Handy Library Manager | 2016

Learn how to print labels for one location

Step 1: open main library catalogue

(® LIBRARY Table - Main Library
Main Add Items / Borrowers Edit / View Table Maintenance Backup / Restore

Search ] Advanced Search | Miscellaneous | Replace

Field to Search: )
= - ?
TITLE : \ Web Help|
Text to Find: )

= | {iSearch | | YK Clear |

Labels : | -

Report : ‘ -
Viger™ [ Kcear ] 4/« » m [a]lx] 1/5488 | ?iAdd || SEdit || X Delete]
Display Each Copy | View [ Quiék Edit | Miscellaneous Quick Add
IDNO TITLE AUTHOR  PRINT 1SB~| |[DEFAULT B
4 1[10Reasons toBeleve GodBecart | | WlIF =
2 101 Dalmatians [VHS] 630 o1 =
3 101 Famous Poems Cook, Roy J. title 10 Reasons to Believe God Became a Man (VHS)
4 101 Hymn Stories Osbeck, Kenn 082 atithor
5 101 More Hymn Stories Osbeck, Kenn 082 type VHS
6 109 East Palace Conant, Jenn¢ 074 coauithors
7 131 Christians Everyone Should Kn Gali, Mark 080 publisher.
8 1776 McCullough, C 978 publistied z
9 2 in 1 Romance Elzabeth's Choice Lyle, Linda
10 20 Classical Favorites [CD] | Add || Edit || Delete | | Lost
11 30-Minute Meals Ray, Rachael 189 ‘ Copies(l/ 1) Circulation(4) ‘
= oy ovion - nhecten | [ PRINT_CDATE_ADDIBARCODE CALL _ VOLUME _LOAN_TYPLC
13 400 Creative Ways to Say I Love Chapin, Alice |
14 41: A Portrait of My Father Bush, George 055
15 50 Charles M. Russel Paintings of 1 Russell, Charle 089

e Open Main Library.

e Click Display Each Copy (1).

e When you are in the Display Each Copy mode you have access to copy fields,
one of them is LOCATION.
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Step 2: How to include LOCATION in the GRID

(® LIBRARY Table - Main Library

Main Add Items / Borrowers Edit / View Table Maint

ce Backup / R

Search ] Advanced Search | Miscellaneous | Replace

Field to Search: _ Date Added :
| TITLE 2| IALL
Text to Find:
Report : [
View : [

.Dlsplay EaChVCODV 1\[0‘\\le
o7 Becal |

> IOReasohsto Beleve ¢
101 Dalmatians [VHS]
101 Famous Poems
101 Hymn Stories
101 More Hymn Stories
109 East Palace ,

_AUTLIOD. nancor sl |la-
Insert Field into Grid »
Remove FieldFrom Grid >
Set Print Marker
Clear Print Marker

4

| ?{iSearch | | Yk Clear l

Labels :
(Fdear) |1/ «|»|n/]

4

“ |

Set Print Marker for All Items
Clear Print Marker for All ltems

131 Christians Everyone Should K
1776

2 in 1 Romance Elizabeth's Choice
20 Classical Favorites [CD]
30-Minute Meals

4 Fim Holiday Movie Collection [D
400 Creative Ways to Say I Love
41: A Portratt of My Father

50 Charles M. Russell Paintings of

Gali, Mark 001007 | |
McCullough, Dz 001008 ,
Lyle, Linda 001009 :}
001010 | ||
Ray, Rachael 001011 Co:i
001012 Pf‘
Chapin, Alice 001013 ,

Bush, George 1001014
Russell, Charles 001015

CUSTOM2
CUSTOM3
CusTOM4
CUSTOMS
CUSTOM6
CUSTOM7
CUSTOMS
CUSTOMS

CALL

VOLUME
LOAN_TYPE
COPY_NOTES
LOCATION
CONDITION
PURCHASED
PRICE
REPLACE_COST
EVALUATED
VALUE
ACQUISITION
ACQUISITIONNO
DONATEDBY
INMEMORYOF
DONATED
STATUS
INVENTORY
AUDIT
MISSING
USERL

USER2

2

[ 2 Web Hep)|

| ?iAdd || S Edt || X Delete|
s | Quick Add |

4O

[ »

[o Believe God Became a Man (VHS)

DE CALL VOLUME LOAN_TYPIC

S R T

e With the right mouse button click on the Column Titles row (1).
e A popup menu is displayed. Click Insert Field into Grid. Find and click

LOCATION (2).
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Step 3: Move LOCATION column

(® LIBRARY Table - Main Library

Main Add Items / Borrowers Edit / View Table Maintenance Backup / Restore

>

Search | Advanced Search | Miscellaneous | Replace \‘j]:l_dose )
Field to Search: Date Added : )
TITLE s AL : | ? Web Hep|
Text to Find:
s s | 2{isearch | | % Cear |
Report : | < | Labels : s
View : [ s (MGear) ¢l <> [0 B yses | ?iAdd || #Edt || X Delete]
Display Each Copy & 9 View | Quick Ed'rcr_ Miscelaneous | Quiék Add
' AUTE =] || DEFAULT =

101 Dalmatians [VHS] i idno 1 (=]

101 Famous Poems Shelf 6 Cook| title 10 Reasons to Believe God Became a Man (VHS)

101 Hymn Stories helf 6 Osbe aythop

101 More Hymn Stories Shelf 6 Osbe type VHS

109 East Palace History Section ~ Cona coauthors

131 Christians Everyone Should K Shelf 5 Gall, publisher

1776 History Section ~ McCu publictied S

2 in 1 Romance Elzabeth's Choice Novella Lyle,

20 Classical Favorites [CD] D | Add || Edt || Delete | | Lost |

30-Minute Meals Cookbook Section Ray, Copies(1/1) Circulation(4) ‘

i T ke Hon B St s PRINT_CDATE ADDIBARCODE CALL __ VOLUME _ LOAN_TYPEC

400 Creative Ways to Say I Love Shelf 5 Chap TR = =i

41: A Portratt of My Father Shelf 7 Bush,

50 Charles M. Russel Paintings of History Section ~ Russt

e Location column, when selected, is displayed at the end of the Grid.

e Use scrollbar to find LOCATION. Click on the LOCATION with the left mouse
button, hold it (1), and move right or left to change the display order.

e In this case LOCATION was moved to the left, and is placed right after TITLE,

LOANED.
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Step 4: How to change display order

(® LIBRARY Table - Main Library

Main Add Items / Borrowers Edit / View Table Maintenance Backup / Restore
| Search [ Advanced SearcHé:Miscelianeous ] Replace | ) :
Field to Search: Date Added : o)
TITLE s AL - LMJ
Text to Find: o ) ) )
13 | +| | 2{isearch | [ ¥ Cear |
Report : [ 3 Labels : | 77?}
View : | s (kgear) 1|« > | [&)=) 15488 | ?iAdd || SEdt || X Delete|
Display Each Copy ‘ View ['acrﬁa'r{liMiscelfaneous; IE&T\&J
TITLE LOANED LOCATION  AUTH(* | |DEFAULT ) Bl |
WA Generous Impuise ] Jenkins il |
Enter new library items here, mi idno 107 (5]
Evidence That Demands a Verd 1 McDow: fitle A Generous Impulse
Finally A Hero Tracy, author Jenkins, Jerry B
Targeted for Murder (L/I Suspe Goddal type Book
The Analytical Greek Lexicon Zonder coauthors
The Healing Quit (Half-stitched . Brunst: publisher.
The Judge Singer, published |
The Book of Revelation #3 Larkin,
Protecting Her Daughter (L/I Su 9341 Eason,| | | (.Add ] [ Edt | [ Delete | | Lost |
An Untamed Heart 9737 Sneling | Coples(i/ 1) | Clrculatlon(l) ol
Aekipee Tsoldork i mumnin: Antique Section | Dodge g PRINT CDATE_ADDIBARCODE CALL  VOLUME _LoAN_TYPiC |
Collectble Glassware from 40's, Antique Section  Florenc ’ 11/17/2016/¢ __iﬁm
Collector's Encyclopedia of Depri Antique Section  Florenc I
Collector's Encyclopedia of Depri Antique Section  Florenc
| B .
oo B | || 0
I N, A

e Click on the LOCATION (1) to order all items by this field.
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Step 5: Review locations

(® LIBRARY Table - Main Library

| Search ] Advanced Searchrngisceﬁaneous ‘ Replace |

Main Add ltems / Borrowers Edit / View Table Maintenance Backup / Restore

e (| 2 Web Heb|
Text to Find: o ‘ ’ ‘
= | ¢| | 2{isearch | | Yk Clear |
Report : ‘ 2| Labels : | <
View : | s [ cear] W« » M [a)lz] 31/5488 [ 7iAdd || SEdt || X Delete)
Display Each Copy =7 | View l;Quiék Ea'rti | Miscelaneous ]VQuicik Add |
| TITLE LOANED LOCATION H(-" | DEFAULT :
li Atlas of America Atlas Section Reader | | [ -
| Atlas of the Bble, Atlas Section Reader idno 1453 =
Atlas of the World Atlas Section Nationz title Fame: Kingsbury, Karen [CT]
Just Off the Interstate Atlas Section Reader author
The Harper Atlas of the Bible Atlas Section Pritcha type Audio Cassette
These United States Atlas Section Reader coauthors
Travel Guide USA Atlas Section Reader publisher
| World Wide Atlas Atlas Section Reader published el
| A Chid Called It: Pelzer, Dave [« Audio Books
| Apolyon: LaHaye, Tim [CT] Audio Books | Add || Edt || Delete | | Lost |
Ben Hur: Focus on the Family [ Audio Books Cop;eé(i/ 1) | Circu[atiori(())
ChickenSoup for. the-Sou [S1] e was | PRINT_CDATE ADDIBARCODE CALL  VOLUME LOAN_TYPEC
Child of Promise: Focus on the f Audio Books ’ﬁﬁﬁﬁ
Desert Rose Series Audio Books

e | Thidososs |

e Use navigation buttons to scroll down or up (1).
e Review locations. In this display we see: Atlas Section, Audio Books.
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Step 6: How to print labels for LOCATION = “Audio Books”

(® LIBRARY Table - Main Library

Main Add Items / BorrowerlEdit /View Table Maintenance Backup / Restore

Search | Advanced Sea
Field :[LOCATION -~ ¢

Condition : Is Equal To

5 ® AND
— =4 OOR

h | Mimgelaneous | Replace

Value : Audto Books \4 |Indude3>15

Report :
View :
Display Each Copy
TITLE
Atlas of America
Atlas of the Bible,
Atlas of the World
Just Off the Interstate
The Harper Atlas of the Bible
These United States
Travel Guide USA
World Wide Atlas
A Child Called It: Pelzer, Dave [¢
Apollyon: LaHaye, Tim [CT]
Ben Hur: Focus on the Family [!
Chicken Soup for the Soul [CT]
Child of Promise: Focus on the f
Desert Rose Senes

LOANED

~| Labels :

2| [ % Clear |

LOCATION
Atlas Section
Atlas Section
Atlas Section
Atlas Section
Atlas Section
Atlas Section
Atlas Section
Atlas Section
Audio Books
Audio Books
Audio Books
Audio Books
Audio Books
Audto Books

| Search Conditions :
| LOCATION="'Audio Books'

W o [a)(2]) 3175488
| View \AQuiék Edit'i'Miscellaneousr: Quick Addﬂ‘l

AUTHC=| | [DEFAULT

Reader
Reader
Nationz
Reader
Pritcha
Reader
Reader
Reader

_ Load Search :
| | % Clear |

™ ?{iSearch| | Save | | Organiz
6~ |

\ ? Web Heb\

| #iAdd || SEdt || X% Delete|

O

[ »

idno 1453
title Fame: Kingsbury, Karen [CT]
author
type Audio Cassette
coauthors

publisher

‘ Copies(1/1) | Circulation(0) |
PRINT (DATE ADDIBARCODE _ CALL

published o5

Add || Edt || Delete | \

VOLUME  LOAN_TYPIC

e C(Click Advanced Search (1).

e Select LOCATION (2).
e Select Is Equal To (3).

e Enter Audio Books (4).

e Click Include (5).
e C(lick Search (6).
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Step 7: Only items with LOCATION = “Audio Books” are displayed

(® LIBRARY Table - Main Library

Main Add Items / Borrowers Edit/ View Table Maintenance Backup / Restore

SearchJAdvanced Search | | Miscellaneous | Replace ( I Close |
Field : | LOCATION s ®AND Search Conditions : Load Search : "m]
Eihulay |1s Equa To -/ | OR | |LOCATION="Audio Books' | (egear) | -
Value :{Audio Books (Indude =>/ | | [2{isearch| | save || Organiz¢
Report : i :| Labels: | &
View : | s (Kaear) k|« |» | (a)=) 175 [ ?iadd || SEdt | [ X Delete|
Display Each Copy | View ] Quid |ty Miscelaneous. | Quitfk Add
TITLE LOANED LOCATION £=] | [DeFauLT ' ' h =
4 A Chid Caled It: Peber, Dave [« ﬁ— =
Apollyon: LaHaye, Tim [CT] Audio Books idno45 ]
Ben Hur: Focus on the Family [C Audio Books | file A Child Called It: Pelzer, Dave [CT]

Chicken Soup for the Soul [CT]
Child of Promise: Focus on the Fe

Desert Rose Series Audio Books
Fame: Kingsbury, Karen [CT] Audio Books
Heaven: Alcorn, Randy [Audio Cl Audio Books
In His Steps: Sheldon, Charles [C Audio Books
In the Eye of the Storm: Lucado, Audio Books
IT is Finished: Dickow, Gregory [/ Audio Books
Left Behind: LaHaye Tim [CT] Audio Books
Life Under Control: Olford, Dr. Ste Audio Books
Living Somewhere Between Estro: Audio Books
Living Wisdom, the Book of Prove Audio Books

<]‘ »

Audio Books L
Audio Books'ﬁ_—’

author
type Audio Cassette
coauthors
publisher
published Y

| Add || Edt || Delete | [ Lost |
Coples( 1/ 1) ] Csrculatlon(()) nght Click to Change Barcode or Set Print Marker

PRINT (DATE ADDI BARCODE CALL LOAN TYPIC

VOLUME

Only Audio Books are displayed.

There are 75 items at this location.
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Step 8: How to print labels only for Audio Books

(® LIBRARY Table - Main Library

Main Add Items / Borrowers Edit / View Table Maintenance Backup / Restore

Search | Advanced Search | Miscellaneous | Replace | L Close |
D on [2] @® AND Search Conditions : Load Search : ‘m'l
Condion : [T Equal To <] OR [LOCATION="Audio Books' || W Clear | | - :
Value :zAudio Books | [Incude =>/ | | [2{isearch| | Save | | Organiz
Report : | :| Labels: | :A
- = NEW LABELS = STy
View : | : | K Clear Barcode Labels. 10, AV 54837 F5 | ?iAdd || BEdt || % Delete

Display Each Copy

Barcode Labels, 20, A¥5161 |

TITLE LOANED LOCATIONg code | abels, 80, AV 5167 :

P (& R Lt Barcode Labels, 32, AV 6577 =
Apollyon: LaHaye, Tim [CT] Audio Boo Sphe Labels, 30, AV 5160-1 45 =
Ben Hur: Focus on the Famiy [C Audio Books22ne Labels, 30, AV 51602 (=} A Child Called It: Peizer, Dave [CT]
Chicken Soup for the Soul [CT] Audio Books authop
Child of Promise: Focus on the Fz Audio Books fype Audio Cassette
Desert Rose Series Audio Books coauithors
Fame: Kingsbury, Karen [CT] Audio Books publisher
Heaven: Alcorn, Randy [Audio CI Audio Books , published o
In His Steps: Sheldon, Charles [C Audio Books
In the Eye of the Storm: Lucado, Audio Books | Add || Edt || Delete | \ﬁ,‘
IT is Finished: Dickow, Gregory [/ Audio Books | Copies(l/ 1) Circulation(0)
Left Behind: LaHaye Tim [CT] Audio Books ~ PRINT_C DATE_ADDI BARCODE CALL VOLUME  LOAN_TYPEC
Life Under Control: Olford, Dr. Ste Audio Books ) 11/17/2016/001045
Living Somewhere Between Estro Audio Books
Living Wisdom, the Book of Prove Audio Books

-

-

(AT K >
| -

e C(lick Labels and select predefined label (1).
e In this case the second template is selected: Barcode Labels, 30, AV 5160.
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Step 7: Review the lablel report

@) Print Labels -2 X
Main - 44-1 Close 1
Label Report : | Organize Labels | — =
Category : LIBRARY+COPIES - ? Web Help
Labels : |Barcode Labels, 30, AV 5160 = |Create Labels Image|
Barcode labels, 30 labels per page. Label includes: ; (T -
barcode, title, author. = | Design Labels | | & Select Printer |
Print Labels ‘
Record : Print : Copies: Print From Label #:
From Current ® /lx“RRecordd 1 Al -
i ecords
% om Records Per Label:
Use PRINT marker 1 g Preview Labels |
Use PRINT COPY marker .
‘ QUICk Preview | Auto Update

LIS Zoom [100.0/% Only 1st page is displayed. Click on Preview Labels to display all pages.
3 3 5 g 7
I 1 [ | | e e S [ e O | SR T [

(N T I

Ben Hur: Focus on the Family [CT]

00

T I (s e e

045
A Child Called &t: Pelzer, Dave [CT] Apollyon: LaHaye, Tim [CT]

-4 ( RO RV

24 001896 00180 2211
1 Chicken Soup for the Soul [CT] Child of Promise: Focus on the Fami Desert Rose Series
3—_ 002453 002864 003084
In His Steps: Sheldon, Charles [CT] =

Heaven: Alcorn, Randy [Audio CD]

Fame: Kingsbury, Karen [CT]

Click Preview Labels to review the whole label report. Check how many label

pages you need.

e Click Print Labels to print.
Click Select Printer, select PDF Writer as a Printer, and print labels to PDF file.



