Printing Labels for the Library

GO TO:
www.citynet.newport-beach.ca.us/


· Select Crystal Reports
· User Name = LABEL
· Click on log on
· Expand Public Folders (click on + sign)
· Click on Label
· Click on Schedule under the “Mailing Labels” Report
· Click on Parameters
· Click on the letter under Value. (probably a “G”)
· Go to bottom one and Enter a Value = W
· Click Ok
· Click on Schedule button (bottom right hand corner)
· Click on the date under “Instance Time” for the report you just ran. (you may need to hit refresh to be able to click on the date)
· [bookmark: crprint]Select printer [image: Print this report] next to page number (top of label page)
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