties one at a time? We would be
repeating the same steps over and over again. Well there is a very easy way to just make
a few mouse clicks to accomplish everything.

First, click on the Copy Object Format Tool in the lower toolbar. That tool button will

remain pushed down and appear as: 7| Now having selected the Copy Object Format
Tool, click on the first text string that has the fancy format properties that we want to
duplicate. When you click on the first object following the selection of the Copy Object
Format Tool, the program will flash a message

Format was copied

that indicates that it has memorized the format properties of that first object.
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Now that the Copy Object Format Tool has noted the first string’s properties, all you do
is click the other three strings one at a time. As you click each string in turn the program
will flash another message that confirms the formatting was copied.

Format was pasted

You will also immediately see each string change to the new format. The final result
appears as:

4 \
New text string #1
New text string #2
New text string #3
New text string #4
N 4

When finished using the Copy Object Format Tool, you can click any white space area of
the label to turn off that tool and return to the normal Selection Tool. Note how the left

side of the lower toolbar appears. Q 7 You could also just click directly on the
Selection Tool to select it. Except when creating new objects or using the Copy Object
Format Tool, 98% of the time the Selection Tool will be the only active tool that you use
in the lower toolbar.

The Copy Object Format Tool copies formats from one type of object to any other object
type. However, usually the two objects will be of identical types. When the two objects
are of different types then only the commonly used properties of the source type will be
copied to the destination type. In the above example, all the objects were of type string
and thus all the basic format properties of strings got copied. As another example, if you
try copying the format of a rectangle to a string, only the basic color of the rectangle will
get copied. However, the borderline color and the borderline thickness and the interior
color of a rectangle would get mapped to an oval object. Exactly which properties get
copied depend on both source and destination object types. Usually these are the basic
colors, and in the case of strings, the font name and font pointsize and the italic, and bold
and underline characteristics. All objects share the Nonprintable property, but none of
the three geometric objects have a rotation angle.

Even though most labels only contain a few template objects, using the Copy Object
Format Tool can save you a lot of time and avoids unnecessary repetitive work.
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6.12Duplicating Objects

In addition to copying the format from one object to another, you can also just duplicate
all the currently selected objects. Just first select those objects you wish to duplicate and
then press the key sequence CTRL+D on your keyboard. This provides a quick and easy
way to create similar objects on your label.

6.130pen a Template

When you choose the open template this will display the following dialog. This shows
the template directories.

-
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6.14 Saving and Loading Templates

After you design the content of a label you may wish to save the items on that label in a
file. You can either save or load the contents of a label’s items by pulling down the File
menu item. We refer to a label design as a group of Template Items. Each different label
design you create can be saved in a separate file for later re-use.
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You can create as many Template Item files as you need. When you save a template the
program will prompt you for a filename. When you load a template file the program will
first erase all the items on the existing label and then it will load all the new template
items.

6.15The Default Template File

There is one label template file that has a special name. That name is
MasterltemsTemplate.txt. This special text file automatically gets loaded each time
the program is run. If this file does not exist, then the program won’t complain that it
can’t find it. It just presents you with a blank label when this file does not exist.

If you have a special label design that you use more often than any other, then you should
consider saving that design in a template file that you name masterlitemsTemplate. txt.
Then you will always see that design as the default label when the program first starts.

Just remember that at any time you can overwrite this file with a new design, but if you
intend to re-use a design you might also consider saving it under a filename that differs
from the default name. The label program only recognizes one default template file, but
you can create and use as many other template filenames as you need. Only the file
named MasterltemsTemplate. txt is the one that is automatically loaded when the
program is run.

Whenever you save or load a template file the program will extend the File menu item to

show the most recently used files. To re-open one of these files all you have to do is
select its name from the bottom of the File menu.
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6.16 Other Default Files

Under the Options menu you can bring up a dialog box where you can name all the main
default files that you use.

B Default Files Information

Select Another:

Default Label Sheet Specifications: |Defau|t8 heetSpec. bt (o Default Sheet
Default ltems Template; |DefaultltemsTempIate.txt " Default ltems
Default Large Box Sheet Specifications: |Defau|tLargeBm:S heetSpec. bt " Box Sheet
Default Large Box Items Template: ||3|EfEIu|t|-EingBD>'=|lBI‘I'ISTBI‘I'I|3|EIh3-l='<t " Box ltems
Default Top Folder Sheet Specifications: |DefauItFnIderTnpSheetSpec.t:-:t " Top Folder Shest
Default Top Folder Items Template: |DefaultFoIderTopltemsTemplate.lHt " Tap Falder Items
Default Yertical Folder Sheet Specifications: |DBfau|tFD|dEfVEftiCﬂ|5 heetSpec.txt ™ Wertical Folder Shest
Default Vertical Folder ltems Template: |DefaultFDlder\-"erticaIItemsTempIate.th = \ertical Folder [tems
Default CD/DYD ROM Sheet Specifications: |DefaulCDandDVDSheetSpec. bt " CD/DVD ROM ltems
Default CO/DWD ROM tems Template: |D8fau|tCDandD\-"DItemsTEmplatE.t:-:l " CD/DWD BOM Sheet

Load Large Box Default Calor tap: |Defau|tEqurMap.t:¢t " Color Map

Load Top Folder Select & Different File...
Load Yertical Folder
Load CD/DVD ROM | Close Help

The first two filenames refer to the label sheet specifications and the template items that
load automatically when the program starts.

The next eight filenames refer to Large Box, Top Folder, Vertical Folder, and CD-ROM
types of labels. Each type has a label sheet specification file and a template items file.

The last filename is for the default Color Map that gets loaded when the program is first
run. You can have many different Color Maps, but the program only uses only one Color
Map at a time. The dialog box for Color Maps allows you to save and load different
Color Maps. The default Color Map filename shown in the above dialog box is the one
that loads when the program first runs.

7 Label Sheet Specification

There are 12 parameters that describe a label sheet. When you bring up the Label Sheet
Specifications dialog box you should see an example dialog box like the following figure:
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B Label Sheet Specifications !EE

M anufactured Mames: All measurements are in decimal Change the Print Order |
inches accurate to hundredths.
- Individual Label width = |4.000
dwery 8562 e vy !
Business Backs Individual Label Height = |2.000 o '
Falder Top 1 2
Falder Wertical
Landscape 11x8.5 First Column Left Page Margin = 0150
Large Box \ e
M aster Large Box B o ' T i
Master Shest Spec First Row Top Page Margin = |0.500 : b :
M aster Single Wide H N
Office £ Space Bebween Columns = |0.200 : 3 i 4
Plain F-4cross | | : o ;
Partrait 85411 [ o '
Simgle: Wide Space Between Rows = |0.000 e
whaterer j : E : E
Mumber of Rows of Labels = |3 % : 5 E : E E
Label Sheet Orientation: i L :
f+ Portrait Mumber of Colurmns of Labels = |2 % K
" Landscape ; !
F Sheet 'w/idth = |5.500 ;
7 g |
Redraw | Sheet Color ‘ Sheet Height = [11.000 i
:‘ ‘1 :‘MW‘;
Print a Shest Template Load Label Sheet Infarmation ‘ : ; : ;
: 3 i 10 :
[v Print Template Label Numbers Save Label Sheet Information ‘ H N :
Ok | Help

D:5RCOMMAGE 20005 abehDELFHINAvery 51635 heatSpec. tat

Sheet |nformation

This dialog box is normally brought up by clicking the | button in the

toolbar.

The controls in the upper part of this dialog box are used to describe all the physical
aspects of your label sheets.

The ten numerical values you see in the upper-middle of your dialog box may differ from
what shows in the above figure, depending on the Manufactured Name that is selected.

In the above dialog box we have selected the type of label that is Avery number 5163.
This represents a sheet of labels attached to an 8.5x11 inch piece of paper that has
Portrait orientation. There are 5 rows of labels on this example sheet arranged in 2
columns.

Whenever you select any type of label sheet all the values will be filled in for you
automatically.

The purpose of this topic in this help file is to explain how the ten numerical values seen
in the upper-right of the above dialog box relate to the physical layout of the labels on
any type of page. Although your label sheet may differ in its layout, by studying this
section of this help file you should be able to measure any custom label sheet and then
you will know how to fill in all the correct parameters.
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The ten variables and their descriptions are as follows.

1. Individual Label Width. This measures the horizontal distance across each
physical label and does not include any space in front of or between labels.

2. Individual Label Height. This measures the vertical distance across each physical
label and does not include any space on top of or below the label.

3. Space Between Columns. This measures the short horizontal distance that
separates one column from the next. This measures the distance from the right
edge of a label in the previous column to the left edge of the label in the next
column. This measurement will be zero when one column butts up against the
next column so that there is no real space between columns.

4. Space Between Rows. This measures the short vertical distance that separates
one row from the next. In many cases this distance is zero because each row is
butted up against the next. This value measures the distance from the bottom of a
label in the previous row to the top edge of the label in the next row.

5. First Column Left Page Margin. This measures the horizontal distance between
the physical left vertical side of the label sheet and the left edge of any label in the
first column of labels. This could also be described as the left margin for the label
sheet.

6. First Row Top Page Margin. This measures the vertical distance from the
physical top of the label sheet to the top of any label in the first row on the sheet.
This could also be described as the top margin for the label sheet.

7. Rows Per Page. This is not a measurement, but simply a count of the number of
labels going down in each column.

8. Columns Per Page. This is not a measurement but simply a count of the number
of labels going across in each row.

9. Sheet With. This is the width of the sheet in inches.

10. Sheet Height. This is the height of the sheet in nches.

After you select and enter Custom label information, or after you make any other changes
Save Label Sheet Information
you can use the button that appears as to save the
information. At the time you save any label sheet information you will first be prompted
to enter the Manufactured Name, and this can be any custom name that you make up.
The Manufactured Name does not have to be the name of a true manufactured label,
although we tend to use the Avery label number scheme when we know we are working
with a particular type of Avery label. Later, you can re-load that same information sheet

Load Label Sheet Information

using the other button that appears as
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7.1 The Default Custom Sheet

When this program is first run, it looks for a special file named Defaul tSheetSpec. txt.
If the program finds this file it automatically loads it. If this file is not found then the
program just fills in all default values as are shown in the above dialog box.

If you have custom information, or if you always use one of the Avery label sheets shown
in the above dialog box, then you should select that label and click the button

Save Label Sheet Information

and name your saved file as DefaultSheetSpec.txt. That
way all the values you set in the above dialog box will automatically be loaded for you
each time you start the program. By using this special filename you can avoid having to
manually re-load your custom label sheet information.

7.2 An Example Label Sheet

Consider the drawing below that represents an arbitrary sheet of labels. This particular
example has three columns going across and has ten rows going down each column.
Your particular label sheet will probably have a different number of columns or rows and
will probably have labels with a different individual size and spacing than what is shown
in this example. However, all the elements shown in the figure below can be applied to
completely describe any sheet of labels.
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v

First Row Top Page Margin

1 11 ’r 21
<4—Label Width—»
1 2 3
2 A 12 22
Label Height
v 4 5 6
3 [[13 23
> |<— First Column Left Page Margin
7| 8 9
4 14 |24
—>{ [<— Space Between Columns
JI 10 11 ] [ 12
SE 15 25
Space Between Rows
(usually = 0.00) 3 14 15
6 16 26
16 17 18
7 17 27
19 20 21
8 18 28
22 23 24
9 19 29
25 26 27
10 20 30
28 29 30

If you imagine the white space inside the border of the above figure is a sheet of paper
measuring 8 ¥z inches by 11 inches then the following would be the actual measurements
for that sample sheet of labels.

Label Width=2.625

RCO / Labels28.doc
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Label Height=1.00 inches

First Column Left Margin=0.20 inches
First Row Top Margin=0.50 inches
Space Between Columns=0.125 inches
Space Between Rows=0.00 inches

Rows Per Page=10

Columns Per Page=3

Sheet Width=8.5 inches

Sheet Height=11.0 inches

Note that all measurements are given to at least the nearest hundredth of an inch. No
measurement needs to be more accurate than the nearest thousandth of an inch.

The blue numbers in the upper-left corner of each label order the labels for printing
by first going down the rows. The red numbers in the lower-right corner of each
label order the labels for printing by first going across the columns.

7.3 The Two Numbering / Printing Schemes

The figure below shows a typical sheet of labels. There are two ways to count or number
or print the labels on a sheet like this that we call numbering/printing schemes.
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First Row Top Page Margin

1 11 ’r 21
<4—Label Width—»
1 2 3
2 A 12 22
Label Height
v 4 5 6
3 [[13 23
> |<— First Column Left Page Margin
7| 8 9
4 14 |24
—>{ [<— Space Between Columns
JI 10 11 ] [ 12
T 5 15 25
Space Between Rows
(usually = 0.00) 3 14 15
6 16 26
16 17 18
7 17 27
19 20 21
8 18 28
22 23 24
9 19 29
25 26 27
10 20 30
28 29 30

In the above figure the numbers in red in the lower-right corner of each label are formed
using a scheme that first prints (counts) going across in each row before going down to
the next row.
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The numbers in blue in the upper-left corner of each label are formed using the other
scheme that first prints (counts) going down each column before going back up to the top
of the next column.

These two numbering/print order schemes are important because they are used to direct
the program that prints each sheet of labels. These schemes have the names Print Left-
Right Across the Columns and Print Top-Bottom Down the Rows. You can select either
of these schemes by selecting one of the following two options in the dialog box that
appears when you select the menu item under Options labeled Printing
Order/Instructions.

Label Printing COrder:
o Print Left-Right Acrogs the Columins

(" Print Top-Bottom Down the Bows

In addition to printing labels in an order that you like to read, knowing the numbering
scheme can also save you from wasting labels on partially printed label sheets. Each time
you print a batch of labels the last sheet you print will probably contain some unused
blank labels. Whenever you start printing a new batch of labels, you can tell the program
the starting position of the label on any first partially used label sheet. The program can
then skip over the already used label positions on that first sheet and only print on the
unused labels. If your print job uses multiple sheets, then the 2™ and remaining sheets up
to the last sheet can be assumed to use all the labels on those sheets.

Of course the last sheet in a batch may again be only partially filled with printed labels.
But you can then recycle or reload that last sheet and use it as the first sheet in the next
batch that you print. If you always print using the same numbering/print order scheme
(which most people do) then you can make full use of every label on every sheet.

The three controls in the dialog box that appear together as:

First Page Starting Label
R Calurnn

1 2 [T =

[w Auto Update Pogition

are used to tell the program the position of the first printed label on the first page in the
next batch of label sheets. These two controls also appear in the dialog box that appears
when you select the menu item under Options labeled Printing Order/Instructions. If
your first sheet is full of labels then these two numbers should be set to 1 to indicate the
first label on the sheet. Otherwise, set these numbers to identify the position of the first
label to be printed.
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The checkbox with the title Auto Update Position is used to let the program count the
number of labels used on the last print job and then the program will automatically fill in
the Row and Column numbers for you for the next print job. If this checkbox is
unchecked then you should expect to manually fill in the Row and Column numbers just
before each next print job. This checkbox is turned on by default and may be used to
save you a little thinking. If you always start printing with a full virgin sheet of labels
then you will always use the same Row and Column numbers as 1 for each print job. In
that case you don’t need the program to update those numbers for you and you could turn
off the checkbox in that case.

7.4 Label Materials

Various label manufacturers have different colors and materials for paper. The following
table is from www.onlinelabels.com.

Part # RGB Description

OL5275WX White (Laser and Inkjet)

OL5275WR White w/Removable (Laser and Inkjet)
OL5275WS White Gloss (Laser Only)
OL5275WG White Photo-Gloss (Inkjet Only)
OL5275LP White Weatherproof (Laser Only)
OL5275WJ White Weatherproof (Inkjet Only)
OL5275CL Crystal Clear (Laser Only)
OL5275CK Crystal Clear (Inkjet Only)

OL5275CJ Clear Matte (Inkjet Only)

OL5275CX Clear Matte (Laser Only)

OL5275GF Gold Foil (Laser Only)

OLS5275SF Silver Foil (Laser Only)

OL5275BK 211, 163, 78 Brown Kraft (Laser and Inkjet)
OL5275GX 138, 224, 163 Pastel Green (Laser and Inkjet)
OL5275BX 183, 228, 225 Pastel Blue (Laser and Inkjet)
OL5275Y X 223, 243, 99 Pastel Yellow (Laser and Inkjet)
OL5275PX 229,151, 148 Pastel Pink (Laser and Inkjet)
OL5275TE 192,192, 192 True Gray (Laser and Inkjet)
OL5275TB 110, 135, 184 True Blue (Laser and Inkjet)
OL5275TG 52, 166, 81 True Green (Laser and Inkjet)
OLS5275TR 224,0,0 True Red (Laser and Inkjet)
OLS5275TY 251, 254, 0 True Yellow (Laser and Inkjet)
OL5275TC 230, 220, 178 True Cream (Laser and Inkjet)
OLS5275FY 221,254, 0 Fluorescent Yellow (Laser and Inkjet)
OL5275FG 5,213, 13 Fluorescent Green (Laser and Inkjet)
OLS5275FR 240, 100, 38 Fluorescent Red (Laser and Inkjet)
OL5275FP 249, 56, 95 Fluorescent Pink (Laser and Inkjet)
OL5275FO 230, 162, 43 Fluorescent Orange(Laser and Inkjet)
OL5275SP Waterproof Silver Polyester (Laser Only)
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7.5 Printing a Numbered Template

After selecting a pre-made label type, or after entering all the information for a custom
sheet of labels, you can print what is called a numbered template sheet. This is just an
outline that should be printed on plain paper. It shows the exact dimensions of a sheet of
labels and it numbers the labels according the label printing order that you have chosen.

To print a numbered template first load some plain paper in your printer and then press

Frint a Sheet Template |
the button :

8 Automatic Printing

The ALabel program is capable of performing four different kinds of automatic printing.
Two of these are related to printing a series of either envelopes or address labels from a
text file that contains a simple list of names and addresses. The third kind of automatic
printing is more elaborate because it doesn’t depend on names/addresses and it can use
any kind of a label template. Using the third kind of automatic printing, you can setup
pre-designed print schemes to allow automatic printing to occur using data either
generated by the RCO database, or, the data can from text files that you create on your
own. A fourth kind of automatic printing is used to print Serial Numbers in a barcode
format.

8.1 Printing Using Pre-Designed Templates and Control Files

We will first describe the more elaborate type of automatic printing. As a simple
example, suppose you want to print a set of labels for some office file folders. Let’s
assume that a sample label looks like the following:

4 N
The Title The Dept. Name 04/01/2004
123456
s .

If you had to produce 50 or more labels like this, it would certainly be better if you could
automate the task as opposed to making and printing one label at a time.
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In this example, we assume the top of the label contains three text strings. The first is a
title, the second is a department name and the third is a date. The fourth item on the label
is a barcode number. Both the department name and the barcode item have a special
property set that allows these two items to be automatically centered on the label. This
property is found in the properties dialog in the form of a radio button for the centering
option for the department text and the barcode. We assume the title and the date items
will be left justified as shown above. Each of these also has a radio button in the
properties dialog for setting the centering option for the title and date strings that says
they will use the actual edge distance from the left edge of the label.

Using the ALabel program, each automatic print job or design has a special name
associated with it. Let’s give this print job the special name OFFi1ceCat. Our print
job names consist of simple phrases written without any spaces or punctuation marks in
the name. Once you decide on the special name like OFFiceCat you will then create
4 special text files that will have the following filenames:

1. OfficeCatSheetSpec.txt

2. OfficeCatltemsTemplate.txt
3. OfficeCatMappinglDs.txt

4. OfficeCatData.txt

We will next illustrate what you need to do to create these four files. After that, you can
edit the 4™ file that will contain the actual data you will print.

O to clear the

Sheet |nfarmation |

To create the above example you would first click on the toolbar button

current label and start with a new blank label. Next, click the button
and then use the following dialog box to define the specific type of label sheet you want.
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#H Label Sheet Specifications !EE

Manufactured Names: A_II measurements are in decimal Change the Print Order |
Awvery 5160 " inches accurate to hundredths.
ey 9163 [ Individual Label width = [4.000
Individual Label Height = |1.333 T VT 1
Falder Top ' ] o 2 :
Falder Wertical ! " 1
Landscape 11x8.5 First Coluran Left Page Margin = |0.150 ! : :
Large Box . I K
m:z:g Iéilg:t BSTJ:;C First Row Top Page Margin = |0.850 ! 3 i : 4 1
I azter Single YWide e A
Office 2 Space Bebween Columns = |0.200 - ! iy |
Plain 3-4cross || H 5 i g 1
Partrait 8.5411 H i
Single Wide Space Between Rows = |0.000 : I !
whaterver ﬂ jrTTmTmenmsmsmasnanaees : pronnennnnsesesssssssseees :
Mumber of Rows of Labels = |7 = : 7 D 8 :
Label Sheet Orientation: ! [
" Portrait Murber of Colurmins of Labels = (2 % puesemnnnnssssnnasnnnas e :
" Landscape : 3 E : 10
i Sheat 'w/idth = |5.500 : D
e D e H
Redraw | Sheet Color ‘ Sheet Height = [11.000 : ] : 1
H 1 [ 12 H
Print a Sheet Template Load Label Sheet Infarmation ‘ : 1: : ‘:
H 13 N 14 .
v Print Template Label Mumbers Ty T —— ‘ __________________________ e !
Ok | Help ‘

D:ARCOMMAGE 2000440 abel DELPHIMAveryBEEZS heetSpec. tt

We have selected the Avery 8662 label sheet for this example, but you can select any
type of label sheet, including a Custom type in which you type in all the dimensions and
sheet statistics that are represented by the 10 sheet values in the middle of the above
dialog box. If you choose a custom type you must also specify the sheet orientation as
being Portrait or Landscape. Of course when you choose a pre-defined type of sheet then
you won’t need to change any of the 10 sheet values nor will you need to change the
sheet orientation. Just click Ok to close the above dialog box. You don’t need to save
anything yet.

Having the sheet set with the proper parameters, the next task is to design the items that
go on the label. This will require you to learn how to use the editing features of the
program. You need to create three text strings and one barcode and position these
elements on your label where you want them. We will assume the label appears as:
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The Title The Dept. Name 04/01/2004

123456

If you now select the menu item

View Qg

v Inches
Centimeters
Show the Snap-Tao Grid

Hide the Alignment Palette
Show the Index Mumbers

you will see a temporary display of what we call the index numbers for the items on the
template design. These index numbers will only show temporarily, and later we will
explain how these numbers are used to automatically identify items in the template.

The De1]. Name 04/0[2p004

T g

123456

Then select the File menu item
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Edit Options View
Mew Blank Label

Cpen a Template...
Save a Template. ..

COpen a Data File...

Printer Setup...
Print Individual Labels...

Print an Envelope. ..
Print a Data File...

Exit

This will bring up a dialog box like the following:

#fl Setup An Automatic Print Scheme

Help

COpen a Sheet Specification. ..
Save a Sheet Spedfication. ..

Frint Full Sheets of Labels. ..
Print a Set of Motebook Tabs. ..

Print Scanner Contraol Sheets, .,

Setup An Automatic Print Scheme...

Print A Range of Serial Mumbers...

Automatic Print KEYNAME: |

Show the [ndex Numbers

Delete The Selected Row |

Edit the Field M ames:

Index # | Object Type Field Mame
] Text Sting Field1
1 Text Sting Field2
2 Text Sting Field3
3 Barcode [10] Fieldd

! Save the Automatic Print Scheme |

Cancel

Help
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In this dialog box we can read the index numbers in the leftmost column and we can read
the corresponding object type for each index in the second columns. Reading the index
numbers is important to help determine which of the three Text Strings corresponds to the
Folder Title, and the Department Name and the Folder Date.

Now we will enter the Automatic Print KEYNAME value as OFFiceCat and we will
edit the Field Names that are in the 3™ column in the above table. We can give the fields

more meaningful names. You need to fill out the information in this dialog box so that it
appears as follows:

il Setup An Automatic Print Scheme

Autematic Print KEYNAME: | DfficeCat

Show the [ndex Mumbers Delete The Selected Fow

Edit the Figld Mames:

Index # |Object Type Field Mame
] Text String Falder Title
1 Text String Departrment Marme
2 Test String Folder Date
3 Barcode [10] Faolder Barcode
i Save the Automatic Print Scheme Canicel Help

Thus you only enter the Automatic Print KEYNAME and you can change the field names
to ones that describe what they represent on the label. Only those fields that have
dynamic data that will change from label to label need to be used. You can place the
cursor in any field name and press the button to Delete The Selected Row to remove any
template item from the above list that won’t be getting its data from an outside source.

So if you have geometric objects or other strings that will remain constant on all labels
then you should remove those template items from the above list.
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After all the dynamic text fields have been given meaningful names and you are ready to
save everything, you can press the button to Save the Automatic Print Scheme. The
program will automatically create four files for you. These are the files

1. OfficeCatSheetSpec.txt

2. OfficeCatltemsTemplate.txt
3. OfficeCatMappinglDs.txt

4. OfficeCatData.txt

The contents of the OFF1ceCatData . tXt file are for you to edit. For this
example the contents of this file will first appear as:

OfficeCat

Folder Title: YourDatalteml
Department Name: YourDataltem?2
Folder Date: YourDataltem3
Folder Barcode: YourDataltem4
Next Label

Folder Title: YourDatalteml
Department Name: YourDataltem2
Folder Date: YourDataltem3
Folder Barcode: YourDataltem4
Next Label

Folder Title: YourDatalteml
Department Name: YourDataltem2
Folder Date: YourDataltem3
Folder Barcode: YourDataltem4
Next Label

You should note that the very first line in the data file is the Keyname OFFiceCat of
this special print job. Each special automatic print job should be given its own unique
Keyname. That Keyname must be the first line in any data file.

You can open this data file that has three sample labels. The line Next Label is
used to separate one label from the next. You should then edit all the
YourDataltem strings to make the real data for your custom print job. We put in
three sample labels in the initial OFFiIceCatData. txt file to remind you of the
file format, but you would obviously use the features of your word processor to copy and
paste as many labels as your data file requires. With just a little bit of editing work you

RCO / Labels28.doc 3/28/2012 75 0f 179



can quickly create large data files. The last line in your data file should also be Next
Label.

If you were to create a text file for 5 labels as opposed to 50, those five labels could
appear in the OFFiceCatData. txt file as follows.

OfficeCat

Folder Title: Billing Information
Department Name: Technical Programmers
Folder Date: 04/02/2004

Folder Barcode: 00001

Next Label

Folder Title: Accounting Information
Department Name: Wood Workers
Folder Date: 04/02/2004

Folder Barcode: 00002

Next Label

Folder Title: Personal Information
Department Name: Metal Workers
Folder Date: 04/02/2004

Folder Barcode: 00003

Next Label

Folder Title: Shipping Information
Department Name: Shipping

Folder Date: 04/02/2004

Folder Barcode: 00004

Next Label

Folder Title: Administrators
Department Name: Personnel

Folder Date: 04/02/2004

Folder Barcode: 00005

Next Label

This text data file contains all the data to be printed. Note that the actual data follows the
- and space characters on each line. Do NOT word wrap the data lines in your data text
file. This data text file does not have to have a special name because the first line in the
file contains the keyname OFFiceCat. The advantage in using field name titles like
those shown above is that you could actually type the data by hand because you know
where the title is, you know where the department name is, you know where the date is,
and you know where the barcode is. Thus you should use field names that are
meaningful to your particular label design.
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After editing the file OFF1ceCatData. txt you would open this file as a data file
and print its contents.

a8 Edit Options View Help

Mew Blank Label
Open a Template. ..
Save a Template. ..

Open a Sheet Specification. ..
Save a Sheet Specification. ..

Setup An Automatic Print Scheme. ..
Printer Setup...

Print Individual Labels. ..

Print Full Sheets of Labels...

Print a Set of Motebook Tabs...
Print an Envelape...

Print a Data File...

Print A Range of Serial Mumbers. ..
Print Scanner Control Sheets...

Exit

and select OFFiceCatData. txt as the file to open.

When you open this data file you should see the first label appear as:

Billing Information  Technical Programmers 04/02/2004

00001

When you see this you know the program correctly read the other three design files.
Anytime you open a data file you should see the information for the first label in that data
file appear on the screen.

To continue, you would finally select the menu item
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=W Edit Options View Help
Mew Blank Label

Cpen a Template. ..
Save a Template. ..

Open a Sheet Specification. ..
Save a sheet Specfication. ..

Setup An Automatic Print Scheme. ..
Open a Data File. ..

Printer Setup...

Print Individual Labels. ..

Print Full Sheets of Labels...

Print a Set of Motebook Tabs. ..
Print an Envelope...

Print & Range of Serial Mumbers. ..
Print Scanner Control Sheets. ..

Exit

The program will NOT prompt you for a filename to open because it always assumes you
first opened some data file. When you initiate printing you will then see a dialog like

Prirter

MName:

Status:
Type:
Where:
Commenrt:

Prirt range
f« Al
~

~

Panasonic KX-P7305 PCLE - Properties...

Ready
Panasonic KX-P7305 PCLE
LFT:

Copies

Number of copies: 1 El:

LGl
OK | Cancel

that allows you to select the printer you are going to use for this print job.

Next, you should see the dialog box
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Efl Printing Instructions Q@@

Label Printing Order;

i iFrint Left-Right Acrozs the Caolumns First Page Starting Label

¢ Print Tap-Bottom Dawn the R Flaw Column

rint Top-Bottorm Down the Rows — —

T

Mumber of Labels To Print; |1 - ] it U iz Fasiien
0k Cancel | Help |

that allows you to set the starting print position on the first label sheet and to set the
printing order.

After clicking OK, the program will automatically start printing the last data file you just
opened. Internally program performs the following sequence of steps.

1.

The program will read the first line in the data file OFFiceCatData. txt
to get the Keyname. In this case the Keyname is OFFiceCat.

The program will load the sheet specification file named
OfficeCatSheetSpec. txt.

The program will load the items template file named
OfficeCatltemsTemplate.txt.

The program will load and remember the lines in the file named
OfficeCatMappinglDs. txt.

The program will begin a loop in which it reads the remaining lines from the
OfficeCatData. txt data file one line at a time and it will load that
information into the current label, based on the field names and the mapping of
the index numbers.

The program reads one line from the data file at a time until it reads the line
Next Label. Then it prints the current label.

The program continues looping back to step 5 until all the data has been read and
all the labels are processed. The program will keep track of label sheets and it will
load each new label sheet as required. When it reads the last line in the file,
Next Label, it will then print the last label and stop.
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The last thing to understand about this automatic print scheme is a little technical. The
file named OFFiceCatMappinglDs . tXt contains the following lines:

Folder Title: [O]
Department Name: [1]
Folder Date: [2]
Folder Barcode: [3]

The order of these lines is not important, but the numbers between the square brackets are
critical. So is the space between the - character and the left square bracket. In other
words, these four lines can appear in any order in the file
OfficeCatMappinglDs.txt.

You should recognize the four field names. This mapping file is required to use the same
field names that are in the data file. Folder Title: and Department
Name: and Folder Date: and Folder Barcode:. The numbersin
square brackets following these field names must match the corresponding item indexes
found in the OFFiceCatltemsTemplate. txt file.

The file OFF1ceCatMapping IDs. txt acts as a print job control file because it
specifies where the actual data information gets placed on the label. All placements of
text strings depend on the index numbers that are in the items template design file. This is
why you should create the items template file before you create the corresponding
MappingIDs file. The purpose of any Mapp 1ng 1 Ds file is to associate name
titles with items template index numbers.

The two files named OfficeCatMappinglDs.txt and OfficeCatData.txt can be
manually edited as text files separate from this program. Thus after creating an automatic
print scheme you could alter the field names or the index numbers if your items template
design also changes. The main requirements for the automatic print scheme files are that
the index numbers in the Mapp Ing IDs . tXt file correspond to the numbers of
items used in the 1temsTemplate . txt file and the field names used in both the
MappinglIDs.txt fileand the Data.txt file must match.

8.2 Automatic Printing of Names and Addresses

Normally, you will use the above descriptions to create custom automatic print jobs.
However, there are three other types of automatic printing that can be considered non-
custom that is built into the ALabel program. Two of these other print jobs are related to
automatically printing either envelopes or address labels.

To setup automatic printing of either envelopes or address labels, all you need do is

create a data text file in which each label consists of 3 or 4 or 5 address lines. Each next
label is separated from the previous one by exactly one blank line. There is no Next
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Label line in a names and addresses data file. As an example, you could use the

Windows Notepad editor to create a text file like the following:

8.2.1.1 John Doe

123 Main Street
New York, NY 12345

Mary Doe

Apt. #12B

789 Lincoln Blvd.

Los Angeles, CA 90025

The President

Attn: General George Washington
The White House

1600 Pennsylvania Avenue
Washington, DC 00000

Joe Johnson

CEO

The JJ Company

54321 Elm Street

Salt Lake City, UT 98765

The above example file has only 4 names. Just remember to keep the names/addresses
separated by one blank line. Normally, each address will consist of 3 or 4 or 5 lines of

information.

To print envelopes using the above list you would normally select the menu item
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=W Edit Options View Help
Mew Blank Label

Open a Template. ..
Save a Template...

Open a Sheet Specfication. ..
Save a sheet Spedification. ..

Setup An Automatic Print Scheme. .
Cpen a Data File...

Printer Setup...

Print Individual Labels...

Print Full Sheets of Labels...

Print a Set of Notebook Tabs...
Print & Data File. ..

Print A Range of Serial Mumbers. ..
Print Scanner Control Sheets. ..

Exit

to bring up the following Envelope Printing dialog box.

Bf Envelope Printing E]E

Fram Infarmation:

From Information # Create a From
1 —~ Address Label Name: |
Address Line 1: | Changing either infarmation
. : nurmber automatically laads the
Save From Information
Address Line 2 |
Paste from Clipboard > City, State ZIP Code: |

canesponding address.

Send To Information:

_ I arne: |
To Information #

1 - Attentior; |

Save To Information Address Line 1: |
Type of Ervelope:
{+ Standard Envelope Paste from Clipboard »» | Address Line 2: |

" Large Ernvelope

Print a Senes Using a Text File

City, State ZIP Code: |

Create a To
Address Label v Apply POSTMET Barcode

Shan the Envelope‘ ¢ Print the Ervelope | Cancel ‘ Help ‘

Next, type in the From Information in the top four edit boxes in the above dialog box.
We assume the From Information is the same on all envelopes. If your return address is
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already printed on your envelopes then you could leave the From Information blank.

. Frirt & Series Using a Test Fil :
Then you would click the button aneE A e = | and you will be prompted

to open a text file. After selecting your text data file you will choose the printer and then
the printing will begin. Address printing like this assumes you are printing on either
standard or large size envelopes; the choice is made in the above dialog box. The Send
To Information is what gets read from your text file and so you don’t need to enter
anything in the above dialog box in the Send To fields.

To print the above names and addresses text file, not on envelopes, but on some kind of

Sheet Infarmation

an address label sheet, you would normally first click on the | button in
the toolbar to first select the desired sheet specification. Then you would select the menu
item

File B=si8 Options View Help
0O Undo Delete Selected Objects Ctrl+Z

Q Mew Label Ttem »
in
Create An Address Label. ..
':'_ Create A Large Box Label. ..

Create A Folder Label. ..
Create A Vertical Folder Label. ..
Create & CD,/DVD ROM Label. ..

Change Text Case...

select All Cirl+a
1 —  Unselect all

—  Clear the Entire Label of All Ttems

and this will bring up the following dialog box for printing address labels.
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B Edit the To Address Information

Compary Mame: | To Information #

1 = Save ToAddreszs Information |
Attention: |
Label Type Selection:
Addresz Line 1 | ™ Usze the curent Label Specification Sheet
Address Ling 2 | * Usge the Avery BEEZ Tx2 Addressz Label Sheet

City, State ZIP Code: | [v &pply POSTNET Barcode

Compaty Name
Attention
Address Line 1
Address Line 2
City, ST 12345

Print a Series Usging a Text File | Create The Label | Cancel ‘ Help ‘

If you know you want to use the standard Avery 8662 type of label, you can select that
radio button in the above dialog box. Otherwise the program will use the currently loaded
label sheet. You don’t type in any address information in this dialog box because all of
the addressing data is going to come from a text file. The whole point of opening this
dialog box is just to get to the special button described next.

Print a Senes zing a Text File |

Then you would click on the button and you will be
prompted to open the text file that contains your list of names and addresses. Then you

will be asked to select the starting print position and specify the print order.

Bl Printing Instructions |:| |E| [zl

Label Printing Order:

f*" Print Left-Right Across the Columnz First Page Starting Label

 Erint Top-Bottom Down the Flow Column
TIFT DFI' arkon Lhown 2 MOWsE - -
| 3

Mumber of Labels To Print; |1 = v Auto Update Position

Dk | _, ........ |: ance|._ Help |
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Finally, you will be given a chance to select the printer you wish to use for this print job.
The addressing dialog box will automatically close and the printing process will begin
after you select the printer.

8.3 Automatic Printing of Serial Numbers

The fourth and last kind of automatic printing is used to print a series of Serial Numbers
in a barcode format on a sheet of labels. To initiate this kind of a print job, first select the
menu item

3-8 Edit Options View Help
Mew Blank Label
Cpen a Template...
Save a Template...

COpen a Sheet Specification. ..
Save a Sheet Specification. ..

Setup An Automatic Print Scheme...
Cpen a Data File...

Printer Setup...

Print Individual Labels...

Print Full Sheets of Labels. ..
Print a et of Motebook Tabs...
Print an Envelope. ..

Print a Data File. ..

Print A Range of Serial Mumbers...

Print Scanner Control Sheets,.,

Exit

The program should automatically load both a sheet specification and an items template
that appear as
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123456

Confirm

9P ‘four barcode template will be used
- to format all the printed labels.

Do you wish to continue?

Note that this is a very simple label that only contains a single barcode item. The
program would have automatically loaded two files named
DefaultSerialNumberltemsTemplate. txtand
DefaultSerialNumberSheetSpec.txt. You are asked to confirm that
you wish to use this pattern for your Serial Number barcodes. Click Yes to continue and
you should then see the following dialog box.
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B Create Serial Numbers for 1D Barcode Labels

The Text Prefis The Texat Suffix:
2 z
T ext Prefis Option: Text Suffis Optior:
* Apply the Test Prefiz to &l Labels f« Apply the Text Suffis to All Labels
" Do Mot Apply the Texst Prefis " Do Mot Apply the Test Suffiz
The Starting Murmber: The Ending Mumber:
I 339

Hurnber String Length:
[v Fill bo the Mumber Length Using Preceding 0's 3 =

Wiith all aptions turned on a typical barcode label text might look like:
A0001237

where the serial number length is b digits. filled with preceding zeros.

Print Carnicel

The main entries here are the Starting Number and the Ending Number. However, you
have the option of including either, or neither, or both a text prefix string and a text suffix
string. These two strings are considered constants that appear before and after each serial
number that is generated.

In addition to adding fixed text to a serial number, you also have the option of filling out
all generated serial numbers to have a fixed length that you specify. Any and all serial
numbers that use fewer digits than the Number String Length that you specify can have
preceding zeros attached so that all serial number numbers have the same length. Note
that this length has nothing to do with any text prefix or suffix that may get added to the
serial number string. Prefixes and suffixes are added after the 0-padding takes place.

When you click the print button, you will be prompted for the starting label position and
then the program automatically generate and print all serial numbers.

This automatic print job assumes you have three files with the names:

DefaultSerialNumberltemsTemplate. txt
DefaultSerialNumberSheetSpec. txt
DefaultSerialNumberMappinglIDs. txt
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The above three files should have been installed with the program.

The program will automatically create the 4™ required data file that will be named
DefaultSerialNumberData. txt. You normally won’t see or do anything
with this file. This file gets over-written with the new serial number data each time you
print a barcode series.

9 Printing Labels

You initiate printing by selecting one of seven menu items under File.

38 Edit Options View Help
Mew Blank Label
Open a Template...
Save a Template. ..

Open a Sheet Specification. ..
Save a sheet Specfication. ..

Setup An Automatic Print Scheme. ..
Open a Data File. ..

Printer Setup...

Print Individual Labels...

Print Full Sheets of Labels...

Print a Set of Motebook Tabs. ..
Frint an Envelope...

Print a Data File...

Print A& Range of Serial Mumbers. ..
Print Scanner Control Sheets. ..

Exit

You can either:

Print Individual Labels

Print Full Sheets of Labels

Print a Set of Notebook Tabs

Print an Envelope

Print a Data File

Print a Range of Serial Number Labels
Print Scanner Control Sheets

NogakowdnpE

Probably most of time you will use the ALABEL program to just print an individual
label, but even in this case you can print multiple labels that may fill one or more full
sheets. You would only use the Full Sheets menu item when you know you want to print
a full sheet with the same label. Note that you can also just press CTRL+P or CTRL+S
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to initiate printing an individual label or a full sheet. Printing a data file requires using an
associated database.

When you print Individual Labels you should first see the following dialog box

Bl Printing Instructions

Label Printing Order:

f*" Print Left-Right Across the Columnz First Page Starting Label

* Piint Top-Bottom Down the R Flow Column

rink Top-B attarn Do the R ows - re

S I

Mumber of Labels Ta Print; W v Auto Update Position
ok | [[Eaned Hebp |

First select the Label Printing Order. You can only choose between printing across first,
or printing down first. In many cases you may not particularly care whether you print
across the sheet first, or whether you print down the rows first. This option can be used
to help determine what labels will be used first on your label sheet.

Next, you should identify the row and column position of the first label that you want to
use. If you choose to print many labels at once, you might end up using multiple label
sheets. For the second and successive sheets, if any, the program will normally start with
row 1 and column 1. However, by allowing you to precisely specify the starting position
on the first page, you can make good use of a partially used label sheet.

This feature saves you from wasting labels on partially printed label sheets. Each time
you print a batch of labels the last sheet you print will probably contain some unused
blank labels. Whenever you start printing a new batch of labels, you can tell the program
the starting position of the label on any first partially used label sheet. The program can
then skip over the already used label positions on that first sheet and only print on the
unused labels. If your print job uses multiple sheets, then the 2™ and remaining sheets up
to the last sheet can be assumed to use all the labels on those sheets.

Of course the last sheet in a batch may again be only partially filled with printed labels.
But you can then recycle or reload that last sheet and use it as the first sheet in the next
batch that you print. If you always print using the same print order scheme (which most
people do) then you can make full use of every label on every sheet.

The last option is to tell how many labels to print. Although you may only print one label

most of the time, you can print up to 500 or more labels all at once. All labels will be
same.
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If you click the Cancel button in the above dialog then printing will be cancelled. If you
click the OK button in the above dialog then you should see yet another dialog box,
somewhat like the following, just before you actually start printing.

Printer

Marmne: |HF' Lazerlet | j Froperties. .

Statuz: Ready
Type: HF Lazerlet Il

Where:  LPT1:

Cormnment;
Frint range Copies

o Al Murnber of copies: 1 3:

: CRHCEH

k. | Cancel

This dialog box allows you to select a particular printer and to set the properties of that
printer before you print. If you push the Cancel button in this dialog box then all printing
will be cancelled. You select the OK button to actually begin printing. You do NOT use
the Number of Copies in this dialog to print labels. The Number of Copies should always
be 1.

If you checked the item ¥ #utoUpdate Fasiion 1, the first dialog box above, then the

ALABEL program will automatically update the Row and Column numbers in the first
dialog box above after you print any number of labels. These values are incremented in
such a manner that if you reload the last partially printed label sheet back into your
printer you don’t have to continually update the starting print position. This feature
works even when you print across multiple sheets. Thus the only time you need to
actually set the Row and Column numbers is when you print the first time after you first
run and initialize the ALABEL program.

If you choose to Print Full Sheets of Labels, the program will first prompt you with a
dialog box like the following:
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Enter the number of full sheets ta print:

*

Ok Cancel |

This dialog box gives you the opportunity to tell how many full sheets you wish to print.
All printed sheets will look the same.

9.1 Printing a Data File

You must first open a data file before you can print it. Use the first File menu item to
open a data file. The data file would have been saved by another database program, such
as the RCO Image 2000 Record Management System. See also the Help menu item
Automatic Printing... for details about how to setup the text files that define and control
an automatic print job. All automatic print jobs must be setup with three particular
design files and one data file before you can print. In most cases the design files will
have been created by RCO for you according to the specifications you provided to RCO.

When you open a data file all you should see is the first label contained in that file. If the
format that has automatically been chosen is what you want then you select the menu
item under File labeled Print a Data File. The program automatically remembers the
last data file you opened and it uses that file for printing. You will be prompted with two
dialog boxes before the actual printing begins; one selects the printer and the other
defines the printing order. Those two dialogs are the same as shown above when you
print individual label items. After the program has processed the entire data file you will
see the last record left on the screen. The act of printing a data file causes a switch from
the first to the last records in the file.

Note that data files are only one of three types:

1. Box
2. Top Folder
3. Vertical Folder

Under the Options menu you will find the Default Files dialog box in which you can
name the sheet specifications file and the items template file for each of these three kinds
of automatic labels.

9.2 Printing a User Directory

In performing physical records management where you are checking out physical records
(boxes, folders and documents) and you have a mobile scanner and don’t have access to a
computer you need a way to scan the user id of who you are delivering the records. The
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following figure shows the user directory with department number, department name, last
name, first name and userid.

10500 ATTORNEY BELL LYNETTE Il II||J||!I|III i

10500 ATTORNEY DONNELLY NANCY ([ II||j||i|| I

10500 ATTORNEY HEATH SUSAN Il ||||:|||L|||| ]

10500 ATTORNEY HERRING RICHARD Il ||||j!|||| ]

oso0 ATTORNES INEANTE RAMON I
Sl&

First Generate a Custom Report of all the users

Log in to the admin interface

To create a new user directory you will create a userdirectory.csv report.
Check only the People check box in Groups

Check only the User in the Group ltems

Include Groups:

™ Blectronic I Otganization ¥ FPeople r Phyrsical

Include Group Items:

M an r @Fuﬂcﬁunal(}mup r Ru:ule W Eilser I~ Suser Crougp

Uncheck summary report

Pick export detail report to: userdirectory.csv
Pick result type: csv

Pick unlimited

v Include Detail Eeport " Open first
I Include Summary Eeport ¢ Open first

Mlazzirmum Mumber of Detail Eows Eeturned: [nliEEE =

" Display Detaill Eeport to Screen
& Export Detaill Eeport to Electronic File Eesult BEecord

Result Record Name: |UserDirectany.cav

Eeault File Type: IESV 'I

For the columns pick Department Number, Record Id*, Department Name, Last Name, First
Name

Sort by Department Number then Last Name

Group by Department Number then Last Name

Click the submit button to run the report.
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Feport Column Definttion |5 vI-

Column Data Source Column Title

Sutmary
Operation

Deparment Mumber

Fecord [d*

Department Mumber

Fecord [d*

Current Deparment Current Department

LastMame Last Mame

K S} S SN

First Mame First Marme

Ll Lyl Le

Sorting Definttion IE 'I

Detail Sort Order
(optional)
Current Deparment j
Last Mame j
Grouping Fields
{ophonal)
Current Department j
[

Copy this file from the results groups in the directory to c:\Program Files\Alabel.
Click on the file in the directory.

Click the history tab

Highlight the file by clicking the 1 under version title

Click the copy button

| ﬁ Cutl]uul Cuu'{antl E;aarr;hl f‘-.a'[au'[]unl E;ar;ur]i_;.r] U]aluul History |
|EID>< Nurmber || Checked Cut Version File Size MModified Date Ilodified By  Checlout By

@ M State Records [ m | 1 | e4rp] 2006-01-040900m67] 0000 | ]

@ Chart of Accounts

Lz RoleManager iew | Delete | Checkin Checkout Copy Cancel Help

You will see the following dialog.
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You might want to highlight the file and then click the Save As button to direct where you want the
file stored.

E savess.
IH save sllas.

Submit | Help |

Generate user directory with the Alabel program
Start the alabel program from the windows desktop or the run command
Pick File menu Convert from CSV to a Data File
Pick the keyname userdirectory
Pick the csv userdirectory.csb you created above
For item index # write out 0, 4, 1, 2, 3 (0 goes in line 1, 4 goes in line 2 and so on)
Click the Create the Data File button

Hfl Convert From CSY Lo a Data File o =]

The Keynane: ILIserDilectDly j

Chooze the C5Y Source File. . |

The Source File: |C:%Program Fileshalabel\J zerDirectony. cay

kap C5Y Field Columns to Indes Numbers:

Data Column B [Item Indes # I ﬂ
1 0 W H_emu:uve_ Gun_tes Surrounding Dat_a
5 4 Field Stringsz in the C5Y Source File
3 1
4 2
5 K| Clear the Index Mumbers
E
7
8
g
10 ;I
Create the Data File | Cancel | Help

Pick File menu Print a data file from a list to print out the user directory.
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Note that you can print to a PDF file to first check your work prior to running the actual print job.

10 Tutorial

This is a tutorial help file for users who are new to the program named ALABEL. The
program ALABEL is a simple program for printing labels on sheets of labels. This
tutorial is intended to help new users quickly learn how to use the program to make and
save and load and print labels.

This tutorial is in two parts. In the first part we will make a sample label for a folder. In
the second part we will make a sample label for a box.

When the ALABEL program is first started you may see a screen similar to the
following.

Al Image 2000 - Default Sheet Spec: 51 2 ;l
File * i . Optij:ns fiew  Help

Ol S ¥ B v o |1?5 j ITimesNewHoman j I'IU j Plopertiesl H = {:}

Ty 7| N O T INEE R E | sneetivomaion | acive| () 10

. 0 1 2 3 4

Lyl

NN A LT 1 R

Barcode
1
I|| ﬁ h '

What shows in the above screen image is a white label that contains 10 items that
represent the eight kinds of objects you can place on a label. There are two horizontal
toolbars just below the main menu and below the two horizontal toolbars is a yellow
horizontal ruler. The number in the bottom toolbar that is off to the far right indicates the

number of currently active objects that are on the current label. = CTJ 10 This is the
number 10 because there are 10 objects on the above label.

i
&
H
E
)
=
5
—
=
-~
=]
o4
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You can also see two yellow rulers, one horizontal and one vertical, that are used to help
you size and position elements on a label. The upper-left corner where the two rulers
intersect shows the current ruler units

The default units are inches, but you can click this area and it will then change to a red

background . for centimeters. Both rulers would then be re-drawn in centimeters.
You can change the current ruler units at any time to either inches or centimeters by
simply clicking on this aqua blue or red area.

Near the top-right of the label is a Barcode object that has the text Barcode associated
with it. There are two objects that represent a rectangle, and an oval, and there is a line
object. The rectangle has a filled-in color that is an aqua blue and the oval has a filled-in
color that is green. Near those two objects is a line that is drawn at an angle and is
colored black. The rectangle and the line and the oval are what we call geometric
objects.

The Lincoln penny, the dollar bill, and the stamp are all examples of what we call Picture
Images. Pictures come from disk files that can have either of two file types. Pictures can
be what are called bitmap files or JPG files. For example, you might use a company logo
in the form of a bitmap, or you might have a picture of an object that is placed inside a
box for storage. One special point to note about Picture Images is that you should try to
use only 24-bit color Windows bitmaps. These will be files with a .BMP file extension.

You can also use JPEG images but only those that contain a bitmap equivalent 24-bit
color image will work. JPEG images must end with a .JPG file extension. Actual
Windows *.BMP files and *.JPG files are the only kinds of images that you can rotate at
0 or 90 or 180 or 270 degrees counter-clockwise. You can still load and use any other
kind of a Windows *.BMP image file or a JPEG without any rotation, but you can only
rotate 24-bit color bitmaps at 90 or 180 or 270 degrees. If you try using a JPG file whose
colors don’t look correct, just convert the file to a true 24-bit color BMP file and then it
should work.

The Rotated Block Text is a special kind of object that combines a painted rectangle
background with text that has been rotated. This particular example shows blue text over
a pale yellow background. The text has been rotated 90 degrees counterclockwise. In
general, rotated block text can be rotated at 0, or 90, or 180, or 270 degrees
counterclockwise. The background color can be specified in several ways, and it can
even be the same white color as most labels. In that case the text won’t appear to have a
background around it. In many cases you can think of Rotated Block Text as text with
special properties for either color or automatic positioning and alignment. It is very easy
to make Rotated Block Text items always appear centered with respect to other objects or
with respect to the entire label. The text in the block can also be word wrapped
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automatically and can be given any combination of horizontal left, center and right or
vertical top center or bottom alignment.

The lower-left of the above label contains an object that is called 2-dimensional barcode.
Unlike normal 1-dimensional barcode, a 2-D barcode object always appears to consist of
little jagged blocks in its middle and it has tall straight vertical bars of different thickness
on its left and right sides.

The final object near the upper-left of the label is just a string of characters. We call this
object a Text String and in the above figure the related text just shows “Regular Text
String”. Regular text strings are not as sophisticated as Rotated Block Text objects, but
they have their uses. In general, we usually prefer using Rotated Block Text objects as
opposed to regular text strings. This is especially true when the text on your label is
automatically generated from a database because in this case the length of text strings
dynamically changes and in some cases this can affect how that text is aligned with other
objects or how it aligns on the label. For now, just remember that Rotated Block Text has
many special properties that make it more useful than regular text strings. Regular text
strings can be rotated at 0 or 90 or 180 or 270 degrees just like barcodes and rotated block
text.

10.1Creating a Folder Label

To begin the design of a new sample folder label, first click the leftmost button in the

upper N toolbar. This button is used to clear all the items on the current label and to

make an empty blank label.

When you click this button, you will be prompted by a message like the following

Creating a new label will overwrite
H,_‘_-/ any editing changes you have made.

Do you wish to create new blank label?

Click the Yes button and you should be staring at a blank label. The blue lines that
remain on the label are called gridlines that are used to align objects on the label. These
gridlines won’t actually print when you print a label. They are only used as temporary
guides to help you position objects when you make a label design.
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BR Image 2000 - Master Sheet Spec: hx 2

File Edit Options View Help

O = 1=} = 'Y B v oo I'I?E j ITimes Mew Roman ;I I'ID LI Properties | FH § {:}
Ty NITZO T [ Sheet Information | nactive| 1 () 0
a 1 2 3 4

When no object is currently selected some of the buttons and items in the top toolbar will

be inactive and grayed out. You will see the number O at the far right of the lower
toolbar.

A0 0
This number changes as you add and delete objects from the label.
The first step in creating a new label is to delete all the objects on any existing label. The

second step is to select the particular size and kind of the background label. We refer this

as selecting a Sheet Specification. You can click the Sheet Information button in the
lower toolbar.

Sheet Infarmation I

You should then see a dialog box like the following.
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#H Label Sheet Specifications

Manufactured Mames:

Aoy 5160

Avery 5163

Aery B4EE

Ay BEEZ
Business Backs
Folder Top

Folder Vertical
Landscape 11x8.5
Large Box

b

Mazter Single Wide
Office £

Plain 3-Scross
Portrait 8.5411
Single “wide
Wwhatewver

Label Sheet Orientation:
&+ Potrait

" Landscape

Redraw ‘

[~

All measurements are in decimal
inches accurate to hundredths.

Individual Label Width = [4000
Individual Label Height = [2000

First Column Left Page Margin = W
First Row Top Page Margin = W
Space Between Columns = ,W
Space Between Rows = IW

Mumber of Rows of Labels = |5 &

Murmber of Columng of Labels = |2 &

Sheet width = |8.500
Sheet Color | Sheet Height = |11.000

Frint a Sheet Template

[v Print Template Label Numbers

o]

Load Label Sheet Infarmation ‘

Save Label Sheet Information ‘

Help |

D ARCOMNMMAGE 200048 abe\DELPHIWM azterShestS pec. bt

Change the Print Order |

This dialog box is used to define the details of any label sheet that contains any set of
labels. For our first example we are going to choose the Manufactured Name that is
Avery 5160. Click on the first entry in the above list box. and note how the sample sheet

gets redrawn as:
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The above sheet numbering scheme shows the default order in which individual labels
will get printed. In the above figure the numbers first run left-to-right across a row on the
sheet before they go down the sheet. However, if you prefer to first print going down the
columns then this numbering scheme can be changed to make a different printing order.
You can select either row or column print order at the time you submit a print job. For
now, just click the Ok button.

You should then see a single blank label that has the size and proportions that correspond
to the selected label sheet. The program only shows one typical individual label and in
fact this is the reason the program is named ALABEL.

4 N
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We are going to create a label that will be attached to a file folder. Our label is only
going to contain three items. To place the first item on the label, click the Oval Tool

button in the lower toolbar that appears as © . This button is used to create an oval
object. After you click it, the Oval Tool button appears depressed to indicate you have

selected the oval drawing tool, IE but no oval object gets created until you left click
the mouse somewhere on the label. So left click your mouse anywhere near the upper-
left corner in the label.

You should now see an oval object placed on the label. The size and aspect ratio are both
chosen at random, but you should see something like the following. The little black
handlebars indicate the oval object is selected. You may also note that the Oval Tool
button has automatically been turned off, and the Select Tool button is now turned on and

appears depressed E at the left of the lower toolbar. lﬁ S| \mOT This
is normal as most of the time the Select Tool will be the active tool. The remaining tools
on the lower tool bar are usually only temporarily selected, and most get automatically
deselected as you perform normal operations.

O ﬁ u % ‘}é E |1?5 j ITimesNewHoman j |1EI LI F'n:npertiesl =2 |
Iy NOO T I e g TFiGiaton active | (O 1
I

Ly

£3

When any object is selected, you will see two extra yellow areas next to the rulers that
shadow the current dimensions and position of that object. In the above figure the ruler
indicators show the object is between % to % of an inch on the horizontal ruler and is near
Y4 of an inch on the vertical ruler. The width of the horizontal ruler indicator matches the
current width of the object while the height of the vertical ruler indicator matches the
current height of the object. So by reading these indicators you know the starting and
ending positions of the object on the label.

Right-click the middle of the oval object with your mouse and you should see a little
popup menu appear.
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|
Bring To Front
Send To Back

Delete Selected Ohject. ..

Choose the Properties menu item and you should see a dialog box like the following:

B Oval Properties [Z| [E| El

Line/Edge
Thicknesz Pixels:

2 3

Line/Edge Color... |

[&ll Uitz are in Inches)

Diztance From Label Left Edoe: |E|.45E=

Diztance From Label Top: |EI.1 13

width of the Oval; |0.445

Height of the Dval |0.255

[ Fill'with Calor Fill Calar...

[ Mon-Frintable [ Make a True Cincle

................................

Ok Cancel | Help |

Fill Calor...
Click the button in this dialog that appears as $ and you should bring up
another dialog box for selecting a color.
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Color

Basic colors:

T

EfEEEEEN
ElEEEEEN
EEEEN .

Custom colors:

[efine Cugtarn Colors >

ok ]

Cancel |

| ColoriSoid |, [120

Hue: I-lll]'

Sat: Iﬁ

Fed: Iﬁ
Green: Iﬁ
Blue: Iﬂl—

Add to Custom Colors |

Choose the color yellow near the upper-left corner in this dialog box and then click the

Ok button.

When you see the next dialog box, turn on the checkbox that says Fill With Color. You

should then see the following.
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B Oval Properties

Line/Edge
Thicknesz Pixels:

2 3

Line/Edge Colar... |

[&ll Unitz are in Inches)

Digtance From Label Left Edge: |EI.458

Diztance From Label Top: |EI.1 13

Width of the Oval: |0.445

Height of the Dval: |0.255

# Filwith Color Fill Color..

[ Mon-FPrintable [ Make a True Circle

1]3 Cancel | Help |

Click the Ok button and the oval on the label should now appear with a filled-in color
that is yellow.

The little black handle bars not only indicate this object is currently selected, they are
also used to resize and reshape a geometric object. Use your mouse and click on the
lower-right black handle bar on the oval and drag that handle bar so that the oval shape
becomes more circular. You don’t have to make a perfect circle, just eye ball it so it
looks close to a circle. Then let up on the mouse.
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Finally, click the middle of this object with your left mouse button, but continue to hold
the left mouse button down. You should then see the cursor changes to 4 arrows that
indicate you may drag this object in any direction, anywhere across the label.

=

Drag the oval until it is near the upper-left corner of the label and then let go of the
mouse. Congratulations! You have created your first label item, you have edited its
properties and changed its color and positioned it on the label.

Next we are going to create and edit a 1-D BarCode object. Click on the 1D Barcode

Tool in the lower toolbar. I""”. This tool will change to appear depressed which means

the 1D Barcode Tool is temporarily selected M. Now reft click once to the right of the
oval and you should see a new 1D barcode object automatically gets created on the label.
You should see something like the following where the initial placement of the upper left
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corner of the new barcode object is where you clicked the mouse when the 1D Barcode

Tool W| was selected.

123456

| O III|IIII|I|II|III|II||IIIIé

El

The initial text of the 1D barcode shows the number 123456. We are going to change
this. Right-click in the middle of the barcode object and when the popup menu appears
select the Properties menu item to bring up the following dialog box. You could also just

click the Ml button that appears in the upper toolbar.
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B 1D Barcode Properties

Barcode Font Mame: Barcode Font Point Size:
|Times New Fioman -] 3 W Prinkt the Barcode Test
Eevzadl [hae Bad [ Mtaie | Undedine
" Code 39
Rotation Angle: ] L
Harizontal Texst Position:
~
Estended Code 39 Text & O Left
* Code 128 (SetB) i o * Center
— .
(" Code128(SetCdgisonly) | axal ¢ 180 * Right
" POSTMET o o2 _ .
B Yertical Text Position:

~
Centering Opfiars Barcode Color... | Abave
™ Certer On the Label & Below

{* |lze the Edge Distance

[&ll Unitz are in Inches)

Distance From Label Left E dge: ||1-_“"| 4 # width; |0.012

Distance Fram Label Top Edge: |E|.2EIE Y Height: |0.27
|nzert Today's Date | Inzert the Time |

Barcode Tent:

123456

I_ Mon-Printable .’ ............ |:|k ............ ‘ Cancel | HElI:I |

Select the Barcode Type to be Code 128 (Set B) and then click the mouse in the edit box
where 123456 is located and change the text to the letters “xyz123”. Since a folder label
is relatively small, we should also decrease the Barcode Font Point Size from 10 down
to 8.

Your dialog box should look like the following.
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#Hd 1D Barcode Properties

Barcode Font Mame: Barcode Fant Paint Size:
|Times Mew Floman j 8 = v Print the Barcode Text
Eezie pe ™ Bold [ ltaic | Underine
" Code 39
Rotation Angle: " L
Harizontal Text Position:
~
Extended Code 39 Test w0 C Leit
+ Code 128[SetB) B~ * Center
i .
¢ Code128(SetCoigtsonly) | gza ¢ 180 * Pight
" POSTMET o o2 _ -
H YWertical Test Position:

~
Centering Hlption Barcode Color... | Abave
" Center On the Label & Below

* |ze the Edge Distance

[&l Unitz are in Inches]

Distance From Label Left Edge: |El.?1 4 = wdidth: (0.012
Distance From Label Top Edge: |0.208 Y Height: [0.27

Inzert Today's Date Inzert the Time |

Barcode Text:

|'I 23nyz

[ Mon-Frintable

Cancel | Help |

| O D!I'I"'I'I'IIIIIII|I'III'|I'|II|'II"Ié

xyz123
O O
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One special note about the handlebars at the four corners of the barcode is that they are
hollow white squares. These special handlebars are primarily used to indicate the object
is selected. They are not used to resize the object, because objects like barcodes and
strings have their size automatically determined in other ways. In fact, the size of 1D
barcodes is determined by setting the X Width and the Y Height values in the above
dialog box. So to make the barcode larger or smaller you must specifically edit its
properties.

You can also see the horizontal ruler indicator is longer and the vertical ruler indicator is
shorter and both match the new length and height of the barcode object. Another
important point is that this program draws the true barcode on the screen and it uses a
small but exact number of screen pixels to draw the narrowest bars. Because of this, the
actual length of a barcode on the screen can appear different from how it prints on a label.
You will usually see the most accurate representation for the size of any barcode by
choosing a Zoom factor of either 175% or 350% only. That is why in the toolbar the

default screen zoom factor appears as |1?5 | . At other times you can decrease or
increase this zoom factor, but then you will want to put it back at either 175% or 350%
when you inspect your final label design. In any event be careful about placing other
objects to the right of barcode objects because the true length of a printed barcode
depends on the resolution of your printer. When a barcode object is selected the block
outline will show the true size of the barcode when it is printed on a printer. When the
zoom factor is other than 175% or 350% then you may notice the outline rectangle can
differ from the actual barcode rectangular area. This is normal, but the block outline
shows the true extent of the barcode when it gets printed on a printer.

Barcode objects can be rotated at 90, 180, or 270 degrees counterclockwise, just like
block text can be rotated. Barcode objects can also be given an automatic centering
property that depends on the current rotation angle. When the angle is 0 or 180 and
centering is chosen, the barcode object will be centered horizontally on the label. When
the angle is 90 or 270 the barcode object runs up and down vertically on the label and in
these cases if you choose to center the barcode it will be centered vertically on the label.
However, horizontally centered barcodes can be moved vertically anywhere and
vertically centered barcodes can be moved horizontally anywhere.

You might also note that when the Barcode Type is Code 128 (Set C digits only) then
any non-digit numbers in your typed text will automatically be converted to 0’s. Also,
when you select Code 39 the barcode text will appear in all upper-case even though you
may have typed in some lower-case letters. Code 39 only allows for upper-case text.
Extended Code 39 barcode allows lower-case letters, but this barcode has the
disadvantage that it tends to make long bars. Since labels are relatively small, you should
avoid either type of Code 39 and will probably prefer using Code 128. When you use
Code 128 (Set C digits only) the text you type may change so as to always make an even
number of digits. The program will add a preceding 0 to make an even number of digits
in this case. Code 128 (Set B) would be preferred when such a preceding 0 is
undesirable. We find Code 128 (Set B) works well for most applications. We only use
Code 39 when an application requires exactly that barcode.
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The POSTNET barcodes are very special, and are normally only used for printing ZIP
codes on envelope address labels. POSTNET barcodes never print the string of digits
that are the ZIP code as text (so the Print Text Under Barcode checkbox in the above
dialog box is ignored), and the height of POSTNET bars, unlike the other barcode types,
is fixed and does not change with the font size because essentially there is no font
associated with POSTNET barcodes.

Finally, click the barcode item with the left mouse button and continue to hold down that
button until you drag the barcode item so it appears close to and just to the right of the
oval. In the figure below we have positioned the barcode so that its left edge appears at
the %2 inch mark on the horizontal ruler and the bottom edge appears at the ¥ inch mark
on the vertical ruler.

0
|

Tyzl23

1 b

: KQDHIIIIIIIIIIIIIIIIIIIIIIII

IF‘
0

>

To finish our folder label we are going to add one line of text. Select the Text String tool

in the lower toolbar. T That same button will then appear depressed T Now you
can click your mouse in the white space below the barcode. You should then see a new
text string object get created on the label where you clicked the mouse. The Select Tool

lﬁ - will now be active (the Text String Tool is automatically turned off T) with the
new text string chosen as the currently selected object.

r 5
xyzl23
0O . :E|
New text string
O O
h_ i
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Grab the new text string item in its middle with the left mouse button and drag or move
the string until it appears under the other two items, but near the left edge of the label.

xyzl23

New text string

Finally, click the M button in the upper toolbar and you should see a dialog box
similar to the following:

#A Text S5tring Properties -0 x
Fant Mame: Fant Point Size: ==
ext Color...
|Times Mew Boman j |'IEI ﬂ

[v Bold |w Italic v nderline

Rotation &ngle: Ingzert Today's Date | Inzert the Time |
Text & 0 _ _
Centering O ption:
ﬁ £ a0 (" Center On the Label
igl 180 f* Uze the Edge Distance
(a1}
i 270

[&l Unitz are in Inches]

Digtance From Label Left Edge: |EI.1 23

Distarice From Label Top: {0558
Texst Messzage:

|This is  folder label

[ Mon-Printable Ok Cancel | Help

Change the text message to “This is a folder label” and turn on the Bold, Italic and
Underline checkboxes. Then click the Ok button. Now the label should appear as:
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O, H
This is a folder labet
O O

b -

Text strings can also be given an automatic centering property that depends on the current
rotation angle. When the angle is 0 or 180 and centering is chosen, the text string will be
centered horizontally on the label. When the angle is 90 or 270 the text string runs up and
down vertically on the label and in these cases if you choose to center the text string it
will be centered vertically on the label. However, horizontally centered strings can be
moved vertically anywhere and vertically centered strings can be moved horizontally
anywhere.

If you left-click the mouse in any white space area away from any item then no label item
will appear selected. In fact, clicking a white area is the standard way of making no
selection. Clicking a white area of the label will automatically turn on the Select Tool

lﬁ - in the lower toolbar. Otherwise clicking any object with the left mouse button will
select that object for further operations.

10.2Toolbar Tools

You may also note that there is a button in the upper toolbar that appears as M :
An alternative to right-clicking an item to bring up the Properties menu item is to just
click this button. However, this button will become inactive and will be grayed-out
unless or until you select an object.

There are several other items in the upper toolbar that will change from active to inactive
states depending on the nature of the last item you select. For example, font properties
are associated with regular text strings and barcodes and rotated block text and font
properties include the following controls in the upper toolbar.

|TimesNeth:uman j |'IEI ﬂ E I U

These can be used to change the font name, the font point size, and the bold and italic and
underline font attributes of regular text strings, and rotated block text. But these controls
become inactive whenever you select a geometric object or a picture image. Also, the
bold, italic and underline attributes do not apply to barcode objects, but you can change
the font name and font point size of barcode objects.
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The color control in appears in the upper toolbar as E and this can be used to change
the color of any item except a picture image. In fact, left-clicking this button changes the
main color of an object, while right-clicking it changes the border color of geometric
objects like ovals and rectangles and it also changes the background block color of
rotated block text. You can even change the color of barcode objects although almost all
barcodes have the default color of black.

The control that appears in the upper toolbar as == is used to set the line thickness for
simple lines as well as the border lines of ovals and rectangles.

The control that appears in the upper toolbar as ﬂﬂ can be used to rotate either
geometric objects like lines, ovals, and rectangles, or text strings or rotated block text and
even barcodes and picture images. Each click of this button rotates all selected objects 90
degrees counter-clockwise using their individual body centers. Clicking this button 4
times returns all objects to their original orientations. For example the following shows
the four possible orientations of a barcode object with the text of each barcode example
showing the number of degrees of counterclockwise rotation.

0 Degrees

90 Degrees

890189(T 0.C
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Yes, if you think about it, barcode at 180 degrees doesn’t make a whole lot of sense, but
most automatic readers can read barcodes backwards or forwards. Sometimes it is useful
to print barcodes vertically at either 90 or 270 degrees. Regular text strings can also be
rotated just like the above barcode examples.

If a control in a toolbar appears inactive and grayed-out when you select an object it is
because that control does not apply to that object. Only the active controls remain active
for each different type of object.

The three buttons that appear as S = are cut, copy and paste buttons that are
private to this program only. In other words, they do not work with the Windows
clipboard, but instead work with a clipboard that is private to this program. You can cut
copy and paste any number of objects as long as they are objects you place on a label
using this program.

The two buttons that appear as o are the Redo and Undo buttons respectively. The
AlLabel program provides one level of Undo and one level of Redo. Only one of these
buttons is active at a time. After pressing either the Undo or the Redo button, the other
button becomes active. These two functions are also the first two menu items under the
Edit menu, and under that menu you can see additional information about exactly what
editing change will be undone.

10.3Using the Snap to Grid

Another button in the lower toolbar helps control the Snap-To Grid. Inactive | \we
call this button the Snap-To Grid button. The default status caption on this button shows
the word Inactive. However, we must distinguish two options associated with this button.
The word Inactive will change to Active whenever the Snap-To-Action is active. But the
Snap-To Action is independent of whether the Snap-To grid is drawn or not. If you left-
click this button, the current label will be drawn showing the Snap-To Grid. When the
Snap-To Grid is drawn you will see either lines or little dots drawn all over the label.
Lines are the default, but the next figure shows the dots.
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~ Barcode
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: Rotated Block Text

Note that the wording on the Snap-To button still shows the word Inactive. That is
because the Active-Inactive caption of this button has nothing to do with whether the
grid lines or the grid dots are drawn or not.

If you left-click this same button again, the grid lines or grid dots will disappear, but note
that the wording on the Snap-To button still continues to show Inactive. Each time you
left-click this grid button the grid lines or dots are either drawn or they disappear.

To turn the Snap-To Action Active you need to right-click this button. Now the button
caption shows the word Active, even though the grid lines or dots are not currently being

drawn, . Aetive | Thus you need to understand that the words Active or Inactive do
NOT apply to drawing the Snap-To grid, they only apply to turn the Snap-To Action on
or off. The Snap-To Action can be active even if the grid lines or dots are NOT drawn.

If you hold down the CTRL key on your keyboard while you left-click the grid button
you will bring up the following dialog box that controls all the Snap-To grid options.
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BA The Snap-To Grid Options x

[&ll Unitz are in Inchesz)

Set To Match Ruler Gradations

Harizonkal Spacing: |E|.1 25

Set 0.1 Inches

Yertical Spacing; |E|.1 2h
Set 0.25 Inches

v Draw the Snap-To Grid
v Drawi the Shap-To G Set 0.1 Centimeters

[ Activate the Snap-To Action
Set 0.25 Centimeters

Gnd Drawing O phion:
(s Lines " Dotz

Ok Help

You can see two independent check boxes. One controls whether or not you draw the
Snap-To Grid line or dots and the other controls whether the Snap-To Action is Active or
Inactive. Left or right-clicking the grid button in the toolbar toggles these two options on
or off without you having to bring up this dialog box by going through the Options menu.
Note that you also have the option of drawing grid lines or grid dots. The default is to
draw grid lines.

The other point to note about this dialog box is that you can set almost any size for the
grid spacing, and you can make the horizontal distance between the grid markers
different from the vertical distance between the markers. If a spacing value you enter is
not a legal decimal or if it is zero or negative then the program will automatically set the
spacing to 0.25 inches. Also, spacing values must be between 0.02 inches and 1.0 inches.
Anything less than 0.02 inches will be reset to 0.02 inches and anything over 1.0 inches
will be reset to 1.0 inches.

There are four buttons that automatically set both grid spacing values. Matching the ruler
gradations means setting either 0.125 inches or 0.2 centimeters, depending on the current
rulers measurement. We had inches selected when the above dialog picture was taken. If
we had been showing centimeters in the rulers then all the units would be measured in
centimeters. As with all dialog boxes, you never need to convert between inches or
centimeters. Just make the rulers use the units you want and all dialog boxes will display
and use your desired units.

When the Snap-To Action is Active, and you drag or re-position an object on the label,
the upper-left corner of the object will automatically snap-to the nearest grid marker. The
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Snap-To action doesn’t happen until you let go of the object. Neither the width, nor the
height of an object are changed by the Snap-To action. It is only the position of the
upper-left corner of an object that will be forced to the nearest grid line or grid dot
position, whether the grid markers (lines or dots) are currently being displayed or not.

10.4Saving a Folder Label

We are now done creating our first sample folder label. Before printing it, lets save our
work in a file. Select the menu item File | Save a Template...

EH Image 2000 - Avery 5160 : 10 x 3
=W Edit Options View Help
Mew Blank Label

Open a Template. ..
Save a Template...

Open a Sheet Spedfication...
Save a Sheet Spedification. ..

Setup An Automatic Print Scheme. ..
Open a Data File...

Printer Setup...

Print Individual Labels.. .

Print Full Sheets of Labels...

Print a Set of Motebook Tabs...
Print an Envelope. ..

Print a Data File...

Print & Range of Serial Mumbers. ..
Print Scanner Control Sheets. ..

Exit

Next you will see a dialog box like the following:
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Bl Template Save Option =10l x|

Iternz Template File Option:

™ Save the Keyname The Frint Job Keyname:

" Don't Save The Keyname

S aving the Kepname allows the cormezponding SheetSpec File
to automatically load whenewver the Template iz loaded.

Mat zaving the Kepname means the Template will be
independent from any Sheet Specificatian file.

[T Create Sheet Specification File Using the Kepname

Ok |

Keynames are not explained in this tutorial, but they are explained in another help file
that discusses automatic printing. Usually we recommend that you do save a Keyname
with your Items Template file.

For this tutorial you can just click the OK button to ignore the above dialog box.

You should then see a standard dialog box for saving a file. Give the filename as
SampleFolderltemsTemplate.txt. Generally speaking we name our template
files as text files and we use ItemsTemplate.txt as the last part of the filename. Click
the Ok button and the program will save your work. Whenever you do save a Keyname,
all you would enter for the Keyname is SampleFolder, and the program will
automatically save two files with the names SampleFolderltemsTemplate.txt and
SampleFolderSheetSpec.txt.

10.5Printing a Folder Label

To initiate the printing process, you can select the menu item under File that says Print
Individual Labels...
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B Image 2000 - Avery 5160 : 10 x 3
>-W Edit Options View Help

Mew Blank Label
Open a Template. ..
Save a Template. ..

Open a Sheet Specdification. ..
Save a Sheet Spedfication...

Setup An Automatic Print Scheme. ..
Open a Data File. ..

Printer Setup...

Print Full Sheets of Labels...

Print & Set of Motebook Tabs. ..
Print an Envelope...

Print a Data File...

Print & Range of Serial Mumbers. ..
Print Scanner Control Sheets. ..

Exit

or you can just press CTRL+P using your keyboard. You should then see the following
dialog box.

Bl Printing Instructions ['L”'E|E|

Label Printing Order: _ ]

f* Print Left-Right Across the Columng First Page Starting Label

™ Print Top-Baottom O the R Flow Column

rint Top-B attam Dawn the B ows

S I

Mumnber of Labels To Print; |1 S /' Auta Update Postion
Ok | Help |

Select the number of labels you want to print. Usually this number may just be 1, but you
can print 500 or more labels at once if you need that many.

The reason this dialog appears before printing is so you can set the Label Printing
Order and you can tell the program what label position to start printing at. When you
print only one label these controls allow you to specify exactly which label it will be on
the label sheet. The First Page Starting Label title has Row and Column numbers
under it to identify the position of the first label to be printed.
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First Page Starting Label
R Colurnn

1T 2 [z

If you are printing from a label roll using a special label printer as opposed to printing
from a full sheet of individual labels then these controls are not considered significant
since each label is then considered to lie on an entire sheet that only contains one label.
In this special circumstance, your label sheet specifications properties should define the
current sheet as containing only one row and one column which means it defines only
one label. It may seem odd to consider a roll of labels in this manner, but this
terminology is consistent for those who print from full sheets of labels as opposed to
printing from a continuous roll of individual labels.

Since we are just practicing for this tutorial example, it doesn’t really matter what we
select here. Click the Ok button and then you will see one more dialog box like the

following:

Prirter

Mame:

Status:
Type:
Where:

Comment:
Prirt range
=+ Al
~

~

Panasonic KX-P7305 PCLG - Properties...
Ready
Panasonic KX-P7305 PCLE
LPT1:
Copies

Mumber of copies: 1 3:

ekl
Ok | Cancel

This dialog box allows you to select the printer when you have more than one printer.
Although this also has a Copies control, that control is not used by the ALABEL

program.

For this tutorial you can click the Cancel button because we don’t really need to print
anything now. Otherwise, when you really print a label, you would click the Ok button
and then the program will finally print the label.
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10.6Creating a Box Label

In the final part of this tutorial we are going to create a sample box label. A typical box
label is larger than a folder label and it can contain more information.

To begin, first click the button in the lower toolbar that will clear all items from the

current label. . When prompted you can click the Yes button to continue. You

should now be looking at a blank label.

A typical box label is larger than a folder label so we are going to select a larger label
than what we currently have. Choose the menu item Options | Label Sheet
Specifications... and when the dialog box appears, choose the Manufactured Name as

Avery 5163.

Kl Label Sheet Specifications

Manufactured Mames:

\&wery 5160
Ly
Aye
Ayvery BEE2
Business Backs
Folder Top

Folder Yertical
Landzcape 11+8.5
Large Box

Master Large Bow
Mazter Sheet Spec
Master Single ide
Office 2

Plain 3-4cross
Partrait 8.5411
Single “ide
Wihatewer

Label Sheet Orientation:
{* Portrait

" Landzcape

Redraw ‘

=

All measurerments are in decimal
inches accurate to hundredths.

Individual Label Width = [4.000
Individual Label Height = [2.000

Firzt Colurn Left Page Margin = W
First Row Top FPage Margin = W
Space Between Columns = W
Space Between Rows = IW

MWumber of Rows of Labels =

Murnber of Columnng of Labels =

Change the Print Order ‘

Shest Wwidth = |8.500
Sheet Color ‘ Sheet Height = |11.000

Frint a Sheet Template

Iv Frint Template Label Mumbers

Load Label Sheet Information |

Save Label Sheet Information |

Ok | Help

DARCOMMAGE 20000\ L abe\DELPHIWaveryB1 635 heeat S pec. tat

Then click the Ok button.

Now you should see a larger blank label.
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Next we are going to quickly add three text strings. Perform the steps described in the
next paragraph three times in a row.

T

Click on the Text String Tool button in the lower toolbar. That same button will then

appear depressed l? Now you can click your mouse in the white space on the label to
create a new text string that is positioned where you click the mouse. You have to re-
click the Text String Tool button each time you want to create a new text string. Do this
three times to create three text strings that should look like the following: Only the last
text string that was created will appear selected.

ew text string -

'
' ' ' ' ' ' '
T U N ) S Jp S B
' ' ' ' | v | v | v | ' ' ' ' ' '
'

B = E S N S
New text strin
I e

P R |
' ] ' ]

O
o

' ' ' ' ' ' ' ' ' ' ' ' ' '
T P o NP ) N
' ] ' ' | T | T | T | ' ] ' ] ' ]
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Next, click each text string in its middle to select it and while continuing to hold down
the left mouse button drag the strings on the label so they have the approximate positions
as shown in the next figure. The placement of the text strings does not have to be at all
exact.

Then starting with the topmost text string, right-click each text string and select the
Properties menu item from the popup menu that appears and change the text content of
each of the strings so they look like the following:

Order Date 2:’ 10!2005
i Trackmg RDW 1?

You should see a small window in the lower-right of the program window that has the
title Align Objects.
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Bl Align Objects  [X]

| 1| =] 3 |
<—_|_F' d_luj_p

e

= +

This window and the ten buttons it contains is called the Alignment Palette. If you don’t
see the Alignment Palette then choose the menu item Edit | Show the Alignment
Palette. You should see a little toolbar palette appear near the lower-right of the program
window. This toolbar has ten buttons on it that allow you to automatically align and
position objects on the label.

We are going to perform a specific action to select the three text strings. First, to unselect
all three text strings, click in any white space area of the label. None of the text strings
should appear selected. While holding down the shift key on your keyboard, first left-
click the topmost text string. It will grow handle bars to indicate it is selected. Keep
holding down the shift key on your keyboard and then left-click the middle text string to
select it, and finally left-click the bottom-most text string to select it. Now that all three
text strings have been selected you can let up on the shift key on the keyboard and you
can let up on the mouse. Your label should look like the following:

g A
o u|
Order Date 2/10/2005
| [u S|
Tracking Row 17
O O
(A
Bin 432
e y

The yellow ruler indicators are for only one particular selected object when you have
more than one object selected. In fact, they are usually for the last selected object.

The little white handle bars are used to indicate that you cannot resize these objects by
grabbing them. The only way you can resize a text string is to change its font point size.

Now we are going to demonstrate a couple of features of the Alignment Palette tools.
Without holding down or clicking the mouse, just slowly move your mouse across each
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of the 10 buttons on the Alignment Palette. You should see little popup tool tips that
indicate what each button does. While looking at the text strings click the button that
appears as:

L

+_1
Clicking this alignment button should cause all three objects to become aligned by the

left edge of the top text string, that was the first item we selected in this selection group.
You should now see the three objects appear as:

O o
Order Date 2/10/2005

| #
Tracking Row 17

o mi

[}

Ottt 0
Bin 432

Next, press the alignment button that appears as

__'I
=

Now you should see the objects are aligned by the right edge of the first text string.
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This button is used to align the horizontal centers of objects. You should see all three
strings are now centered horizontally with the horizontal center of the first text string.

When you hold down the shift key on your keyboard and you select multiple objects, the
program remembers the first and last objects you selected. Then when you click buttons
on the Alignment Palette the program will use either the first or the last, or both the first
and last selections to help it perform its operations.
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For the left and right and center alignments that we just performed, the program only
used the first object to determine the relative alignment positions of the other objects to
that first object.

Note that these three objects are not uniformly spaced vertically between each other. We
can easily fix that. Click the button that appears as

=

This button is used to uniformly space objects in the vertical sense. In this case, the
program used the first and last selections to determine the top and bottom alignment
objects and it uniformly spaced the middle object between the first and last objects. Now
the three objects should appear both vertically and horizontally aligned.

4 N

| 5
Order Date 2/10/2005
o O

u] O
Tracking Row 17
O O

S _/

Now be careful to click in the center of any object and continue to hold down the left
mouse button. With all three objects selected you can now move all three objects at once,
and they will maintain their relative positions to one another. Try moving all three
objects down near the lower-right corner of the label and then let up on the left mouse
button. The three objects should remain selected and should appear as:
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Next, click the alignment button that appears as

=

|

You should then see all three objects maintain their relative positions to one another but
the entire group should now be centered in the horizontal position of the entire label.

_:L_._ID. T |j
‘Order Date 2/10/2005 = = = = |
=

L L

'
[
' ] I

St ISR ikl s B s s Sl
~ - TrackingRow 17

' ' ' ' ' ' ' ' ' '
Lo ___m__J___L__J___L__J___L__ T
v ' ' | ' ' v ' ' | v ' v |

However, the objects are not centered vertically on the label. But we can accomplish that
by clicking the alignment button that appears as

I
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Now the objects should also be centered vertically on the label.

To complete our box label design we are going to create a barcode and we need to move
the three text strings out of the way. So click the left edge alignment button

|
=1

and after the objects align, move them as a group near the left edge of the label so they
appear approximately as shown below.

' ' ' ' ' '
__JD. |. J T T N N

Order Date 2! 10!2005
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Then left click the 1D Barcode Tool |||||||_ This button will change to appear depressed

which means the 1D Barcode Tool is temporarily selected I""”. Now left click once in
the white space under the last string. When you create any object on the label, that object
becomes the newly selected object and any previously selected objects will become

unselected.

Right-click the new barcode object and

when the popup menu appears select Properties

and when the dialog box appears, change the font point size to 8 and change the barcode
text to read like a serial number as shown below.

## 1D Barcode Properties

Barcode Font Mame:

Barcode Faont Paint Size:

Inzert Today's Date |

|Times Mew Floman j 8 = W Print the Barcode Text
Eelzusle g ™ Bold [ ltalc | Underline
(" Code 39
Rotation Angle: g .
Harizantal Text Position:
~
Extended Code 39 Test w0 C Left
* Code 128 [5etB) ¥ o9 i+ Center
H .
¢ Code128(SetCdgtsonh)  1xal (180 . Right
" POSTMET 5 | o
Wertical Text Pozition:
~
Centering Option: B arcode Colar.. | Haiie
" Center On the Label {+ Belaw
{* |Jze the Edge Distance _ _
[All Unitz are in Inches]
Distance From Label Left Edge: ||:|.1 a3 = whdth: (0012
Distance From Label Top Edge: |1 R4 ' Height: |0.27

Inzert the Time |

Barcode Text:

|0-618-573

[ Mon-Printable

Cancel | Help |

Click the Ok button and then grab the barcode object and move it under the text strings
and move it near the left edge of the label. The final box label should appear as:
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Order Date 2/10/2005
Tracking Row 17

Bin 432

0-818-573

S 4

10.7Using the Non-Printable Feature

You may have noticed in all of the above object properties dialog boxes that there is a
checkbox to make any object unprintable. Why would anyone design a label and put an
unprintable object on it? The main reason is to allow drawing items for cropping marks
or other indicators that may help you align objects on a label without having to print
those special marks. Usually only some lines or some rectangles are used as special non-
printable alignment-type objects.

Another example occurs when printing envelopes. In that case the items template for a
standard envelope shows a rectangular outline of the envelope, but of course that outline
should not be printed when all you want to print are the return and regular addresses. So
you have the option of making any object on a label unprintable, even though you may
only find a practical use for this with lines or geometric objects. The feature is also
sometimes used to just temporarily turn off an object but still allow you to see where that
object would appear if it were printed.

10.8Program Precautions

We caution you not to place label objects too close to one another nor too close to a label
border. When the program prints a label it determines the exact font size for your printer
and this may cause a slight resize from the screen font you see. In fact, the actual screen
font is normally just over twice as large as the printer font. When the screen font size is
doubled from the printer font, the nearest font size is only guaranteed to be accurate to
within plus or minus one point size.

This means the exact printed size of text strings and barcodes could slightly expand. So
be sure to leave room for a little expansion to the right of text and especially barcode. In
fact, we usually only place objects near the left border of labels so there is sufficient
room on the right to allow for longer length barcodes. In general, barcodes expand and
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appear longer when printed due to the difference in resolution between your screen and
your printer. So always leave some white space to the right of text and barcodes.

Since all the ALABEL program does is edit one label at a time, it does not warn you to
save your template objects in a file when you close the program. Thus you will lose your
work unless you decide to save it. However, the program also automatically expands the
File menu whenever you open or save a file. This means when you need to re-open a file
all you have to do is look for the same recently used filename at the bottom of the File
menu. The program remembers the last 9 files you worked with.

A final aspect of the program to know is that a label’s design is independent of the label
sheet that it gets printed on. Thus, with the above box label still active, if you were to

open the label sheet specifications dialog box by clicking the - ==t "ermation | button in

the toolbar and switch to a smaller label, say the default Avery 5160 label, then you
might see something like the following

Order Date 2/10/2005

Tracking Row 17

Bin 432

Due to the smaller label size, the barcode object appears outside the label borders. There
is nothing wrong here, because as soon as you select the barcode object and try to move
it, the program will automatically force the barcode to stay within the borders of the
currently selected label. You may have already noticed that in general you cannot drag
any label item outside of the label’s borders.

So while it is possible to switch to another label sheet while working on a current label
design, you should normally choose the correct label size before you begin the design of
a new label. However, if several different sized labels all contain the same design
elements, this program does allow you to switch label sizes and continue to use common
elements. This feature is useful for example if you had an address label design that you
wanted to use on a small label for a regular sized envelope and you wanted to use the
same design for a large box label that would be attached to a box. Thus a deliberate
design decision for this program was to make sheet specifications distinct from template
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designs. That’s why you need to know a little about both sheet specifications and item
templates to make full and effective use of this program.

This concludes the ALABEL program tutorial. There are three other help files you can
access from the program. One help file discusses label sheets and their format and
numbering schemes in more detail. Another help file is concerned with Printing. The
third help file is the standard help file for ALABEL.

11 Color

The following section came from http://cloford.com/resources/colours/500col.htm but in
case the web site disappears you have it here.

This page lists over 500 colours by colour name, Hex value, RGB value and Microsoft

Access code number.

You cannot specify these colours in HTML and CSS by their colour name but you can
use their RGB hexadecimal value, eg:

<font color="#800080">

and in CSS you can also use their RGB decimal values, eg:

P { rgh(128,0,128); }

For details of colour names you can use in your HTML and CSS code, see the section on
named colours. (Colours marked with an asterisk* are included in the VGA colour set).

RCO / Labels28.doc

Colour Name

indian red
crimson
lightpink
lightpink 1
lightpink 2
lightpink 3
lightpink 4
pink
pink 1
pink 2
pink 3
pink 4
palevioletred

palevioletred 1

Col Hex

. #BO171F
. #DC143C

#FFB6C1
#FFAEB
#EEA2AD
#CD8CY5

. #8B5F65
#FFCOCB
#FFB5C5
#EEA9BS
#CD919E

. #8B636C
#DB7093
#FF82AB

3/28/2012

176
220
255
255
238
205
139
255
255
238
205
139
219
255

23
20
182
174
162
140
95
192
181
169
145
99
112
130

31
60
193
185
173
149
101
203
197
184
158
108
147
171
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http://cloford.com/resources/colours/500col.htm
http://cloford.com/resources/colours/namedcol.htm

palevioletred 2 #EE799F 238 121 159
palevioletred 3 #CD6889 205 104 137

#8B475D 139 71 93

palevioletred 4

lavenderblush 1 (lavenderblush) #FFFOF5 255 240 245
lavenderblush 2 #EEEOE5 238 224 229
lavenderblush 3 #CDC1C5 205 193 197

lavenderblush 4 #8B8386 139 131 134

violetred 1 #FF3E96 255 62 150
violetred 2 #EE3A8C 238 58 140
violetred 3 #CD3278 205 50 120
violetred 4 #8B2252 139 34 82
hotpink #FF69B4 255 105 180
hotpink 1 #FF6EB4 255 110 180
hotpink 2 #EEG6AA7 238 106 167
hotpink 3 #CD6090 205 96 144
hotpink 4 #8B3A62 139 58 98
raspberry #872657 135 38 87

deeppink 1 (deeppink) #FF1493 255 20 147

deeppink 2 #EE1289 238 18 137
deeppink 3 #CD1076 205 16 118
deeppink 4 #8BOA50 139 10 80
maroon 1 #FF34B3 255 52 179
maroon 2 #EE30A7 238 48 167
maroon 3 #CD2990 205 41 144
maroon 4 #8B1C62 139 28 98

mediumvioletred #C71585 199 21 133

violetred #D02090 208 32 144
orchid #DA70D6 218 112 214
orchid 1 #FF83FA 255 131 250
orchid 2 #EE7TAE9 238 122 233
orchid 3 #CD69C9 205 105 201
orchid 4 #8B4789 139 71 137
thistle #D8BFD8 216 191 216
thistle 1 #FFE1FF 255 225 255
thistle 2 #EED2EE 238 210 238
thistle 3 #CDB5CD 205 181 205
thistle 4 . #8B7B8B 139 123 139
plum 1 #FFBBFF 255 187 255
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plum 2

plum 3

plum 4

plum
violet
magenta (fuchsia*)

magenta 2
magenta 3

magenta 4 (darkmagenta)

purple*
mediumorchid
mediumorchid 1
mediumorchid 2
mediumorchid 3
mediumorchid 4
darkviolet
darkorchid
darkorchid 1
darkorchid 2
darkorchid 3
darkorchid 4
indigo
blueviolet
purple 1
purple 2
purple 3
purple 4
mediumpurple
mediumpurple 1
mediumpurple 2
mediumpurple 3
mediumpurple 4
darkslateblue
lightslateblue
mediumslateblue
slateblue
slateblue 1

slateblue 2

#EEAEEE

#CDY6CD
. #3B668B
#DDAODD
HEES2EE
#FFOOFF
#EEOOEE
#CDOOCD
#8B00SB

#800080
#BA55D3
#EOG6FF
#D15FEE
#B452CD
#7A378B
#9400D3
#9932CC
#BF3EFF
#B23AEE
#9A32CD
#68228B
#4B0082
#8A2BE2
#9B30FF
#912CEE
#7D26CD
#551A8B
#9370DB
#AB82FF
#OF79EE
#8968CD
#5D478B
#483D8B
#8470FF
#7B68EE
#6A5ACD
#836FFF
H#TAGTEE

3/28/2012

238
205
139
221
238
255
238
205
139

128
186
224
209
180
122
148
153
191
178
154
104
75
138
155
145
125
85
147
171
159
137
93
72
132
123
106
131
122

174
150
102
160
130

o O o o

85
102
95
82
55

50
62
58
50
34

43
48
44
38
26
112
130
121
104
71
61
112
104
90
111
103

238
205
139
221
238
255
238
205
139

128
211
255
238
205
139
211
204
255
238
205
139
130
226
255
238
205
139
219
255
238
205
139
139
255
238
205
255
238
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slateblue 3
slateblue 4
ghostwhite
lavender
blue*

blue 2

blue 3 (mediumblue)

blue 4 (darkblue)
navy*
midnightblue
cobalt
royalblue
royalblue 1
royalblue 2
royalblue 3
royalblue 4
cornflowerblue
lightsteelblue
lightsteelblue 1
lightsteelblue 2
lightsteelblue 3
lightsteelblue 4
lightslategray
slategray
slategray 1
slategray 2
slategray 3

slategray 4

dodgerblue 1 (dodgerblue)

dodgerblue 2
dodgerblue 3
dodgerblue 4
aliceblue
steelblue
steelblue 1
steelblue 2
steelblue 3

steelblue 4

#0000FF
#0000EE
#0000CD
#00008B
#000080
#191970
#3D59AB
#4169E1
#4876FF
#436EEE
#3A5FCD
#27408B
#6495ED

#BOC4DE
#CAE1FF
#BCD2EE
#A2B5CD
#6E7B8B
#778899

#708090
#CO6E2FF
#BOD3EE
#9FB6CD
#6C7B8B
#1E90FF

#1C86EE
#1874CD
#104E8B
#FOF8FF
#4682B4
#63B8FF
#5CACEE
#4F94CD
#36648B

3/28/2012

0
0
0
0
0

25
61
65
72
67
58
39
100
176
202
188
162
110
119
112
198
185
159
108
30

28

24

16
240

#6959CD 105 89
#473C8B 71 60
#F8F8FF 248 248
#EGEG6FA 230 230

0
0
0
0
0

25
89
105
118
110
95
64
149
196
225
210
181
123
136
128
226
211
182
123
144

134
116

248
130
184
172
148
100

205
139
255
250
255
238
205
139
128
112
171
225
255
238
205
139
237
222
255
238
205
139
153
144
255
238
205
139
255

238
205
139
255
180
255
238
205
139
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lightskyblue #87CEFA 135 206 250

lightskyblue 1 #BOE2FF 176 226 255
lightskyblue 2 #A4D3EE 164 211 238
lightskyblue 3 #8DB6CD 141 182 205
lightskyblue 4 #607B8B 96 123 139
skyblue 1 #87CEFF 135 206 255
skyblue 2 #7ECOEE 126 192 238
skyblue 3 #6CA6CD 108 166 205
skyblue 4 #4A708B 74 112 139
skyblue #87CEEB 135 206 235

deepskyblue 1 (deepskyblue) #00BFFF 0 191 255

deepskyblue 2 #00B2EE 0 178 238

deepskyblue 3 #009ACD 0 154 205
deepskyblue 4 #00688B 0 104 139
peacock #33A1C9 51 161 201
lightblue #ADD8E6 173 216 230
lightblue 1 #BFEFFF 191 239 255
lightblue 2 #B2DFEE 178 223 238
lightblue 3 #9ACOCD 154 192 205
lightblue 4 . #68838B 104 131 139
powderblue #BOEOE6 176 224 230
cadetblue 1 #98F5FF 152 245 255
cadetblue 2 #8EESEE 142 229 238
cadetblue 3 #7AC5CD 122 197 205
cadetblue 4 . #53868B 83 134 139
turquoise 1 #O0OF5FF 0 245 255
turquoise 2 #00ES5EE 0 229 238
turquoise 3 . #00C5CD 0 197 205
turquoise 4 . #00868B 0 134 139
cadetblue . #5F9EAO0 95 158 160
darkturquoise . #00CED1 0 206 209
azure 1 (azure) #FOFFFF 240 255 255
azure 2 #EOEEEE 224 238 238
azure 3 #C1CDCD 193 205 205
azure 4 . #838B8B 131 139 139
lightcyan 1 (lightcyan) #EOFFFF 224 255 255
lightcyan 2 #D1EEEE 209 238 238
lightcyan 3 #B4CDCD 180 205 205
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lightcyan 4

paleturquoise 1

paleturquoise 2 (paleturquoise)

paleturquoise 3
paleturquoise 4
darkslategray
darkslategray 1
darkslategray 2
darkslategray 3
darkslategray 4
cyan / agua*
cyan 2
cyan 3
cyan 4 (darkcyan)
teal*
mediumturquoise
lightseagreen
manganeseblue
turquoise
coldgrey

turquoiseblue

aquamarine 1 (aguamarine)

aquamarine 2

aquamarine 3 (mediumaquamarine)

aquamarine 4
mediumspringgreen
mintcream
springgreen
springgreen 1
springgreen 2
springgreen 3
mediumseagreen
seagreen 1
seagreen 2

seagreen 3

seagreen 4 (seagreen)

3/28/2012

#TABB8B
#BBFFFF
H#AEEEEE

#96CDCD
#668B8B
#2FAFAF
HOTFFFF
#8DEEEE
#79CDCD
#528B8B
#OOFFFF
#OOEEEE
#00CDCD
#008B8B
#008080
#48D1CC
#20B2AA
#03A89E
#40EODO
#808A87
#00C78C
#TFFFD4

#76EEC6
#66CDAA

#458B74
#00FA9A
#F5FFFA
#00FF7F
#00EE76
#00CD66
#008B45
#3CB371
#54FF9F
#4EEE94
#43CD80
#2E8B57

122
187
174

150
102
a7

151
141
121

64
128

127

118
102

69

245

60
84
78
67
46

139
255
238

205
139
79
255
238
205
139
255
238
205
139
128
209
178
168
224
138
199
255

238
205

139
250
255
255
238
205
139
179
255
238
205
139

139
255
238

205
139
79
255
238
205
139
255
238
205
139
128
204
170
158
208
135
140
212

198
170

116
154
250
127
118
102
69
113
159
148
128
87
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emeraldgreen . #00C957 0 201 87

mint #BDFCC9 189 252 201
cobaltgreen . #3D9140 61 145 64
honeydew 1 (honeydew) #FOFFFO 240 255 240
honeydew 2 #EOEEEO 224 238 224
honeydew 3 #C1CDC1 193 205 193
honeydew 4 . #838B83 131 139 131
darkseagreen #8FBC8F 143 188 143
darkseagreen 1 #C1FFC1 193 255 193
darkseagreen 2 #B4EEB4 180 238 180
darkseagreen 3 #9BCD9B 155 205 155

darkseagreen 4 #698B69 105 139 105

palegreen #98FB98 152 251 152
palegreen 1 #9AFFOA 154 255 154
palegreen 2 (lightgreen) #90EE90 144 238 144
palegreen 3 #7CCD7C 124 205 124
palegreen 4 . #548B54 84 139 84
limegreen . #32CD32 50 205 50
forestgreen . #228B22 34 139 34
green 1 (lime*) . #00FFOO O 255 O
green 2 . #00EEOO 0 238 0
green 3 . #00CDOO 0O 205 O
green 4 . #008B0OO 0O 139 O
green* . #008000 0 128 O
darkgreen . #006400 0 100 O
sapgreen . #308014 48 128 20
lawngreen #7CFC00 124 252 O
chartreuse 1 (chartreuse) #7FFFO0 127 255 O
chartreuse 2 #76EEO0 118 238 O

chartreuse 3 #66CD0O0 102 205 O

chartreuse 4 #458B00 69 139 O
greenyellow #ADFF2F 173 255 47
darkolivegreen 1 #CAFF70 202 255 112
darkolivegreen 2 #BCEE68 188 238 104
darkolivegreen 3 #A2CD5A 162 205 90
darkolivegreen 4 . #6E8B3D 110 139 61
darkolivegreen . #556B2F 85 107 47
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olivedrab
olivedrab 1
olivedrab 2

olivedrab 3 (yellowgreen)

olivedrab 4
ivory 1 (ivory)
ivory 2
ivory 3
ivory 4
beige
lightyellow 1 (lightyellow)

lightyellow 2
lightyellow 3
lightyellow 4
lightgoldenrodyellow
yellow 1 (yellow*)
yellow 2
yellow 3
yellow 4
warmgrey
olive*
darkkhaki
khaki 1
khaki 2
khaki 3
khaki 4
khaki

palegoldenrod

lemonchiffon 1 (Iemonchiffon)

lemonchiffon 2
lemonchiffon 3
lemonchiffon 4
lightgoldenrod 1
lightgoldenrod 2
lightgoldenrod 3
lightgoldenrod 4

banana

. #6B8E23

#COFF3E
#B3EE3A
#9ACD32

. #698B22

#FFFFFO
#EEEEEO
#CDCDC1
. #8B8B83
#F5F5DC
#FFFFEO

#EEEED1

#CDCDB4
. #8B8BTA
#FAFAD2
#FFFFO0
#EEEEQ0
#CDCDOO
#8B8B00
#808069

#808000
#BDB76B
#FFF68F
#EEE685
#CDC673
. #8B864E
#FOE6SC
#EEESAA
#FFFACD

HEEE9BF
#CDCOA5
. #8B8970
#FFECSB
#EEDC82
#CDBET70

. #8B814C

#E3CF57

3/28/2012

107
192
179
154

105
255
238
205
139
245
255

238
205
139
250
255
238
205
139
128
128
189
255
238
205
139
240
238
255

238
205
139
255
238
205
139
227

142
255
238
205

139
255
238
205
139
245
255

238
205
139
250
255
238
205
139
128
128
183
246
230
198
134
230
232
250

233
201
137
236
220
190
129
207

35
62
58
50

34
240
224
193
131
220
224

209
180
122
210

105

107
143
133
115
78
140
170
205

191
165
112
139
130
112

87
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gold 1 (gold)
gold 2
gold 3
gold 4
cornsilk 1 (cornsilk)
cornsilk 2
cornsilk 3
cornsilk 4
goldenrod
goldenrod 1
goldenrod 2
goldenrod 3
goldenrod 4
darkgoldenrod
darkgoldenrod 1
darkgoldenrod 2
darkgoldenrod 3
darkgoldenrod 4
orange 1 (orange)
orange 2
orange 3
orange 4
floralwhite
oldlace
wheat
wheat 1
wheat 2
wheat 3
wheat 4
moccasin
papayawhip

blanchedalmond

navajowhite 1 (navajownhite)

navajowhite 2

navajowhite 3

navajowhite 4
eggshell

tan

3/28/2012

#FFD700
#EEC900
#CDADOO
#8B7500
#FFF8DC
#EEE8CD
#CDC8B1
#8B8878
#DAA520
#FFC125
#EEB422
#CD9B1D
#8B6914
#B8860B
#FFBOOF
#EEADOE
#CD950C
#8B6508
#FFA500
#EE9AQ0
#CD8500
#8B5A00
#FFFAFO
#FDF5E6
#F5DEB3
#FFE7BA
#EEDSAE
#CDBA96
#8B7EG6
#FFE4B5
#FFEFD5
#FFEBCD
#FFDEAD

#EECFA1
#CDB38B
#8B795E
#FCE6C9
#D2B48C

255
238
205
139
255
238
205
139
218
255
238
205
139
184
255
238
205
139
255
238
205
139
255
253
245
255
238
205
139
255
255
255
255

238
205
139
252
210

215
201
173
117
248
232
200
136
165
193
180
155
105
134
185
173
149
101
165
154
133
90
250
245
222
231
216
186
126
228
239
235
222

207
179
121
230
180

o O o o

220
205
177
120
32
37
34
29
20
11
15
14

o O O o oo

240
230
179
186
174
150
102
181
213
205
173

161
139
94
201
140
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brick
cadmiumyellow
antiquewhite
antiguewhite 1
antiguewhite 2
antiquewhite 3
antiquewhite 4
burlywood
burlywood 1
burlywood 2
burlywood 3
burlywood 4
bisque 1 (bisque)
bisque 2
bisque 3
bisque 4
melon
carrot
darkorange
darkorange 1
darkorange 2
darkorange 3
darkorange 4
orange
tan 1
tan 2
tan 3 (peru)
tan 4

linen

peachpuff 1 (peachpuff)

peachpuff 2
peachpuff 3
peachpuff 4

seashell 1 (seashell)

seashell 2
seashell 3
seashell 4

sandybrown

. #ICE61F

#FF9912
#FAEBD7
#FFEFDB
#EEDFCC
#CDCOBO

. #8B8378

#DEB887
#FFD39B
#EEC501
#CDAATD

. #8B7355
#FFEA4C4
#EEDSB7
#CDBT79E
#8B7D6B

#E3A869
#ED9121
#FF8CO00
#FF7F00
#EE7600
#CD6600
#8B4500
#FF8000
#FFAS4F
#EE9A49
#CD853F
#8B5A2B

#FAFOEG
#FFDAB9

#EECBAD
#CDAF95
. #8B7765
#FFF5EE
#EEESDE
#CDCS5BF

. #8B8682

#F4A460
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156
255
250
255
238
205
139
222
255
238
205
139
255
238
205
139
227
237
255
255
238
205
139
255
255
238
205
139
250
255

238
205
139
255
238
205
139
244

102
153
235
239
223
192
131
184
211
197
170
115
228
213
183
125
168
145
140
127
118
102
69
128
165
154
133
90
240
218

203
175
119
245
229
197
134
164

31
18
215
219
204
176
120
135
155
145
125

230
185

173
149
101
238
222
191
130
96
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rawsienna #C76114 199 97 20
chocolate #D2691E 210 105 30
chocolate 1 #FF7F24 255 127 36
chocolate 2 #EE7621 238 118 33
chocolate 3 #CD661D 205 102 29

chocolate 4 (saddlebrown) #8B4513 139 69 19

ivoryblack #292421 41 36 33

flesh #FF7D40 255 125 64
cadmiumorange #FF6103 255 97 3

burntsienna #8A360F 138 54 15

sienna #A0522D 160 82 45

sienna 1 #FF8247 255 130 71

sienna 2 #EE7942 238 121 66

sienna 3 #CD6839 205 104 57

sienna 4 #8B4726 139 71 38
lightsalmon 1 (lightsalmon) #FFAQO7A 255 160 122
lightsalmon 2 #EE9572 238 149 114
lightsalmon 3 #CD8162 205 129 98
lightsalmon 4 #8B5742 139 87 66

coral #FF7F50 255 127 80

orangered 1 (orangered) #FF4500 255 69 O

orangered 2 #EE4000 238 64 O

orangered 3 #CD3700 205 55 O

orangered 4 #8B2500 139 37 O

sepia #5E2612 94 38 18
darksalmon #E9967A 233 150 122
salmon 1 #FF8C69 255 140 105
salmon 2 #EE8262 238 130 98
salmon 3 #CD7054 205 112 84
salmon 4 #8B4C39 139 76 57
coral 1 #FF7256 255 114 86
coral 2 #EEB6A50 238 106 80
coral 3 #CD5B45 205 91 69
coral 4 #8B3E2F 139 62 47
burntumber #B8A3324 138 51 36

tomato 1 (tomato) #FF6347 255 99 71

tomato 2 #EE5C42 238 92 66
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tomato 3 . #CD4F39 205 79 57
tomato 4 . #8B3626 139 54 38
salmon #FA8072 250 128 114
mistyrose 1 (mistyrose) #FFE4E1 255 228 225
mistyrose 2 #EED5D2 238 213 210
mistyrose 3 #CDB7B5 205 183 181
mistyrose 4 . #8B7D7B 139 125 123
snow 1 (snow) #FFFAFA 255 250 250
snow 2 #EEE9E9 238 233 233
snow 3 #CDC9C9 205 201 201
snow 4 . #8B8989 139 137 137
rosybrown . #BC8F8F 188 143 143
rosybrown 1 #FFC1C1 255 193 193
rosybrown 2 #EEB4B4 238 180 180
rosybrown 3 #CD9B9B 205 155 155
rosybrown 4 . #8B6969 139 105 105
lightcoral #F08080 240 128 128
indianred . #CD5C5C 205 92 92
indianred 1 . #FF6A6A 255 106 106
indianred 2 . #EE6363 238 99 99
indianred 4 . #8B3A3A 139 58 58
indianred 3 . #CD5555 205 85 85
brown . #A52A2A 165 42 42
brown 1 . #FF4040 255 64 64
brown 2 . #EE3B3B 238 59 59
brown 3 . #CD3333 205 51 51
brown 4 . #8B2323 139 35 35
firebrick . #B22222 178 34 34
firebrick 1 . #FF3030 255 48 48
firebrick 2 . #EE2C2C 238 44 44
firebrick 3 . #CD2626 205 38 38
firebrick 4 - #8B1A1A 139 26 26
red 1 (red*) . #FFOO00 255 0 O
red 2 . #EE0000 238 0 O
red 3 - #CDO0O0O0O 205 0 O
red 4 (darkred) - #8B0000 139 0O O
maroon* - #800000 128 0 O
sgi beet . #BE3B88E 142 56 142
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sgi slateblue #7171C6 113 113 198
sgi lightblue #7D9ECO 125 158 192
sgi teal #388EBE 56 142 142

sgi chartreuse #71C671 113 198 113

sgi olivedrab #8EBE38 142 142 56
sgi brightgray #C5C1AA 197 193 170
sgi salmon #C67171 198 113 113

sgi darkgray #555555 85 85 85

sgi gray 12 #1E1E1E 30 30 30
sgi gray 16 #282828 40 40 40
sgi gray 32 #515151 81 81 81
sgi gray 36 #5B5B5B 91 91 91
sgi gray 52 #848484 132 132 132
sgi gray 56 #BEBESE 142 142 142
sgi lightgray #AAAAAA 170 170 170
sgi gray 72 #B7B7B7 183 183 183
sgi gray 76 #C1C1C1 193 193 193
sgi gray 92 #EAEAEA 234 234 234
sgi gray 96 #FAFAF4 244 244 244
white* #FFFFFF 255 255 255
white smoke (gray 96) #F5F5F5 245 245 245
gainsboro #DCDCDC 220 220 220
lightgrey #D3D3D3 211 211 211
silver* #COCOCO 192 192 192
darkgray #A9A9A9 169 169 169
gray* . #808080 128 128 128
dimgray (gray 42) . #696969 105 105 105
black* - #0000000 0 0 O
gray 99 #FCFCFC 252 252 252
gray 98 #FAFAFA 250 250 250
gray 97 #ETFTET 247 247 247
white smoke (gray 96) #F5F5F5 245 245 245
gray 95 #F2F2F2 242 242 242
gray 94 #FOFOFO 240 240 240
gray 93 #EDEDED 237 237 237
gray 92 #EBEBEB 235 235 235
gray 91 #EBEBE8 232 232 232
gray 90 #ESESES 229 229 229
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gray 89
gray 88
gray 87
gray 86
gray 85
gray 84
gray 83
gray 82
gray 81
gray 80
gray 79
gray 78
gray 77
gray 76
gray 75
gray 74
gray 73
gray 72
gray 71
gray 70
gray 69
gray 68
gray 67
gray 66
gray 65
gray 64
gray 63
gray 62
gray 61
gray 60
gray 59
gray 58
gray 57
gray 56
gray 55
gray 54
gray 53
gray 52
gray 51

3/28/2012

#E3E3E3
#EOEOEO
#DEDEDE
#DBDBDB
#D9D9D9
#D6D6D6
#D4D4D4
#D1D1D1
#CFCFCF
#CCCCCC
#C9C9IC9
#C7C7C7
#C4CAC4
#C2C2C2
#BFBFBF
#BDBDBD
#BABABA
#B8B38B8
#B5B5B5
#B3B3B3
#B0OBOBO
#ADADAD
#ABABAB
#ABABA8
#AGAGAG
#A3A3A3
#A1A1A1
#9EOE9E
#9C9CIOC
#999999

* OH OH*
© © ©
= B O
© © ©
= B O
© © ©
=~ B~ O

#8F8F8F

H+
o]
Q
[ee]
(@]
o)
O

#8A8A8A
#878787
#858585
#828282

227
224
222
219
217
214
212
209
207
204
201
199
196
194
191
189
186
184
181
179
176
173
171
168
166
163
161
158
156
153
150
148
145
143
140
138
135
133
130

227
224
222
219
217
214
212
209
207
204
201
199
196
194
191
189
186
184
181
179
176
173
171
168
166
163
161
158
156
153
150
148
145
143
140
138
135
133
130

227
224
222
219
217
214
212
209
207
204
201
199
196
194
191
189
186
184
181
179
176
173
171
168
166
163
161
158
156
153
150
148
145
143
140
138
135
133
130
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gray 50
gray 49
gray 48
gray 47
gray 46
gray 45
gray 44
gray 43
gray 42
dimgray (gray 42)
gray 40
gray 39
gray 38
gray 37
gray 36
gray 35
gray 34
gray 33
gray 32
gray 31
gray 30
gray 29
gray 28
gray 27
gray 26
gray 25
gray 24
gray 23
gray 22
gray 21
gray 20
gray 19
gray 18
gray 17
gray 16
gray 15
gray 14
gray 13
gray 12

H#IFTFTF
#7D7D7D
H#IATATA
#787878
#757575
#737373
#707070
#6EGEGE
#6B6B6B
#696969
#666666
#636363
#616161
#5E5E5E
#5C5C5C
#595959
#575757
#545454
#525252
#4FAF4F
#4D4D4D
H#AAAAAA
#474747
#454545
#424242
#404040
#3D3D3D
#3B3B3B
#383838
#363636
#333333
#303030
#2E2E2E
#2B2B2B
#292929
#262626
#242424
#212121
#1F1F1F
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127
125
122
120
117
115
112
110
107
105
102
99
97
94
92
89
87
84
82
79
77
74
71
69
66
64
61
59
56
54
51
48
46
43
a1
38
36
33
31

127
125
122
120
117
115
112
110
107
105
102
99
97
94
92
89
87
84
82
79
77
74
71
69
66
64
61
59
56
54
51
48
46
43
a1
38
36
33
31

127
125
122
120
117
115
112
110
107
105
102
99
97
94
92
89
87
84
82
79
77
74
71
69
66
64
61
59
56
54
51
48
46
43
41
38
36
33
31
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gray 11 . #1C1C1C 28 28 28

gray 10 . #1AIAIA 26 26 26
gray 9 - #171717 23 23 23
gray 8 - #141414 20 20 20
gray 7 - #121212 18 18 18
gray 6 - #OFOFOF 15 15 15
gray 5 - #0DODOD 13 13 13
gray 4 - #OAOAOA 10 10 10
gray 3 - #080808 8 8 8
gray 2 - #050505 5 5 5
gray 1 - #030303 3 3 3

12 Database

While many times you can use a static template to print a label you may want to print
labels connected to a database which is a list of records containing one or more fields per
record. The label program has two different database operations. The mailing list and
categories deal with all your address labels. You edit the mailing list database and your
changes automatically are reflected in all the category tables. The second operation deals
with General database tables you create for any labels where you want to have them
connected to a database. For example maybe each year you have to create a new set of
customer folders.

Once you have created a database and done the data entry then you can easily create a
batch of labels. There are many operations you can perform with databases but in a
nutshell you create the database, do your data entry and create a linkage between the label
template and the database fields.

The databases you create consist of a single table exactly like a spread sheet where the
columns are fields. You can name the databases anything you like. You can go back and
delete or rename databases. Always backup your database before deleting databases.

Once you have created a database you have to enter or import data into the database. If
you have many records in your database you may use the sort or filter commands to only
view a subset of the total records. You can go back at any time and modify a database by
adding or removing records. This operation should only be done after you do a database
backup operation as you will lose data when you remove records.

After you have entered the data you need to create a linkage between the database and a

template by specifying which fields you want to include and where they go on the
template.
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12.1What is a database

This section contains some basic database terminology and discusses some basic database
concepts. You can find a wealth of information about databases on the Internet or at your
local bookstore.

Data in any modern relational database is kept in different lists that are called TABLES.
It is probably best to think of a TABLE as something like a telephone book in which the
information it contains is organized into columns and rows. One column may contain the
name, another column may contain the address, another column may contain the ZIP
Code and yet another column may contain the telephone number. All the information in
a given column must be the same type of information and must be consistent throughout
the entire TABLE.

The columns in a TABLE are called FIELDS and the individual rows that hold the actual
data are called RECORDS. Each RECORD has as many FIELDS as there are columns in
the TABLE. Unlike a real telephone book that consists of just a few columns, a database
table may have many more columns. A large TABLE may have over 100 columns, but
most tables probably have fewer than a dozen columns.

The number of rows or RECORDS in a TABLE can be in the thousands or millions.

Each RECORD holds all the basic information for the entity that the TABLE represents.
The entity represented by a telephone book is simply a person. In every database each
TABLE represents just one entity. Most databases have multiple TABLES and the
importance is the many kinds of relationships that exist between the TABLES. Each
entity is represented by a TABLE, and vice versa, each TABLE represents just one entity.

The information in a telephone book is organized or printed or sorted in only one way. In
a computerized database, although the information in a table is stored in the order in
which it is entered, a table can be sorted on any one column or on any combination of
columns. In fact, a given table may be viewed simultaneously by different users in many
different orders. The order in which you read the columns has nothing to do with the
order in which you view a table. Nor is the ordering of the rows in a table significant.

The capability to sort the information by any column or combination of columns is one
aspect that makes electronic databases powerful and useful. Even more significant is the
ability to link one table to another.

Another significant modern database concept is that information should be stored in only
one place in any database. Storing duplicate information is not allowed because having
duplicates causes real headaches when it comes to updating and managing the
information. If information were stored in multiple places, each place would have to be
located and updated anytime that information changed in any one of those places. Even
worse, if a human were required to keep track of the changes they would soon have
inconsistent information because eventually they would fail to make all the updates
uniform. By requiring that each piece of information be stored in only one place we not
only simplify data management, but we also guarantee more consistency in the data.
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In any database the KEY FIELDS for a table must be unique between the records. Or
another way of saying the same thing, each record in a table can be uniquely identified by
its key field values. In a telephone book there would be two KEY FIELDS that would be
the name and address. Using a name alone would not be sufficient to make a key field in
a telephone book because there would likely be several people with the name John Smith.
But if we include the address and the name together then that should single out which
particular John Smith we want.

KEY FIELDS are important in a database for several reasons. The first reason is that
they provide a natural sorting order for the data. A second reason is that key field values
are used to quickly locate information. If you have a table with 16,000 records and you
are looking for a particular record, you don't have to scan down through all 16,000
records until you find the one you are looking for.

You can simply start in the middle, (assuming the table is sorted) and ask if the record
you are looking for is before or after the middle record you are looking at. When you get
the answer to that question you can automatically eliminate 8,000 records to search and
continue looking in either the first half or the last half of the table. Again you could pick
the middle record and ask if it is before or after the one you are trying to find. After you
get the answer to this second question you can eliminate another quarter of the table to
search. So by asking just two questions you can eliminate 12,000 ( = 8,000 + 4,000) of
the 16,000 records.

This kind of searching is called a binary search in computer terms. The technique
depends on having the data sorted so you can quickly ask and answer the before and after
type of question. It can be proven mathematically that any record in a table with 16,000
records can be found by asking at most only 14 before/after type questions. If it takes less
than a tenth of a second to answer each before/after type of question, we can understand
how a given record among 16,000 records can be located in less than two seconds.

12.2Navigator

In each dialog that contains a database grid you will see a special toolbar that looks
similar to the following:

sl [e el =] <l <]

This toolbar is called a database navigator and its purpose is to help you navigate and
manipulate various tables that are in a database. In fact, there is one such toolbar for each
table in the database. In some cases not all of the buttons will appear or be active. When
present however, the buttons perform the following functions.

Button | Name Description
This button will take you to the very first record in any table. If you are already viewing
ﬂ First the first record in the table then this button becomes grayed-out and is then inactive.
This button is called the First Record button.
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Previous

This button will move you backwards (up) in the corresponding table by one record.
When you are on the very first record and can no longer move backward then this button
becomes grayed-out and is then inactive. This button is called the Prior Record button.

Next

This button will move you forwards (down) in the corresponding table by one record.
When you are on the very last record and can no longer move forward then this button
becomes grayed-out and is then inactive. This button is called the Next Record button.

- Last

This button will take you to the very last record in the corresponding table. When you
are already at the very last record then this button becomes grayed-out and is then
inactive. This button is called the Last Record button.

Add

This button is used to add a new record to the corresponding table. After pressing this
button you will want to enter all the needed information for the record that you are
adding to the table. After editing the new data fields you should press the Post Edit
button described below to make your editing changes be permanently recorded in the
corresponding table. This button is called the Insert Record button.

Delete

This button is used to delete the currently selected record in a table. When you press this
button you will be asked to confirm that you really want to permanently erase the entire
record from the corresponding table. This button is called the Delete Record button. For
some tables, you may also generate another error message informing you that you cannot
delete the record because there are other detail records that depend on this record. If this
happens, the database is just telling you it cannot delete the record without destroying
other related database information and it will refuse to do so.

Edit

This button is called the Edit Record button, but it is not really needed.
To edit any field for the currently selected table, just click the mouse
inside any edit box and you can start typing new information in the
corresponding field.

% Post

This button is called the Post Edit button and it is the most important button in the
navigator tool. When you edit any information in any field edit box, that information is
NOT stored back in the database until you press this Post Edit button to post the results.
The act of posting a record means to store the information you see on the screen back in
the corresponding table. Before you edit any field information this button will appear
grayed-out and is then inactive. But after typing a new character in any field this button
becomes active to remind you that you should post your results after you finish editing
the information. You can edit the information in several fields and need only press this
button when you are finished with the last field. You do not need to press this button
after each field.

Cancel
x|

This button is called the Cancel Edit button. Its purpose is to allow you to recover
information you have typed over when you decide to cancel your editing. You must
press this button before you press the Post Edit button. Otherwise, after posting your
edits, this button is grayed-out and thus inactive. You will probably find that you rarely
need to cancel editing.

o Refresh

This button is called the Refresh button. Its purpose is to cause the entire grid of data to
get refreshed or regenerated. You may rarely need to use this button.

12.3Backup (Export)

Databases should be saved on a regular basis using the backup utility provided with the
database. In the following example you can change the directory and file name for your

system.

From a dos cmd prompt
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C:\a0>exp PostMaster/PostageStamp@ XE file=c:\aO\t2.dmp

12.4Restore (Import)

In case there is a problem with the databases such as accidentally deleting all the records
you can restore the database using the restore utility provided with the database. For the
Oracle Express edition you need to drop the PostMaster user and then import the
database. Note that you have to login as system to drop the PostMaster user. In the
following example please use the directory path and file name you used to do the export.

Login as system/admin
From oracle sgl console run the following commands one at a time.

drop user postmaster cascade
create user PostMaster identified by PostageStamp default tablespace USERS temporary tablespace temp;

grant all privileges to PostMaster;
grant unlimited tablespace to PostMaster;

From a dos cmd prompt
C:\a0>imp system/admin@ XE fromuser=postmaster touser=postmaster file=t2.dmp

12.5Mailing List Master

The Mailing List is the central repository for all your address information. You manage
all your address information from this menu command. You can add and delete address
information (records) as time progresses using the database controls at bottom of the
following figure (see the database primer).

You can enter the addresses using the form below and you can also import a comma
separated value file if you already had the information in a spread sheet or another
database application.

. - e L
G Ralog Uit Dutabeze — - L __I%LJ_.
| File Edit Options Sorting Tagging

List Viewr | Riscoed View |
(] Tite: | FiestMome: | Midde- | LastMome: |  Company | Addess 1 [ Addessz | Ciy: | State: | 2P Code- [ Country: [Tag |
Difice of Admessions ‘fale Law School | PO Bos 208329 Henws Haven CT 065303325 L) 1
DOitice ol Admessions W' Urey School of | P. 0, Box 508 Haws Yotk WY 10275-0308 usa T P
Office of Admession: Cobesbia Law Sche 435 'West 116h Steesd. 3 4 Mo ok MY V00277297 Usa T 1
Juris Doctol Sdmizmon: | Gecigalown Une. L B0 Mew Jetoey Sverns, h Wwashnglon DC 200072075 Usa T
Dffice of Adminizmon: | CLA School of Lae 71 Diodd Hall oo IST445 Lo Angele: CA  S00E5-1445 usa T
Audrws siana USC Law Ulrew, of 5 cuithusrry Cabioomiz Lo Angeles CA 50030074 Usa T
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g Locnnany o Ciu o Siate of Counloe e T -

H:elp | .Fheul'am |_ Iaqgedtm.n—t |—_|
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You can sort the addresses by clicking on any of the yellow column titles or you can use
the Sorting menu command for more complex sort operations. Once you finish sorting
the addresses you can use the small letter buttons (A-Z in the lower left of the above
figure) to position the current selection cursor.

12.6 Mailing List Sub Tables

The main menu of the ALabel program contains an item named Database. There are two
special submenu items under Database that are named Master Mailing List Data and
Categories (Mailing SubL.ists).

The Master Mailing List should be thought of as a master contact list. This is a database
table that contains a list of persons/companies that can be used to print either address
labels or envelopes. This table is named the Master Mailing List because it is the only
table that can be edited to change a person’s name or detail address information.

Categories are the same as mailing sublists. Categories exist because there may be times
when you wish to work with the same group of persons or companies, but these may be
categorized as being special subgroups that are extracted from the Master Mailing List.

As an example of needing or using a special mailing sublist, suppose your company has
clients in both the USA and in other countries. Suppose further that you wish to make a
different but special mailing to all of your foreign clients. If you make such a mailing
often, you would find it best to create a Category that you would name ForeignClients. In
that Category you would select from the Master Mailing List only those clients with
foreign addresses. Your ForeignClients category would be created based on the Country
field NOT being USA. You could also make another Category named DomesticClients
where everyone in that list would be extracted from the Master Mailing List where their
Country is USA.

In yet another circumstance, suppose you have a large family and extended family and
assume that once a year your family has a large family reunion and you are in charge of
mailing out invitations for the family reunion. Now it might be useful to create a special
mailing Category that might be called FamilyReunion. The persons in your
FamilyReunion list might be chosen on the basis of their last names. Most such lists
would contain perhaps a dozen or more different last names, with each distinct last name
being associated with many persons with that last name.

You can create as many mailing Categories as you wish, and you can give the Categories
that you create any names that you wish. The only requirement is that Category names
need to be distinct from each other and Category names cannot contain spaces within the
name. We suggest you write your Category names using what is called CamelCase as in
the examples of EuropeanClients and DomesticClients and FamilyReunion.

A technical point to understand about Categories is that it is not a good idea to have the

same data in several lists, where the data items can be changed within each list. Suppose
a person changes their street address because they move. Further, suppose that same
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person appears in five distinct Categories that you have created. You don’t want to have
to search for that person in five Categories and change their address five times. It is for
this reason that the Master Mailing List exists. The Master Mailing List is the only list in
which you edit the actual detail address and name and other information.

A second technical point is that when you add a person to any Category, the detail
information for that person is not really contained in the Category. Only a reference to
that person in the Master Mailing List is stored in any Category. This means that if you
change a person’s address in the Master Mailing List, that one change will automatically
appear in all Categories that the person belongs to. This happens automatically even if the
person belongs to ten different Categories. You should never want or need to change an
address or any detail information by editing within a Category. You can only edit actual
information within the Master Mailing List. You can add or delete a whole person or
persons within any Category, but that is the only kind of editing allowed within a
Category.

Both Categories and the Master Mailing List can be sorted in many different ways and
the list entries can be filtered and tagged. Sorting, filtering, and tagging are distinct
activities that exist for reasons that are explained in another help topic.

12.7General Tables

With the General Tables command you get the ability to create your own tables and then
create a mapping to a label template. The real nice part about the General Tables is that
you can map any field to any field(s) on a template no matter where the field is. This may
not sound like much but I think it is one of the most important parts of the program. Let
us take some

12.8Filtering and Sorting

When working with both the Master Mailing List and any mailing list Category, you can
perform special operations that allow you to see and work with the data in meaningful
ways.

The first of these ways is called sorting. There is a Sorting menu available when you have
the Master Mailing List open.
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#fl Mailing List Database
File Edit Options

iy masl Tagaging

Sort by Last Name
Sort by Company —

Title: First | ) ame;
N Foet Sort by City f—
HEIM L sort by State
Thomasz

— Sort by ZIP Code
- Al Sort by Country

- # Mo Sort (Matural Order) 1ente
Arnold & J
Flohert ® All Sorts are Ascending

Bemard Al Sorts are Descending

Multiple Columnzs Sorting... |
Charles F.ermnaru

Using the Sorting menu items you can easily sort by Last Name, or by Company name, or
by City, or State, or ZIP Code or Country. You can choose to make the sort order either
Ascending or Descending.

A special sort function is to choose the last menu item Multiple Columns Sorting. When
you make this menu choice you will bring up the following dialog.

Bl Multiple Column Sorting E@@

Select Calurng fram the Left list and move them inta the
Right ligt in the dezsired Sort Order, fram Top to Bottom.

You da not have ta uze all of the Calurin ltems.

Colurnn [tem: Sartig Order:

Perfarm the Sort | i Cancel Help

Using the above dialog, you can choose to sort on more than one column by moving the
Column Items from the list on the left to the list on the right. You can thus select which
columns are involved and you can choose the order involving multiple columns.

For example, suppose you select the columns ZIP Code and Last Name in the order
shown below.
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#fl Multiple Column Sorting IZII‘EIE|

Select Columnz from the Left list and mowve them into the
Right lizt in the desired Sart Order, fram Top to Battom.

Y'ou do haot have to uze all of the Column [kems.

Columt [tem; Sorting Order;
. ZIF Code
Last Mame
State
Courtry P
<= Al
Perfom the Sort | | Cancel Help

In the above dialog the data would first be sorted by ZIP Codes. Next, the data would be
sorted by Last Name within all sets of ZIP Codes that are all the same ZIP Code.

Note that the default sort order is No Sort (Natural Order). When No Sort is selected, you
can click on the control in the lower left to choose the first letter of the Last Name. This
will cause the data to be sorted by Last Name and the cursor will move to the first entry
in the list that begins with that letter.

& 5]c| o] €] rl ] n 1] x| ]l
) o] o ol o s | v Wl ¥ 2

Double Click a Column Heading to Sort by Last Mame
or Company or City or State or Country

In practice, we rarely pull down the Sorting menu to perform a sort. The reason is that
you can double click any one of the yellow column headers

| Lazt Mame: | Compary: | | City: |State:| | Country: |

to cause sorting to take place on the column whose header you double click. This type of
quick sorting only works for the Last Name, Company, City, State and Country columns.
You can also double click the ZIP Code column to cause sorting by ZIP Code. However,
the columns shown above will not only sort on the column you double click, after that
you can click one of the alphabetic letters to cause the program to find the entry that
begins with the letter that you click.
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For example, if you were to double click on the yellow City column header, the program
would automatically sort the data by City. But more than that is true. If you then clicked

the alphabetic letter |ﬂ the program would automatically move the database cursor to
the first city whose name begins with the letter S. This might be San Francisco if you had
used that city name. As long as the City sort is selected, you can click any alphabetic
letter to move the database cursor to the first city name that starts with the alphabetic
letter that you clicked.

What works for Cities would also work for Countries or States or Companies. Thus the
alphabetic letters actually have multiple uses. The alphabetic letters can be used to
quickly find entries after you sort on one of the name columns. You can sort by ZIP
Code but of course ZIP Codes only contain numbers so the alphabetic letters don’t work
with ZIP Codes.

If you click an alphabetic letter and the database cursor does not move, it may just be that
you don’t have any entry that begins with the letter that you clicked. In this case the
database cursor will just remain on the currently selected row.

The purpose of Tagging is to select certain entries for further operations. The last column
in the database is the Tag column. When an entry is tagged the Tag column will show
the single letter T. When an entry is NOT tagged then nothing shows in the Tag column
except a blank space that you really can’t see.

The buttons that appear in the lower right corner are associated with Tagging.

Reverze the Current Tag |

Filter Tagging... Tagged Count.... |

The easiest way to tag a single entry is to simply move the database cursor to select the
row you want to tag by clicking anywhere on that row and then click the button to
Reverse the Current Tag. If the tag entry was blank before you clicked the Reverse
button, then the tag will change to the letter T. If the tag column was already a T and then
you click the Reverse button, the program will drop the T letter and make the tag blank.

When you click the Reverse the Current Tag button the program not only reverses the tag
for that row, it will move the database cursor down to the next row. So if you want tag a
series of consecutive rows you can easily do so by continuing to click the Reverse the
Current Tag button. In fact, if you are on the last entry in the entire table then the
program will move the cursor up to the first row where you may continue to tag entries.

We say an entry is tagged when the Tag column has the letter T. Otherwise the entry is
not tagged. At any time you can click the button with the caption Tagged Count to see
how many entries are currently tagged. When you do this you will see a message like the
following:
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Information

\il) There are 17 tagged entries.

Tags have no inherit meaning. Tagged entries are used to perform a subsequent operation
such as printing labels only for the tagged entries or using only the tagged entries to
create a Category or to delete only the tagged entries. Thus you can think of tagging as
meaning only that the tagged rows have been selected for some future operation.

There is a Tagging menu item that appears as follows:

Tagging

Reverse the Selected Entry Tag
Reverse All Tags

Tag All Entries

ntag All Entries

Tag By Filtering. ..
Get the Tagged Count...

When you have a large list then it is convenient to use these menu items to quickly tag all
entries, or tag no entries or to reverse all the tags.

. . Filter T agging... .
Finally, you can use a menu item or use the button to bring up a

dialog box that appears similar to:
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#H Filter Tagging g@@

Use a % character for a wildoard character. Otherwize, if no % s uzed, an exact match will be assumed
A % symbaol, if uzed, should only appear az the first or lazt character in any filker,

Last Mame Filter: Compary Filter: City Filker:

! ! |

[ Apply the Last Mame Filter [~ Apply the Compary Mame Filtar I~ Apply the City Filbes
State Filker: ZIP Code Filter: Country Filter:

| | |

[ Apply the State Filter [ Apply the ZIP Code Filter [T Apply the Country Filter

[ Al Filkers Are Caze Sensitive

Petfarm the T aoging [ Cancel ] Help

...........................

Using the above dialog you can perform sophisticated tagging that involves multiple
columns of data.

As a simple example, let’s say you want to tag all persons whose last name begins with
the letter J. To do that you would select the following associated with the Last Name
Filter.

Last Mame Filter:

JE

[w Apply the Last Mame Filker

When using Filters, you can apply the % symbol as a wild card character that should only
appear at the start or end of a data item. The % symbol gets interpreted differently
depending on whether it appears before a string or after a string.

In the above edit box the interpretation of J%0 will match any Last Name that begins
with the letter J.

When the % symbol appears at the start of a string as in the case of 20S shown below as
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City Filter:
%5

Iv Apply the City Filker

the interpretation means the program will match any City name that has the letter S
anywhere in the city name.

Taken together the two filters

Lazt Mame Filter: City Filter:

J3

%5

[v Apply the Last M ame Filker nd v Apply the City Filter

would tag all the entries whose last name begins with the letter J and that contain an S
character anywhere in the City name.

You don’t have to use the special symbol % as a wildcard. When no wildcard %

character is used in any filter then the program will search for an exact match only for
that filter. For example, the two filters that appear as:

Lazt Mame Filter: City Filter:

|Kenned_l,l |San°/o

[vw Apply the Lazt Mame Filter [w Apply the City Filker

and
would only find those entries that have exactly the last name Kennedy that would appear
in any city that starts with the name San. In this case the cities might include San
Francisco, San Pedro, or Santa Rosa or Santa Monica.

Also be aware that the control that appears as:

[ All Filters &re Caze Sensitive

can be checked or not and this can have an effect on what gets tagged or not. Probably
most searches or tagging associated with names would leave this checkbox unchecked
that is its default.

As yet another example of filter tagging, the following filter
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ZIP Code Filter:
|90405%

v Apply the ZIP Code Filter

would tag all entries that begin with 90405 in their ZIP code.
Using the above dialog box it is easy to select data for tagging. You should note that there

is a checkbox for using or not using each filter. If you don’t check any filter item to be
used and you try to perform a filtering operation then you may generate the following

error message:

@ Sarry, but you didn't chedk any filters to use.

When this occurs, just go back and reopen the Filter Tagging dialog and check those
filters that you want to apply.

In another Help topic we mentioned creating a Category named ForeignClients. To
demonstrate how filter tagging can help you create that Category we would first select the
Database menu and choose Master Mailing List Data. Once the data list appears we

) Filter T agging...
would click the 2and

| button and setup the single filter:

Country Filter:
USA

[vw Apply the Country Filter

After performing this filter we should have a Master Mailing list that has tagged only
those entries whose County is the USA because we did not use any wildcard in the above
filter. This means we should now have tagged all and only those entries whose Country is
exactly the USA. Next, we would select the Tagging menu item that says Reverse All
Tags. After this, our Master Mailing list should have tagged all the non-USA entries and
we are assuming those are all the ForeignClients.

Next, we would close the Master Mailing List table. Again we would select the Database
menu and this time we would select Categories (Mailing SubL.ists).

This would bring up a dialog box that would look similar to:
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B Mailing List Categories

Categaory Mame:

3 FirstCategan

IJze the Selected Categony...

Create & Mew Categony...

Rename the Selected Categon

| |h|H—|("|1nf1

Cloze Help

Create & Mew Category...

Now click the button to | . This will bring up yet another

dialog box that should appear as:

HH Create A New Catetory E] @

Enter the Mew Category Mame:

|FDrEignEIients

Creation Option:

" Inchude the Entire Maszter Mailing List
* |nclude only Tagged Master Mailing List Entries

" Start "With &n Emnpty Category T able

i Create The Categary | Cancel Help

Type in the New Category Name as ForeignClients and be sure to select the radio button
that says Include only Tagged Master Mailing List Entries. When you click the button

Create The Categaory

you should then see a new Category table that shows all your
foreign clients. Whenever you create a new Category, the program will remove any blank
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characters in the Category name. Thus you should not expect to use spaces in Category
names.

Under the Options menu of the Mailing List window is a menu item

m Sorting  Tagging

| v Save the PersonID# When Exporting to a C5V File
{ v Filtering Resets All Tags

that says Filtering Resets All Tags.

The meaning of this Option has to do with how tagging works when you perform two or
more filter operations in a row. When this option is checked, which is its default, then
whenever you perform Filter Tagging the program will first turn off all tags for the entire
list, and then it will apply the current filter tag operation. When this option is NOT
checked, it means that when you perform more than one filter operation in succession
then each next filter operation will be additive in that it will add to the entries that are
already tagged.

13 Summary

This document has shown how the label software can generate a wide variety of labels
used in many different ways. In the end the label helps people quickly provide
information about the object and maybe where the object is going next.
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