File | EvidenceOnQ

Publc Sty . Justioe B Crime Scene to Court Room

LABEL DESIGN WIZARD

The OnQ Label Design Wizard allows users to create and design their location and
item barcode labels. The following screen-shots are from the LOCATION LABEL
wizard and show the sequential steps to follow when creating location labels. The
same functionality is used in the ITEM LABEL wizard (item labels are referred to
as FOLDER LABELS).

1. Opening the design wizard, which is found under in the OnQ ‘Labels’ menu.
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OnQ 4.0

‘ Sample label

This wizard will help you setup designs for simple black and white labels. If you
- want to setup the color print system, please run the ColorPrint Setup wizard
under the Tools menu.
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2. Define label size and style. The settings for OnQ standard labels are shown:
‘4x2 (inch) Zebra,” continuous roll, custom size.’

0OnQ Label Design [Location] - Step 2 of 4 : Choose label

I Select a predefined label or create a new one: I
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3. Custom label configuration screen that opens if you choose ‘Add New’ (label)
on preceding screen.

I Custom Label

Label Mame: I
Description: I
Lnit of Measure Label Type ————— Crientation
* Inch {" Sheet feed {% Portrait
" Cm % Continuous " Landscape
Enter label measurement in: Mumber Across Il

Enter a name for this label. .. | oK I Cancel

3

FileOnQ Inc. | 832 Industry Drive, Seattle WA 98188-3410 | 800/603-6802 | www.fileong.com



FileO}),

Public Safety & Justice

EvidenceOnQ

Crime Scene to Court Room

LABEL DESIGN WIZARD

4. ‘Label Layout’ screen, which allows users to choose the data fields that will
appear on location labels; to position the fields on the label; and to set the font,
font style and size of the data on the label.

Label Preview

Window

0n(} Label Design [Location] - Step 3 of 4 : Label layout

the label list to the right. Double dick
5 ona field in the label list to change its

font and size. OKAY TO DESTROY 1
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5. Tool for setting label font, font style and size. Tool opens by double-clicking
on label text in working window.
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6. Completion box. Click ‘Finish’ to exit the label design wizard.
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