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INTRODUCTION TO MAILING LABELS

The mailing labels function allows you to print multiple mailing labels.

GETTING STARTED

Before you access the mailing labels centre, you need to generate your mailing labels, although some labels can be generated
straight from the mailing centre — see the instructions below in this manual.

Once the labels are created you can print in bulk from the mailing labels function
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CREATING LOT OWNER MAILING LABELS

File
Go to the Menu and click on Lots/Owners

Proper‘tyIQ Strata Fil @ Processing @ Billing End of Period i e

Q suor Diary

Type [ All Types ‘@l@ . user | All Users. v |AllBuidings  * Include Inactive Buiidings ()

[ <[> o] [fooar] “3 Property Managers February 2017 monin [l |
e o

(@ oevios

9 Bank Accounts
) chart of Accounts
Q pocuments

o Templates

1. Type some key letters in any of the boxes on the top line to refine your search and find the owners you want to print
labels for

2. Click in the boxes on the left side of the page to select the owners you want. Or click in the top line to select all owners
on the screen

3. Select Add Mailing Labels

PropertylQ Strata o E] ®0o @ Procsssng @ ng

'_’.Wi Lot~ Unit CRN Ownar Syeet No Sreet Name. Buigng Name Srata Manager Name ‘Com_ Method Deivery Method
= = o -
® 4544033 1 1 0000000294 Franca Swandells 15 Florence Homsby Towers Training Manager Owner Post
#  asaan 2 2 0000000295 Madaison Fumess 5 Florsnce Homsay Towers Training Manager Ouner Post
¥ 4usa03 3 3 0000000296 Ellery Barensan 15 Florence rHomsoy Towers. Training Manager Owner Post.
@ o 4 n 6000000257 Sally Bennett 5 Florence Homsay Towers. Training Manager Owner Fost
#5033 B 5 0000000208 Caroine Liu 5 Florence Homsty Towers Training Manager Owner Post
¥ 4544033 6 L 0000000299 Ann-Maree Lawior 15 Florence Homsby Towers Training Manager Owner Post
#  asaan 7 7 0000000300 Christy Lee. 15 Florence Homsay Towers Training Manager Ouner Post
¥ ausa0 8 8 000000301 Bailey Brown 15 Florence Homsby Towers Training Manager Owner EmailPost
# 43544333 B 000000302 Bailey Brown 1% Florence Homsby Towers. Training Manager Owner EmallFost
#5033 10 10 0000000303 Balley Brown 15 Flarence Homsay Towers Training Manager Owner EmaiPost
¥ 4us4a03 n 1 D0000DO3Z4 MNcole Bauer 15 Florence rHomsoy Towers Training Manager Owner Post.
#  sesaan 12 12 0000000325 Caroiyn Samueis. 15 Florance Homsy Towers Training Manager Owner Post
¥ 450 13 13 0000000373 Franca Swandells 15 Florence Homsby Towers Training Manager Owner Post
-
et | & ki | e oo | 1 et [ 2 e = Exont | = o Sames | [ ke oo | w s [ s [ v |
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1. Tick the type(s) of recipients for each lot owner that you want to generate the labels for
2. Click on the + Add button to generate the mailing labels job

Add Mailing Labels

Type: Lots

Address Options
¥ Owner ° ¥ Tenant
N

= ¥ Resident ' Nominees
v - - > =
< SPlan Lot Unit CRN Owner @ @ Levy Reciplent Building Name
[ [ Jil ] | || General Correspondence |/ Property Manager (w Owner) n
@ 434544333 1 1 0000000294 Franca Swindells ¥ Property Manager 1 Joint Owner hsby Tovers
L4 T

434544333 2 2 0000000295 Maddison Fumess o hsby Towers
¥ 434544333 3 3 0000000296 Ellery Borenson — sby Towers.
¥ | 434544333 4 4 0000000297 Sally Bennett 15 Florence Homsby Towers
¥ 434544333 5 5 0000000298 Caroline Liv 15 Florence Homsby Towers
¥ 434544333 6 & 0000000299 Ann-Maree Lawior 15 Florence Homsby Towers

This will create pending labels in the mailing labels section for you to print later.

CREATING COMMITTEE MEMBER MAILING LABELS

You can create mailing labels for committee members for sending committee correspondence.

File
Go to the menu and Select Buildings

Cuneriy Laggasd

@ Likrg Lref of Fesod Utiics @ Log e

A e e Frazep Fabiy | Tome & Condhons

O clun o dccear
O vocemoms
O remoes

1. Type some key letters in the empty boxes on the top line to refine your search and find the Building you want.
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Buildings I -
C7S - o Buiking Name Streat ho Streat Name St State Post Code. Manager Lots Units Foba
[ s — | { L ] ] |
™) Small Buicing 636 658 High DEE Wiy NSW 2000 Rahit Sachdeca B 8 Folo 64
@ |psarry Homaby Towses. e i3 Florence HORNSEY NSW w077 Trawining Manager " LE] Rokit's New.
sencen
— =)

1. Once the building card is open, click on the Info tab
Click on the little white arrow on the committee accordion to open it

3. Click on the boxes on the left to select the committee members you want to create labels for, or tick the box on the top
line to select all

4. Click the Add Mailing Labels button to create the mailing labels

I
Address
SiPlan* e8a777 —
StreetNo 15 Street Name* Florence
Manager” T [T v —
nager raining Manager pom—

Folie” Loy & Suburb  |HORNSEY State* [nsw v

Building Type* | Svata v Building Name Hornsby Towers PICade
Building Sub Type*| Residential B

Building Class

Total UOE* 220

Active 1 AllInclusive

S - eSS 00 |

~ Commitiee o
[ A ] Appointed
¥ | =" Positon Name Lol | Appointed | Resigned Status Contact Email
@ Cnairperson Franca Swindells 1 AM2016 Active 0423 324 343 fayelynettegoodman@gmaill com = Rep
@ Secretary Sally Bennett 4 172016 Active 0432343434 tonedogs@gmail.com Rep
¥ Treasurer Bailay Brown 8 172016 Active 0412544 344 mystratacustomers@gmail.com  Rep
| @ Email ” O Merge Commitiee Letter " ® Add Mailing Labels ” ® Bulk SMS I + Add H O View ‘
Spending Limits.
Committee Expend'lnu{ §100.00
Major Spending $0.00|
Date of Resolution | ]
+ Tradespeople
b Insurance
» Invesiment Accounts
» Community 1 Precinct Building Commitiee

@ Opening Balances. # Schedules | O Financial Repors ||/~ Eait | » Done |
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CREATING SUPPLIER MAILING LABELS

File

Go to and select Suppliers

PropertylQ Strata . @nm @:mm @m xnuwmm u:m @mm
Q suanss Dial’y

Type | All Types v &b Lot iOwners v User | Al Users . AllBuldings ¥ Wnchude inactive Buikdings | & prot |
&[5 I»] [==] .-‘ Property Managers March 2017

@ sucien
@ osens

€ e accounes

Q) cranctaccouns

Q Documents

©Q womoiaes <l 7 | B

1. Type some key letters in any of the boxes on the top line to refine your search and find the Suppliers you want to print
labels for

2. Click in the boxes on the left side of the page to select the Suppliers you want. (Or click in the top line to select all
Suppliers on the screen)

3. Click on the Add Mailing Labels button
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PropertylQ Strata (g = E] ®0o E] Processing @ Bang End ot Penoa s E] Logoue

Suppliers i - |
Suppier Name « Suppher Cooe Batance . ot Subu Frone: Mobie AN Compiance
@ 1800 Gotunk? 1800 GOT ALK 362000 Agent T 032598 5657 0412303 588 855124 o
@ acam Pumser 335200 Plmber, Removast EXCHCans, Ouner PARRAMATTA oa515115 955324 '
o .mm 808 5000 SMILETONN 0434359 841 21434854655 L
o T4 venn Hangyman Senites VENN 000 Hancyman EPPRG 0413434 385 43754456543 il
O setade $600.00 Agent MELBOURNE 0424515115 e
% DARRYL JOHNHAMMOND $T50.00 Prumoer, Garsening 18384173882 b2
#  Dean Scarce Elecircal PL DEANSELEC 318.401.86 Elecincians. Gandening. Plumber. Handyman. Removaiist 038856 5284 51414382000 ssaTseesa12 Lad
#  Foso Suppler 100 m $583802 Hanayman 67588889 e
¥  GensDoors 5000 SMITHTONN 454545404072 (21
0 Gens Plumting $000 Piumper SYDNEY '
2 Gy Eqwpment Aurana sa00 STRADA 2541333 0o
& Heory The Man 35555 $000 Handyman SYDNEY 0288765678 0412854655 1238786 v
#  Fomsty Garden Manienance HORNS $0.00 Gardenng WAHRDONGA 0412345 345 21434434545 C2d
#  ackof All Trades dacx $500.00 0423385443 R
#  oes Pumbing 2m5 saoo REDSTONE 0326767837 Deoz7osesT zx
£ John Becrical $0.00 Eleckicians B521445 X
2 J0HN RATMOND SCHMDT $000 Window Cieanes 90180473311 o0
2 John e woter man sa00 L -
35 smmctes
Compiance | @ Emat || & Expot | @ Acduaing Lavets | +Ad | & view |

CREATING DEBTOR MAILING LABELS

File
Goto and Click on Debtors

Diary

Tyoe Al Types *l . Uner Al Usens . All Bubdings * Imehie sty Baramgr & Prnt
LI T3] (== & March 2017 BT

| 3}

j— | |

A |
D LI DI )
s
ot - T Sume St G

[ [ 3 3 it W 7 [ o

1. To select an individual Debtor click on the line to highlight them or to select multiple debtors, hold your control key
down and click on the Debtors you want to select.
2. Click on Add mailing labels to create pending mailing labels for the debtors you have selected.
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PropertylQ Strata

@ [ @ sarg

Debtors

= — = | =
- Wm | R s -
= 000 ® Contact Details.
. sm
a 5000 [+ a0 [ conce |
. om
A $000
a3 $000
Ctywoe Bilboards SBUSS 4,394 00 144 123456789
Caea Cate coca 3000 e
S - o - o
GeatNomem Bruwery XEY FOB = 515000
Jack's Dedtor oK 22839
Wy Foundatons Youlh Housing. 1 $0.00 02 2304 7005
Porepunian PCRE $0.00
Propery I Towsr st som
Ramsay Heall Gara 1234267801 000
Soekdand oidings 55511 §100 00
Telstra TELSTRA 3100 test test st g -

[ mavains s | & 0 [ vor

THE MAILING LABELS CENTRE

To access the Mailing Labels Centre, go to the

Proper’(y|Q S‘tl’a‘ta File @ To Do @ Processing Billing

Menu and select Mailing Labels

© Help

End of Period Utilities @ Log Out
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MAILING LABELS SCREEN

1.

10.
11.
12.
13.

Any formats you have created show here. You can click on the dropdown list to see all the formats. See the section
below “Modify Formats” for instructions on how to create different formats.

Click on the Modify Formats button to add new formats or edit existing formats. See the section below “Modify
Formats” for instructions on how to create different formats

If you have already created some labels, they will have the status of Pending and the number of pending labels shows
here

Click on the individual boxes on the left of the screen to select labels individually or click in the box on the top line to
select all

The type of label show here. I.E. Lot, Supplier or Debtor. Click on the column heading to order the screen by that
heading

The name of the label recipient shows here. Click on the column heading to order the screen by that heading

If ithe label is a lot owners label, the strata plan the lot is attached to shows here. Click on the column heading to order
the screen by that heading.

If the label is a lot owners label, the lot number shows here. Click on the column heading to order the screen by that
heading

The address shows here. Click on the column heading to order the screen by that heading

The number of labels for that recipient shows here. Click on the column heading to order the screen by that heading
The user that created the label shows here. Click on the column heading to order the screen by that heading

The date the label was created shows here. Click on the column heading to order the screen by that heading

Click on the Add Labels button to add labels directly from the Mailing Centre. See the section below “Add mailing
labels” for instructions on how to add labels directly from the mailing labels centre.
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14. Click on the Remove Selected Items button to remove pending labels that you have selected on this screen
15. Click on the Remove All Items button to remove all pending labels from the mailing centre

16. Click on the Generate Labels button to generate the selected labels for printing when you are ready to go
17. Click Close to exit the Mailing Labels centre

Mailing Labels o o x|
Pending Labels e Label Format | Avery I:T163 v # Modify Formats

3 page(s) of labels required for this format to print 42 labels @ 14 per page

[m] Type o Name ° Splan o Lot el Address o #Labels@ User 0 Date Added @

— e

-k Maddison Fumess 888777 2 Maddison Fumness. 1 ams 271612018

\ Unit 2/15 Florence Avenue
o
t

U Lo Ellery Borenson 868777 3 Ellery Borenson 1 ams 271612018

'2/15 Florence Avenue

Lot Sally Bennett 86877 4 Sally Bennett 1 ams 271612018
Unit 4/15 Florence Ave

O Lot Caroline Liu 868777 5 Caroline Liu 1 ams 271612018
24 Halloran Drive

O iLet Ann-Maree Lawlor 868777 6 Ann-Maree Lawlor 1 ams 271612018
Unit 6/15 Florence Ave

ULet Christy Lee 888777 7 Christy Lee 1 ams 271612022

@ | 4 Adamstown Road 0 @ @ e -

+ Add Labels ” o Remove Séected Item(s) ” o Remu:a All ltems ” L] Gen;a:a;e Labels || : Close |
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MODIFY FORMATS

You can modify the size and style of your labels to suit your label stationery.

Click on the Modify Formats button.

Add a New Format

Type a name for the new label format

Select the font size from the dropdown list
Select the font from the dropdown list

o v e wNPE

Click Save to save the new format

To add a new Format click on the +Add button

Measure your actual labels carefully and type the details here

Mailing Label Format Setup B

Label Formats

MName

Avery L7163

3 label Accross

| + Add || ~ Edit | @ Remove

Label Format Settings e

Description|2 label across — |

(All measurements are in millimeters)
Fage Settings

Label Dimensions

Top Margin | 14.0| Height | 300
Side [ 2.0/ width | 80.0
Margin Rows | 8| g
Column | 40
Gap Cx , 2|
RowGap | 2.0/ Font Size [12 v | o

FontFace| Calibri M

B Save *® Cancel
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Edit an Existing Format

Click on the format you want to edit to highlight it
Click on - to start editing the format

You can overtype the existing description if you want
You can overtype the existing dimensions if you want
Click - to save your changes

vk wbhe

Mailing Label Format Setup

Label Formats Label Format Settings
Name Description|3 label Accross o
Avery L7163 (All measurements are in millimetars) -
FPage Settings Label Dimensions
3 label Accross
Top Margin| 14.0| Height | 26.7|
Side [ 6.5/ Width | §4.
o - Rows 0
Column 25
Gap Cowmns’ 3
RowGap | 00| Fontsie|10 7]
FontFace|Calibri 7|

[ + a0 || #Edit | @ Remove

To Remove a Format

1. Click on the Format you want to remove to highlight it
2. Click on the - button to remove it

Mailing Label Format Setup B
Label Formats Label Format Settings
Name Description| |
‘Av\ery L7163 ‘ (All measurements are in millimeters)
Page Settings Label Dimensions
3 label Accross oy
Top Margin | 00| Height | 00
Side [ 00| width | 0.0]
maran Rws [ 4
Gap olumns
Row Gap Font Size 10~
FontFace|Calibi 7|
\ + Add || # Edit || @ Remove |
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CREATING LOT OWNER LABELS DIRECTLY FROM THE MAILING CENTRE

Click on the +Add Labels button

Choose Lot from the drop down list.

Tick the address options you want

Click on the Select Lots button to search for the lots you want to include.

Type some key letters in any of the empty boxes on the top row to refine your search

Click in any of the boxes on the left to select lot owners individually or click in the top box on the left to select all lots

NouswNR

Click on the Select button to select the lot owners that are highlighted on the screen

Pending Labels - y |
QI A0 Masng  steis [x] Lots
Troe Name [ =
Typel Lot v 2 Seiection | O None Seectes . unt | ORN Quner Sve | Sveethame  BukingN ¥aManagerN_| Cor. et
e Adtrews Ootors =
< Ownes Teaant e
Resident Nominees - -
¥ Morgogees. o _ Levy Recipiont o Emel
t Jonus Roac General CoreM%dence ¥ Property Manager (w Owner) Oun  Post
PENRITH NS Property Manager Joint Owner oManager Own  Post
Traning r O Post
[ oo raning Manger  Own  Por
- Traoing Manager Oy Post
Commitee Franca Swnoess FIGO0OMT TIROTT L Oy
Training Manager Own . Fost
Traning Manager  Own. .. Post
Comminoe Saity Bennet Saily Bennett Faye Goooman 1702017
Unit 4115 Fiorence Ave
Commites Bty Brown Baley Brown Faye Goooman 1102017
Unit 115 Florence Street
[+ Aga Lasels | @ Romove Selected nemis) | B Remove Al tems [xc0se | r —y
= S et o) O View || v Bect(®) | % Cose

Once you have clicked the Select Button:

1. Click Add to create the labels. This will create Pending labels for the Lot/Owners you have selected.
2. Click on the View Selected Lots button if you want to view the Lot/Owners you have created pending labels for

Add Mailing Labels B
Type[Lot v [ 2 selectLots | @ Views Selected Lots |
Address Options
¥ Owner [ Tenant \ =
[ Resident [/ Nominees o
¥/ Mortgagees [/ Levy Recipient
[ General Correspondence LI Property Manager (w Owner)
I Property Manager | Joint Owner
@
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CREATING DEBTOR MAILING LABELS DIRECTLY FROM THE MAILING LABELS CENTRE

vk wN e

Click on the +Add Labels button

Choose Debtor from the type drop down list
Click on the circle (radio dial) to include the debtor’(s) contact details

Click on the Debtor you want or to select multiple debtors, hold your control key down

Click on the Select button to select the debtors you want.

PropertylQ Strata Fm @tnn @P«u—w @a—n @emmpmm mn-s @m;m

Add Mailing | sbels [ x]
Name Debtor Code Eaiance Pnone Mobile ABN
26 Pending Labsis Type| Deomr A SslectDettors | @ None Selectsd | | | ‘
1 page Acaress Options: - - S000 =
unn Type. Name Adaress * Contact Details. o -~
a 5000
a Lot To The Resident .
PENRITHNSW 2750 a 5000
aa
aa 000
aa
Lot 1 Jones Road ams a0 - 000
a8
PENRIT? W 275
. A Crymide Billoos AMREUSS $4,304.00 0456677144 123456780
. Stockiand Holdi_ 555111 $10000
= Cormizes Franca Swindells Franca Smndells Faye Goadman 1732017 i LI SANe = —
. Unet 115 Fiorence Ave 222222 22222 5000
- GreatNomem B KEY FOB $15000
lacksDetor  JACK s226300
= Comminee Sally Bennent Saby Bennet Faye Goodman 1Tz Ramsay Health __ 1234567881 $0.00
a Unit 4715 Florence Ave :
= Wy Foungations_ 1 5000 0283067905
- Coca Cola cocA 5000 12345434555
- Commitee  Bailey Brown Basey Brown Faye Goodman 1Ren7 Franca Swingells | GG 539986000 54854358364
Unit 171 $000
~
50.00 ° =
s
Lot Rocco Sivester Rocco Siveglt Faye Goodman 2032017
Unit1, 83favil Avenue .
[+ Acgiavess || & memove seiectea nemis) | @ Remove aimems | o o x Cose

Once you have clicked the Select Button:

1. Click +Add to create the Labels. This will create pending labels for the Debtors you have selected.
2. Click on the View Selected Debtors button If you want to view the Debtors you have created labels for

Add Mailing Labels

Type Debtor ¥ |

Address Options
® Contact Details

| o SelectDebtors | B View3 Selected Debtors |

\ < 4
o | + Add | % cancel |

CREATING SUPPLIER MAILING LABELS DIRECT FROM THE MAILING LABELS CENTRE
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No vk wnR

Wiailing Labels

Click on the Add Labels button
Select Supplier from the drop down list
Click on the circle to include the Supplier(s) contact details

Click on the Select Suppliers button to search for the Supplier(s) you want

Type some key letters in the empty boxes on the top line to refine your search
Click on the Suppliers you want to highlight them or click in the box on the top left to select all.
Click on the Select button to create Labels for the Suppliers you have selected.

PropertylQ Strata

TypeSupplier ¥

I Commities

| commitiee

1 commitiee

Lot

Franca Swindeils

Sally Bennett

Bailey Brown

Rotco Sivester

To The Resigent
Unit 171 Jones Road
PENRITH NSW 2750

* Contact Detalls o

2 Select Suppliers | O None Selected | [

1 Jones Roag
PENRITH NSW 2750

Franca Swindells
Unit 1/15 Flarence Ave

Sally Bennett
Unit4/15 Florance Ave

Bailey Brown
Unit 1715 Flarence Street

Reeeo Silvester
83 Cavill Avenue

Faye Goodman

Faye Goodman

Faye Goodman

Faye Googman

[+ Adataes | &

| & Remove At ems

1532017

1732017

17RR0T

1732017

2082017

Suppliers

Cumrently Logged In ss: Faye Goodman
Fok: Admisin

A

(v [ s [

o Supplier Name SupplierCo__ | Balance Type Suburd Phane Mobile ABN Complia

O] [ 1 [

O uUneek Conveyancing 50.00 Conveyancer 00

O Folio Supplier 100 m 39.349.15 Handyman 67sseees V@

wsn 35555 $550.00 Handyman SYDNEY 0288765678 0412654655 1236766 L

@ ada er $352.00 Plumber, Removalist, Electri. PARRAMAT... 0424515115 9856324 L4

W John Electrical G $0.00 Electricians 8521448 X

¥ Johnthe water man el 5000 00

Supplier 686 $0.00 Hanayman CEEWHY 0487667776 0424516118 2342385 @@

Painter 688 $000 Painter oe

Homsby Garden Mainienan HORNS $0.00 Gardening WAHROON 0412345345 21434434545 v

Joe's Plumbing 22345 $352.00 REDSTOME 0398767837 0402799887 XX

¥ Pool Equipment Supoies | POOL 5000 HORNSEY 1256789 @@

[® ] Porta Prumbers S0.00 Flumber 00

@ Perfect Plumbing Services 5000 COLNTRY Q4DD455555 21433433568 ¥

Plumsing Pariners PROMPT S0.00 Plumber EFFING 0411856 456 60424543007 ¥

Bab The Builder 808 -$1,000.00 SMILETOWN 0434 360841 21434854656 Vo

Boris Venn Handyman Serv. .| VENN $0.00 Handyman EFFING 0213434348 43284456543 VP

Glens Plumbing $0.00 Plumber SYDNEY v

Test Enty 5000 o e

Once you have clicked the Select Button:

Add Mailing Labels B

1. Click +Add to create the Labels. This will create Pending labels for the Suppliers you have selected.
2. Click on the View Selected Suppliers button If you want to view the Suppliers you have created labels for

Type| Supplier ¥ | A Select Suppliers " O View 3 Selected Suppliers |

Address Options

® Contact Details

(2)
Q-

CREATING MANUAL MAILING LABELS DIRECTLY FROM THE MAILING LABELS CENTRE

1.

Click on the +Add Labels button
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2. Choose Manual from the Drop down list

3. Type the details you want to appear on the label
4. Click on the +Add button to create the Pending labels

Mailing Labels

[ 25 |pending Labels

Type

® o

Lot

(1]

Lot

L) committee

) committee

) committee

O Lot

Franca S

Add Mailing Labels

Top Leﬂ|George Gibbons
Line1 [Suite 3/Level 1
Line 2 [345 Moranda Place
Line3 |
Line4 |COLLINGWOOD VIG|3009

Label Format | 3 label Accross ¥ # Modify Formats

e(s) of labels required for this format to print 25 |abels @ 30 per page

User

Date Added

Address Options

ms

aye Goodman

Sally Bennett

Bailey Brown

Rocco Silvester

Sally Bfhnett 1 Faye Goodman
Unit 4/1§ Florence Ave

Bailey Brown 1 Faye Goodman
Unit 1/15 Florence Street

Rocco Silvester 1 Faye Goodman
Unit 1, 63 Cavill Avenue

15/312017

15/3/2017

171312017

1713,2017

171312017

201312017

-

-

=" | + Adgd Lavels | & Remove Selected ltem(s) | ® Remove Allllems || @ Generate Labels || % Close

The Mailing Centre will show all the Pending Labels you have just created.
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1. The number of pending labels shows here

2. You can select all by clicking in the box on the top line or select individual labels by clicking on the boxes

3. The type shows in this column, click on the column heading to order the screen by type

4. The name shows in this column, click on the column heading to order the screen by type

5. The Strata Plan number (if applicable) shows in this column, click on the column heading to order the screen by Strata
Plan number

6. The Lot number (if applicable) shows in this column, click on the column heading to order the screen by Lot number

7. The Address shows in this column, click on the column heading to order the screen by Address

8. The label format shows here

The number of labels for this address shows in this column
10. The user ID of the user that created the label shows in this column
11. The date the label was added shows in this column

O I ¢ W

Pending Labels Label Format | Avery L7163 ¥ # Modify Formats

3 pana(s) of labels required for this format to print 42 labels @ 14 per page

|_\ Type e Name o Splan o Lot -o. Address o #labsls 0 User @ Date Added 0

| \Supplier 1300-Got-Junk? - 1300-Got-Junk? 1 ~ams 23/5/2018 -

-

o PO Box 1274
Ll Supplier A G Thomas Valuations A G Thomas Valuations 1 ams 23/52018
PC Box 3418
| Supplier aaa handyman aaa handyman 1 ams 23/5/2018
Lot tesboot 1 1 tesboo 1 ams 23/5/2018

10 Hollywood Drive
MURWILLUMBAH WA 2656

Lot t dghd ghd hafdhafd hafd : 1 2 t dghd ghd hafdhafd hafd 1 ams 2352018
1 Hollywood Drive
MURWILLUMBAH WA, 2656

i Lot 1 3 1 Hollywood Drive 1 ams 231512018
MURWILLUMBAH WA 2656

+ Add Labels " T Remave Sef

PRINTING THE PENDING LABELS

1. Click on the box on the left in the top row to select all or
2. Click on on the boxes on the left to select or deselect individual labels

PropertylQ
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3. Click on the Remove Selected Items box to remove any selected labels altogether
4. Click on the Remove All Items button to remove all labels
5. Click on the Generate Labels button to generate all the selected labels

Mailing Labels x

Pending Labels Label Format | Avery L7163 ¥ # Modify Formats
3 page(s) of labels required for this format to print 42 labels @ 14 per page
O ° Name Splan Lot a Address #Labels User Date Added
— L. - ISy CET ToOTTT T ISy LeT T UL TIHZO TS "
4 Adamstown Road
¥ Lot rty 689 76 rty 1 ams 23/6/2018
e 12
¥ Lot 1 a8 1 Hollywood Drive 1 ams 23/5/2018
MURWILLUMBAH WA 2656
O Lot Bailey Brown B88TIT 3 Bailey Brown 1 ams 27162018
Unit 1/15 Florence Street
¥ Lot Bailey Brown 838777 9 Bailey Brown 1 ams 27162018
Unit 1/15 Florence Street
O Lot 1 Lele] 1 Hollywood Drive 1 ams 23152018
MURWILLUMBAH 656
-
+ Add Labels " @ Remove Selected Itemy(s) " @ Remove All Items " O Generate Labels " % Close |

1. By default the labels will start printing from label number 1, but if you have any part printed label sheets, you can alter
By default the labels will print in Name order but you can alter by clicking on the appropriate circle (radio dial) if you
want

3. Clilck Preview to create a PDF preview of how your labels will look. This will automatically create a PDF that will open in
a new tab

PropertylQ
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Perfect Plumbing Services
22 Country Road
COUNTRY NSW 3445

Perfect Plumbing Services
22 Country Road

COUNTRY NSW 3445

Start Position

Flease enter the 1st label number to start printing from.

(Labels are numbered from left to right, down the page)

Start printing at label number 1)(1-30)
Print Sequence

*'Name '"'

Type Then By Splan/LotNo e
User N

— © O

| O Preview || O Generate Labels || ® Cancel

4. Click Generate Labels to generate a PDF that you can print onto your label stationery

generatelLabels

45 James Ruse Drive
PARRAMATTA NSW 2150

adsungs
Ann-Maree Lawlor

Unit 6/15 Florence Ave
HORNSBY NSW 2077

PropertylQ
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Pool Equipment Supplies
4 Edgeworth David Avenue
HORNSBY NSW 2077

Unit 6/15 Florence Ave
HORNSBY NSW 2077

ausaazy0
Bailey Brown
Unit 1/15 Florence Street
HORNSBY NSW 2077

Unit 6/15 Florence Ave
HORNSBY NSW 2077

ausays
Bailey Brown
Unit 1/15 Florence Street
HORNSBY NSW 2077
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