CompuLEAD Data Import Instructions:
Microsoft Access Labels

To import MS Access Labels
your data must be in Excel
.csv format.

Click here to convert to .csv

Start MS Access

Click Report Tab

Microsoft Access
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Click Label Wizard

Click on drop down arrow
and select the file you have
just created

Microsoft Access

JEiIe Edit “iew Insert Tools Window Help

Design Yiew

1 Report Wizard

| AutoReport: Columnar
AutoRepart: Tabular
@' d

This wizard creates a report
Farmatted for printing on
labels.

Choaose the table ar guery where Il

the object's data comes Fro:.'
O00999A01 q_¥YZ_ COMPANY

000999401 g _*¥VE_COMPANY_&

1} ] i|

Resdy [ mw 1 4

Click OK

Microsoft Access

JEiIe Edit Wiew Insert Tools Window Help

Design Yiew

] Report Wizard
| AutoReport: Columnar
AutoReport: Tabular

Chart Wizard

This wizard creates a report
farmatted For printing on
labels,

Choose the table or query where -
the object's data comes Fram: DDDQQQADIQ_XYZ_COMPP_'

] i I *|

Ready C [ mm [
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This wizard creates standard labels or custarn labels,
what label size would vou like?
Product number: Dimensions: Mumber across:
: .3 mim 2
95,5 mm x 44,5 mm z
3.5 mm x 42,3 mm z -
G4.0 mm x 42,0 rm z
&3.8 mm x 42,3 mm z 3
Unit of Measure Label Tyvpe
" English ' Metric & sSheetfeed © Conkinuous
H Filter by manufacturer: hd
Click on drop down arrow i b OA
Customize. .. =
and select Avery _customzz... | 2 =
Herma
HISAGD
Cancel KOELYO
T |MANA

Label Wizard

This wizard creates skandard labels or custam labels,

what label size would vou like?

COG00NN000000000000

Product number: Cimensions: Mumber across:

5095 12" x 3 HE"
5096 234" x 2 He"
5097 11/2" 4"
: 1 i
5161 14"

>

2
3
2
2

Select 5160 label size

|&

Unit of Measure Label Type
: : " Metric % Sheetfeed O Conkinuous
Click on English @ e
Filker by manuFacturer: [aery |

Customize. .. r
CI'Ck on NeXt > Cancel | ( Mext = 1 |

what font and color would vou like vour texk bo be?

Texk appearance

onkt size
Change the text appearance =] 3l
Of our ChOICe Fonkt weight: Text color:
y [Lighe —~1 J

™ Italic ™ Underline

CI'Ck on NeXt > Cancel
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Label Wizard

what would vou like on vour mailing label?

Construct your label on the right by choosing Fields from the left, You may also
type kext that you would like to see on every label right onto the prototype.
Available fields:

Prototype label:
D
Booth Murnber

Click First Name
Click on >

Hit the space bar

Cancel

= Back | Mext = | Finish

Label Wizard

what would vou like on wour mailing label?

Construct vour label on the right by choosing Fields from the left, You may also
tvpe text that vou would like ko see on every label right anto the prototype.

Avwailable Fields:

Prototype label:
fie) -~ {First Mame} |
Eoath Mumber
Showe Mame
First Mame >
Click on > Lost v
Hit the Enter Key once

Cancel

= Back I Mext = I Finish
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Scroll down in the
Available fields:

Click Address

Clickon >

Hit the Enter Key Once

Label Wizard

7 what would vou like on your mailing label?
’ Construct your label on khe right by choosing Figlds from the left. You may also
- type text that you would ke to see on every label right onto the prototype,
Available fields: Prototype label:
Last Marne A {First Mamne}{Last Mame}

Title |
Co[oan
< Address 1 Mumbep
Adadress
Trtermet fddeacs

Cancel < Back | Next = | Einish

Scroll Down and
Select City

Click on >

Hit Space bar once
Select State

Click on >

Hit Space bar once
Select Mail Code
Click on >

Label Wizard

7 wwhat would vou like on wour mailing label?

* Construct your label on the right by choosing fields from the left. You may also
- type text that vou would like to see on every label right onto the prototype.

Available Fields: Prototype label:

Address 1 Mumber -~
Address 2
Internet Address

4Firsk Mame}r{Last Mame}
{address 1 Mumber}

State
Mail Cade

Cancel < Back | Mext = I Finish
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Label Wizard

S'hat would vou like on wvour mailing label?

Your label should
look something like
this

Construck vour label on the right by choosing Fields from the left, You may also
type bext that vou would like to see on every label right onta the prototype,

Prototype label:
Protatyps label

4

{First MarneHLast Mame}
{Address 1 Mumber}
. {City} 45tate} {Mail Code}t

Click Next >

Cancel < Back Einish

Label Wizard

You can sork your labels by ane or more Fields in your database, Yaou might
want to sort by more than one field (such as last name, then first name), or by
just one field {such as postal code),

Sort by ID
Click on >

which Fields would vou like to sort by?

fyailable Fields: Sort by

Baooth Murnber
Shiow Marne

First Mame

e
Last Mames
Title 4
Company 1

Address 1 Mumber ﬂ J

Click on Next >
Cancel | < Back | Mext = | Finish
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Give a name to your report

Click on See the labels as
they will look printed.

Click Finish

Label Wizard

oTEeds Lo create yvour labels!

what do Z
¥ See the labels as they will look printe
" Modify the label design.

[ Display Help on working with labels,

[

Cancel < Back

Your data should
look something
like this

You are now ready
to print your labels

You Are Done'!

Microsoft Access - [Labels 000999A01q_XYZ__COMPANY_A_REA... [= |[E]X]
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If you need assistance importing your sales lead data into your third party software,
please contact a technical support specialist at 708-786-5565.
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Click Delimited

Click Next >

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes vour data.

original data type
Choose the file bype that best describes yvour data:

(+) Delimited - Characters such as commas or tabs separate each Field,

() Fixed width - Fields are aligned in columns with spaces between each Field.
Skart import ak po: File: arigin: 437 1 OEM United States s

Preview of File C:\Homel 000999401 q_KYZ_COMPANY_A. bxt,
|1 ["Eooth Number", "Show Name","Salesman MNunber", "First Mame Prefix e’
Lz ™" L"MEDLINE INDUSTERI
13 " L"TECHMICAL SERWICE M|
|4 | "t "DIRECTOR HR" "
LS | DESICNER" , "MOMNARC]Y +

< >

Eimish |

etz

Select Comma

Click Next >

Text Import Wizard - Step 2 of 3

This screen leks vou set the delimiters your data contains. ¥ou can see
hiow wour text is affected in the preview belows,

[] space [] other: I:l Text gualifier:

Data previews

Draliviflyzries [] Treat consecutive delimiters as one
[]1ab [ Semicalan

[ Cancel ][ < Back KL Mext = u

Eooth Mumber [Fhow Name Falesman Numbher [First MName Prefix [Firstc Naj
I _EOS [FREL
DI _EOS HACE
I _EOS B REW
DI _EOS CURTIE= L
< >
Finish ]
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1. Move the scroll bar
to all the way to right
at the bottom of the

Data preview window
2. Hold down the shift

key and click in the
Data preview window
to highlight the entire
data

3. Click "Text" in
Column data format

section.
4. Click Finish

Text Import Wizard - Step 3 of 3

This screen lets vou select each column and set Column daka Format
the Data Format, () Genera
‘General converts numeric values to umbers, date () Teat
values bo dates, and all remaining values to text, Opate: MY ¥

() Do nat import column {skin)

[aka preview

2

irst Name Prefix

EBooth Nuwber Fhow Nawe Salesman Number
DM EOE
DM EOE
DM EOE

mH_E0S

[ Cancel H < Back ]

Delete the unwanted data and blank fields which will not be included in your

merged document, such as qualifiers, phone, fax etc

Highlight the
column(s)
Click Edit

Click Delete to delete
the column(s)

Microsoft Excel - 000999A01q_XYZ_COMPANY_... [= [B|X]

Eﬂ File (| Edit !iew Insert Format Tools Data  Window Help
RN ¥ Undo Column \Width  Cir+2 “_?9 ¥ - H ||lﬁ @ E =
Al # 0 cut CirHx

B e cove MNP : |
1] " ) ber First Name Prefix First Name  Middle
L [ Office Cllpﬁoard... FRED
| 3 | (| Paste Cirl+y ACK
| 4 ] Paste Special... ANDREVY
| 5 | CURTIS
| 6 | Fill 4 STEVE
| 7] Clear 3 lra

g FRAME
El | @l@ | PAUL
10 &4 Find... CirkF RONALD
HiT Liks.. [MICHARL

H o4 Y / |< b2 |
iDaw~ b | Aumshapess N\ N OO M 4 & Bl & | S~ g-A-=S=
Ready TN
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Microsoft Excel - 000999A01q_XYZ_COMPAN... [ |[TB<]

. . HEY Eile ) Edit “iew Insert Format Tools D Window  Help
C||Ck Flle P L Mew... Cirl+k
: E3 open... ctrl+0
Close
1 5T ZIP =
5| Il Save Cirl+s Fooas
3 || Csave asd. [FL =310 .
CI- k S A 4 = —_ y [ 1785
IC ave AS... 5 ermission 1 DE0s4
[ Wb Page Prewview ¥ 1857
7 A fooo7
P Setup...
g == e | [Besa=_1
a | L2 Print Prewview 21 208—6-351
10| 4 Print... Cirl+P J DFFa0
11 A Tozz =
= 1 00099940103 YE_COMPARMT_&, bt = 3
14 >
- 2 stempiko.. \bawo001852401g_KOOL_KANDY_IMNC. bt A l
E: _af - =
AL 2 WEmphACT! Impor,, WACT! Importing Instructions. xls C— .
Read 4 MACANDYD., \I01852A01g_KOOL_KANDY_IMNC.Fam
g
Save As .

. . . . Save in: Deskt vi@ Q@ X Ci B Tods -
Click in Save in: field = P‘h = 0 2@ XEE

and |Ocate the fold er \_‘5 @DDDQQQADlq_)(YZ_COMPANY_A.ESV
where you want to Hy Recar

" ocurnents
save your .txt file.

F‘[‘:

Desktop

My Docurments
Save as type: "CSV Mya’qier

(Comma delimited) -
(*.csv .ﬂ

Type File name:

@ |000999#.01q_XVZ_COMPANV_A.csv v| q save )
| 3V (Camma delimited) (*.csv) r\:|
A

Template (*.xt)
Texk (Tab delimited) (* txt) n
Inicode Text (*.bt) —
Micrasaft Excel 5.0/95 Warkhaak (*.xs)

I 25,0495 Woarkbook (*,xls

My Netlwork
. Fl
Click Save i
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Microsoft Excel

000999401 q_x¥Z_COMPANY _A.csv may contain Features that are not compatible with CSY (Comma delimited). Do
wou want ko keep the workbook in this Format?

\14) + To keep this Format, which leaves out any incompatible Features, click Yes.
« To preserve the Features, click Mo, Then save a copy in the latest Excel farmat.
+ To see what might be lost, click Help.

Click "Yes" [(w ] [ |
Click File ) Edit wview Insert Format Tools Data  Window Help
e, .. Cir [+
= Cpen... Cir+o
Click Close | CcClose LE LF =
1 T ZIP —
5|l save Cri+s EO0as
3 Save As FL (33610 .
= Permission » v i7es
5 = 1 heosa
G Web Page Prewview v 1857
7 A M9007
P Setup...
g R =Sy ®| e ]
g | L Print Preview 21205-6.36-
10| 4 Print.. criep [ 07740
11 A D022 z
= 1 A01g_xWZ_COMPAMNY_& P | b
4 >
. 2 000999401032 _COMPAMNY_A. txt | A
= i - - —_—
- D 3 MeEmpiko., A\twoD01852401g_KOOL_KANDY_INC, bt R —
s 4 WempiAaCT! Impor.. AACT! Importing Instructions. xls
- ‘ ‘ ‘ D OO A
@_] Eile Edit Yiew Insert Format Tools Data  Window Help
NS E R S S B aR- -8 -2 e Wis
A - & Booth Mumber
Microsoft Excel
4 i E B
i ! ": Do ywou want to save the changes you made to ‘0009994010 _X¥Z _COMPANY _A.csvw's
C||Ck "NO" : [ ‘fes ]m[ Cancel ] |

You Are Done!

[
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_ED[awv L | autoShapes~ ™ ~ [ 0 &l 228 (8] & | & -~ o ~ A~ =
Ready MM

If you need assistance importing your sales lead data into your third party software,
please contact a technical support specialist at 708-786-5565.
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