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Newsletter Labels 
 

 
 
1. Select Goto, then select Utilities 
 
 
 
 
 
 

 
 
 
 
 
 
 
2. Select Newsletter Labels 
 
 
 
 
 
3. Review the Newsletter Label options: 
 

• Labels for - Members, Leaders, and/or Parents 
• One Label Per.. 

o Id – No duplicate removals, one label will be printed for each member, 
leader and/or parent 

o Family – All records with the same last name and address (member, 
leader and parent) will be considered duplicates and will be removed 

o Address – All records with the same address (member, leader, and 
parent) will be considered duplicates and will be removed 

• Email Operations – Select appropriate categories if you want to e-mail a 
communication to members, leaders, and/or parents 

• Label Sort – Sort by zip code, last name or Id 
• Send to – How do you want to receive the information (count, screen, printer, 

or mail merge file?) 
• Select the Label First Line 
• Select the Label Casing – Print Data as Stored, Normal, USPS 
• Then, select Process 
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4. Make all selections, and then select Process 
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5. Select label type – Avery 5160 is the default.  The display screen will adjust 
automatically to show the label type you have selected.  Selecting a new label type 
other than the one the system used last will start the display process just as if you had 
selected Process.  If the label you wish to use is the one automatically selected you 
need not re-select a label type, just select Process.  

 
If the number of labels to be printed will not fit on one sheet of labels, the Next Page 
and Prior Page buttons will enable as needed.  The system will display the progress in 
terms of number of labels, number of pages, current page, etc.   
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Mailing Labels & SQL 
 

 
1. Select Goto and then select Members or Leaders 
 

         
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Select SQL 
  

 
 
 
 
3. Select Request and then select Labels 
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4. Under With Field…, check the box labeled Id.  Then under Operator…, select (=) 
Equal to.  In the Enter Target String … text box, type an asterisk (*) to select all Id’s, 
followed by the <Tab> or <Enter> key.  Now, under Connector…, select Process.  This 
creates a label for all active members in the database.  If you want labels for a specific 
group, you will need to select that field to build your query. 
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5. Under Label Casing, select your casing preference.  Under Label Sorting, select 
your sort preference.  Under One label per…, select Member to print a label for every 
member, Family to print one label for members based on the equality of the 
Parent/Guardian field, Address to print one label based on the equality of the 
Address, City, State, and Zip fields, or Cancel to end the request..  Under Output 
to…, select Printer. 

6. Select the type of mailing label you plan on using.  Avery 5160 is the default. 
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7. Partial Label Sheets Can be Used 
 
To use a sheet of labels that is not full, first select the label type.  Then, click on the 
individual labels to mark them present or absent.  A white label is present, a gray label 
is absent.  To use this feature, you must have selected Output to .. Printer, and you 
must do all the label marking prior to clicking Process. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Full Sheet button will mark the labels all present in one click.  The Empty Sheet 
button will mark all labels absent in one click.  This would be useful if there are just a 
few remaining labels on a sheet of 30. 
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8. When you are ready to print, select Process. 
 
 
 
 
 

9. Select No if you do not wish to have the member record 
Id printed on the mailing label.  Otherwise, click Yes. 

 
 

Portions of this document were adapted from "Mailing Labels & SQL" with the permission of the West 
Virginia University Extension Service.  
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