One Blue Hill Plaza, 16th Floor, PO Box 1546
Pearl River, NY 10965

1-800-PC-AMERICA, 1-800-722-6374
(Voice) 845-920-0800 (Fax) 845-920-0880

Printing Customer Labels

Store 1002 Customer

18 cornell drive Store 1082 Customer
hartsdale ny 10530 18 cornell drive
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To print customer labels the following must be configured/performed:

e  Customer Accounts Must be created in Customer Maintenance

e A Label Printer must be configured in Friendly Printer Setup

e The Customers must be Selected to Print Labels For

Note: Barcode Express MUST be enabled on the license code to print customer labels.
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Adding your Customers with all Required Information

Manager

Options

Select the Manager or Options button.

Enter the administrator password (default: admin)
where applicable.
Select Administrative then, Customer Maintenance.

This Custorner  All Customers  Print Customer Labels

General Info Extended Info| Account Info ShippinngiIIing‘ History‘ Notes ‘ stores‘

Information for: Store 1002 Customer Keyboard
Customer # First Name Last Name E-mail Address
1215616 Store 1002 Customer

Company Name Primary Phone # Bonus Points Achieved
0

Street Address Alternate Phone # Birthday

18 cornell drive

Street Address 2 City. Application Date
hartsdale 6/20/2012

State Zip Code County Card Swipe IDs

ny 10530 Add

Discount Percentage  Discount Level
0.00%

[C] Charge At Cost [T] Tax Exempt [C] Print Notes on Receipt

Search by Customer #

ye) Last Search
Look
up

Next

\ Previous

&l Select for

Returned 2
Cumemers @

At the Customer Maintenance screen select Add.
Enter the following required information:

Customer Number (tip: Use the phone number as

the customer number for easy reference).
e  First Name.
e Last Name.
e  Street Address.
e City.
e State.

e  Zip Code.
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Configuring a Label Printer in Friendly Printer Setup

Printing Customer Labels Requires that a Barcode Label Printer is installed. The Avery 5160 will not print

the labels correctly.

To fit all of the information on the Labels requires the use of Paper Labels or Shelf Tags.

Manager

Options

1. Select the Manager or Options button.

2. Enter the administrator password (default: admin)
where applicable.
3. Select Setup then, Friendly Printer Setup.

Select Friendly Printer Select Local Windows Printer

Receipt None\Default &
Report Microsoft XPS Document Writer

Full Size Invoice
Sli Fax

Endorse

Fax

Printer Options

Printer Type Bar Code Blaster Advantage V\

Lines to feed before cutting |:|

Click to select the logo file

Add Order

Station Options
Printlogo on receipts at this station

O Ler

No logo selected

Save & Exit

4. Select Label in the Select Friendly Printer list on the
left.

5. Select the label printer that is installed.
For more information on installing and configuring a label

printer please see the link below:
e  http://fag.pcamerica.com/hardware/label-printers

6. Use the dropdown to select the correct Printer Type for
the printer you have installed.

7. Select Save & Exit.
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http://faq.pcamerica.com/hardware/label-printers

Selecting which Customers Will Have Labels Printed

Manager

1. Select the Manager or Options button.

2. Enter the administrator password (default: admin)
- where applicable.
0 ptl ons 3. Select Administrative then, Customer Maintenance.

e  Print Customer Labels - Allows you to print labels for a
customer on a label printer. Each label displays the
customer name, address, city, state, and zip code.
Optionally you can have a barcode print with the
customer number.

You can choose how the labels are printed from the options
below:

o Current Customer: Use this option to print a label for
the current customer.
o All Customers: Use this option to print labels for all

Print Cusktamer Labels

Current Cuskomer Chrl+L customers. . o .
o Bonus Point Range: Use this option to print a label for
Al Customers Chrl+C all customers who satisfy a specified bonus range.
Bonus Poink Range Ckel4+B *  You will be prompted to enter the lower and
upper limits for the bonus point range.
Event Range Ctrl+E o Event Range: Use this option to print a label for all
Mernbership Expiration Fange customers who satisfy a specified event date and

description.

=  You will be prompted to enter an event
description and the upper and lower limits for the
event date range.

= Toinclude all event descriptions in your range,
enter " * " for the event description.

o Membership Expiration Range: Use this option to
print a label for all customers whose membership
expires within a specified date range.
=  You will be prompted to enter the start and end

date.

4|Page




Would you like to print bar

codes on the labels?

—

-

e After making the selection as to which customers will
have the labels printed, you will be asked if you would
like to print the customer number as a barcode on the
label.

Store 1002 Customer
18 cornell drive
hartsdale ny 10530

IALNIT TR
1215616

Store 1002 Customer
18 cornell drive
hartsdale ny 18530

e  Sample customer label with optional customer number
barcode.

The above example was printed on a Paper Label.

e  Sample customer label without customer number
barcode.

The above example was printed on a Paper Label.

Note: Printing Customer Labels Requires that a Barcode Label Printer is installed. To fit all of the
information on the Labels requires the use of Paper Labels or Shelf Tags.
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