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RecTrac 3.1 Manager Documents

Introduction

This document will explain how to print item labels out of RecTrac 3.1.

Inventory Labels

1. In the menu on the left, search for Inventory Item Reports
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2. Click Default Settings in the bottom right.
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3. Either select the items you want to print labels for on the left hand side or click the Inventory
Item Range toggle on the right hand side and select a range of items you'd like to print
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Inventory Label Cont. .
4. In the bottom left, in the Output Group, select All Outputs and in the Output Template, select
VSI - Inventory Labels Report.
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5. Click Process in the bottom right.

6. This screen will appear. In the TDS Label Template, click the Picklist arrow on the right hand side.
This will open the list of available templates.

Report Options
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RecTrac 3.1 Manager Documents

Printing Labels

7. What you choose here depends on the size of your labels and what printer you're printing too. If
you're printing to a regular laser printer with 8.5x11 label sheets and Avery 5160 Labels, you'd
choose the “Avery 5260-Inv Label Price” (or “Avery 5260-Inv- Label No Price” will not print the price
on the label.

Template Management - Label - Inventory i 7 X
8 Options [ Templates {0) & Refresh Templates 1 to 3 of 3 (Filtered from 3)
Template ID 4 Record Type 4« Permissions Limit Fonts? Template Settings
kT (1) --- Select Template Ty.. = {0) Selected + (0) Selected = il

AVERY5160-tnv Label - No Price Label - Inventory CNIC-STANDARD D Size: 2.63x1.00, Page Margins: 0.25x0.25, Record Margins:...

AVERY5160-Inv Label Price Label - Inventory CNIC-STANDARD D Size: 2,63x1.00, Page Margins: 0.25x0.25, Record Margins:...

AVERY5160-Inv-Label-Price-Dym... Label - Inventory CMNIC-STANDARD D Size: 2.63x1.00, Page Margins: 0.25x0.25, Record Margins:...

The Dymo label is for the label printers that print one label at a time and the label stock comes in a
roll.

The Template Settings on the right hand side give you the dimensions of the labels these template
will print for and how many will print per page. If you need a different size or have a different

printer, new templates can be created. Submit a ticket to the AIMS help desk and provide the
printer you have, the label stock you have, and the dimensions of the labels.

8. Once you select a template, choose a Qty Option.
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Printing Labels Cont.

* Print Qty-on-Hand: This will print the amount of labels based on the quantity of your inventory.

* Print Qty-on-Order: This can be used if you put your inventory orders into Rectrac.

» Print Single Label Per Item: This prints one label per item.

* Print Fixed Quantity for all Items: This will open up a quantity field where you can enter how
many items labels you want to print per inventory item.

* Print Specific Qty Per Item: This will force you to go to another screen after starting the print job
where you will have to specify how many barcodes of each item you want to print.

If this is your first time running this, it's suggested to preview and print one or two pages of labels
first before printing directly to the label stock. It can take some trial and error to get the labels to
line up correctly.

Report Options
Label Opdons
TOS Label Template (3) Gty Option ()
AVERYS160-Inv Label Price o” | Print Sinle Label Per Iten) s O

Skip [tems That Hawt

POF (3) D D Print Report (5)

Print Selection Criteria

PreviewReport (D Select whether you want to
FTP Report (D) print or preview.
¥@rox B210 (XRX9C934EARCTOA) CI|Ck Continue.

Sefpd Report Debug Email To (5)

Continue Cetmaduin P

If you chose Print Qty-on-Hand, Qty-on-Order, single label, or fixed quantity,
you labels will print or preview soon. If you chose specific quantity per item,
you'll have to follow the steps on the next page.

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG 5



RecTrac 3.1 Manager Documents

Printing Labels Cont.

If you chose "Print Specific Qty Per Item”, look out for a pop up in the top right of the screen or
on the left hand side of the screen in notifications.

@ Finished 03/22/2021 @ 18:02

Labels inital fetch is complete

Click Show Results.

Show Results

On the next screen, you will need to update the browser box with each label quantity you'd like
to print. Select the template on the right hand side and click Process Labels.

@ Options BT ates (0) & Refresh Label Results 1w 18 Process Option @
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