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Data Import Instructions:

Microsoft Access Labels 2007

Instructions

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

Click here to
import your file
into txt format

Start Microsoft
Access.

Click on [Blank
Database].

Template Categories

Featuring

Getting Start

Mew Blank Database

Local Templates
From Microsoft Office Online

Business
Personal

Sample

Education et Online Templates

.
.

Save the new
database file to
your choice of
location.

Type the name of
your file in the
“File Name”
section.

Click on [Create].

W

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

«  File Name:

|Compusystems =3

C:\Documents and Settings\CSIVMy Documents),
Downloads

[ Create l [ Cancel
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Data Import Instructions:
Microsoft Access Labels 2007

Locate the
downloaded .csv
file in the “Look
in:” field. (If
you’re on-site,
this’ll likely be
your Removable
Disk.)

Select files of

type: Text Files.

Highlight the file
you downloaded.

Click on [Open].

& A

'y Recent
oCuments

-

Deskiop

Documents

L
Computer
3
[ Metwork,
Places

File name:;

Files of bype:

Tools -

Text Files

Click the radio
button for the

Delimited option.

Click on
[Next =>].

imited - Characters such as comma or tab separate each field

Sample data from file: FACOMPUSYSTEMSEUNYERCOMNECT.CSY.

spaces between ezch field

1 evice Number,EBooth
|2 1eoois6s, , Coverings
|5 leonisss, , Coverings
|4 [15001668, , Coverings
ilBDDlSSB, ,Coverings

£ 15001665, , Coverings
7 180016685, , Coverings
I 1eo01s6s, , Coverings
o 1eonisss, , Coverings
10150016868, , Coverings
&18001668, ,Coverings

12[1500166&, , Coverings
[1a[180016685, , Coverings
[1aj1s001668, , Coverings

MNurber, Show Name, Salespzson,First Name Frefix,First Name
2008, ,,34RIT,, Test, ,PREZIDENT, EVERYTHING FOR THE HOME,, 1
2008, , ,5RACE, , Smith, ,CED, EURCHETT TILE AND STONE,,33 Mai
2008, , ,KIRSTEN, , Jones, ,EQ, THE DEIIRE GROUP,, 128 ELIZABE
2008, , , ANTHONY, , Alberts, , , VITRUVIAN, ,80 MORRISTOWM ROLD,
2008, , ,ANN, ,Vallione, , OUNER/REMODELER, SISTERS INTERIORS,
2008, , ,MARY, , Test,,, TUSZANY STCONE SURFACES INC,,7975 W 2
2008, ,,Mel, , McGuiggan, ,vICE PREZIIDENT, "CT TILE AND STONE
008, ,,5%0rdon ,, Antonili,, , BA-HATS ENF,,"4300 BISCAYNE B
z00&,,,Issac ,,Quinn,, ,DESIGN LOFT INTERIORS,, 117680 WOOD
zooa,, ,Test,, Tester, , CO-OWNER/ DESIGNER, FUSION DESIGH GRO
2008, , ,Peter ,,Jdohansen, ,DISTRIBUTOR, YK MARELE, , 188 FEDE
2008, , ,CARL, ,Carlson, ,PRESIDENT/ DESIGNER, "EUTTLER KITCH|
2008, ,,4be ,,Simpson,,,ALLSTONE, 1080 LOUSCNS RD.,, infoll

Cee D]

Carcel

Version 0.2

Page 3 of 11

Copyright © CompuSystems, Inc. Proprietary and confidential.



Data Import Instructions:
Microsoft Access Labels 2007

Click on the radio

Choose the delimiter that separates vour fields:

bUtton for Comma () Tab () Semicolon () Space () Other:
delimited. :
;First Row Contains Field r-lam9 Text Qualifier: fnone} |w
Check the check
box or First ROW Device Nuwber [Booth Number |Show Neroe Salespeson |[First MName Prefix [First N
. . 153001665 Coverings 20035 BLRIT
Contalns Fleld 15001665 Coverings Z00S5 IGRACE
Names. 12001668 Coverings 2008 [KIRSTEN
153001665 Coverings 20035 AN THONT
R 15001665 Coverings 20038 LLTTTT
Click on [Next =]. ||jzoo1s6s Coverings 2008 E:JLRY
15001668 Coverings 2008 el
15001665 Coverings 2003 IGordon
18001668 Coverings 2008 Issac
15001668 Coverings 2008 Test
15001665 Coverings 2003 Feter
158001668 Cowverings 2008 ICARL
15001668 Coverings 2008 ke
15001665 Coverings Z005 IGENE
kI
e ) e I D
Se|eCt a” Of the Show Name Salespeson |[First Name Prefix |[First Name |Middlg
H Coverings 2008 GARIT
flelds by Coverings 2008 IGRACE
highlighting the Foverings 2008 KIRSTEN
. . . Coverings 2008 W THCINY
first field, holding Fover ings 2008 -
down the [Shift] Coverings 2008 MARY
. Coverings 2008 Me1
key, mOVIng the Coverings 2008 [Gordon
Coverings 2008 Issac
SCI‘O” bar a"the Coverings 2008 Test
Way tO the I’Ight, Coverings 2008 Feter
H H Coverings 2008 ICARL
then CIICkIng on Coverings 2003 ihe
the last field. foverings 2008 GENE
- b
Select Data Type: Field Options
Text from the Field Mame: |Device Mumber @ )
drop-down list. : .
P [] Do not import field (Skip)

Click on [Next >].

e ——
< Back { | Mext = ] Einish
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Data Import Instructions:
Microsoft Access Labels 2007

Click on [Finish].

(The name auto-
fills the “Linked
Table Name”

field.)
Cancel ] [ < Back ‘.
Click on [OK]. Link Text Wizard
-
\14) Finishied linking table ‘CompusystemsBuyerConnect’ to file 'FriCompusystemsBuyenConnect .osv',
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Data Import Instructions:
Microsoft Access Labels 2007

Click on [Create].

Click on [Labels].

Database Tools

External Data
== =
I -

.

fli3] PivotChart

et

o — ] Blank Form e {1 Blank Repo
SharePoint Table Form Split  Multiple Form Report B
E~ Lists~ Design Form  Items B More Forms - Design i, Report Wiz
Select Avery from :
- Filter by manufacturer: w
the drop-down list _
in “Filter by
manufacturer”.
Select 5160 label Product number: Dimensions: Mumber across:
Size. 5095 213" % 338" 2 ~
5095 234" % 2 34 3
5097 112" x4 2
2

Click on [Next =].

G D
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Data Import Instructions:
Microsoft Access Labels 2007

Change font name
and font size to
the text
appearance of
your choice.

Click on [Next >].

Text appearance

Font name: Font size:
& “E =
Font weight: Text color:
g v] N (-)
[ Italic [] Underline
Cancel ] [ < Back Mext = )

Click on First
Name.

Click on > to
move your
selection to the
prototype label.

Press the [Space
bar] to insert a
space after {First
Name} on your
prototype label.

Available fields: Prototype label:

Salespeson ~
First Mame Prefix

F
Middle Tritial ((=])
Last Name T
| ast Name Suffix
Available fields: Prototyps labsel:
First Name Prefix s {Frrst tiame) ————
:.-r_ lame

D LD @
Last .!:s:“e Suffix

Prototype label:

{First Mame} Tn
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Microsoft Access Labels 2007

Click on Last
Name.

Click on > to move
your selection to
the prototype
label.

Press the [Enter]
key once to add a
new line in the
prototype label.

Available fields:

First Mame Prefix Es

First Name
Middle Initial

Last Mame Suffix
Title

Prototype label:

{First Mame} {Last Name}

Prototype label:

{First Mame} {Last Mame}

-

Click on Address
1.

Click on > to move
your selection to
the prototype
label.

Press the [Enter]
key once to add a
new line in the
prototype label.

Available fields:

Title
Company 1

Fmail Addreas 4

-~
Company 2 —
w =)
Address 2

Prototype label:

{First Mame} {Last Name}
{Address 1}

Prototype label:

{First Mame} {Last Mame}
{Address 1}

i

Version 0.2

Copyright © CompuSystems, Inc. Proprietary and confidential.

Page 8 of 11



Data Import Instructions:
Microsoft Access Labels 2007

Click on City.

Click on = to move
your selection to
the prototype
label.

Press the [Space
bar] to insert a
space after {City}
on your prototype
label.

Available fields: Prototype label:

Address 1 s IFirst Mame} {Last Mame}
Address 2 [Address 1}

Email Address | ity

State Province
w

Pnstal Code

Prototype label:

{First Mame} {Last Mame}
Address 1}

| City> f

Click on State
Province.

Click on = to move
your selection to
the prototype
label.

Press the [Space
bar] to insert a
space after {State
Province} on your
prototype label.

Available fields: Prototype label:

Adch_‘ess 2 A [First Name} {Last Name}
Email Address [address 1}

e ) | {City} {State Province}

¥

Country

Prototype label;

First Mame} {Last Mames}
{Address 1}

+| {City} {5tate F‘ru:winu:e}T
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Microsoft Access Labels 2007

Click on Postal
Code.

Click on > to move
your selection to
the prototype
label.

Click on [Next =].

Available fields: Prototype label:

Email Address ”~ {First Mame} {Last Name}
{Address 1}

I {City} {State Province} {Postal Code}

b

Phone

—

[ < Back w Einish

To sort by
Company name,
click on Company
1.

Click on > to move
your selection to
the “Sort by:”
area.

Click on [Next =>].

Which fields would you like to sart by?

Available fislds: Sort by:

Middle Initial
Last Mame
Last Mame Suffix

Address 1
Arddress 2 A

Last Mame Suffix ~
Title

(Company2 |
Address 1

Address 2

Email Address

City

State Province bt

Cancel

] [ < Back E ﬂext:bj Einish
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Data Import Instructions:
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Give a name to
your report.

Click on the radio
button for See
labels as they
will look printed.

Click on [Finish].

What name would you like for your repart?

.-"""'-__ ——
lLabels Cn:nmpus*;stemsEu*r'ElE:nE@

l|.‘Il-‘-‘-"‘-'—\—_ -

That's all the information the wizard needs to create your labels!

What do you want to do?
(3) i5ee the abels as they wil look DFII‘ItEEL__D
() Modify the label design.

Cancel ][ = Back

Your data should
look something
like this:

You are now ready
to print your
labels.

mpusystemsBuyerConnect |Eﬂ lal}e}sCompusyslemsﬁuyerConned"-.\

SARIT Test GRACE Smih

123 tesst 33 Main

FAIR LAWN NJ 7410 LOWER GWYNEDD PA 15002
ANTHONY Alberts ANN Vallione

80 MORRISTOWN ROAD 410 PADRE BLVD.
BERNARDSWVILLE NJ 75924 SOUTH PADRE ISLAND TX 78587

KIRSTEN Jones
128 ELIZABETH
SAN ANTONIO TX 78209

MARY Test
T9TS W 20TH AVE

HIALEAH FL 23014

You are done!

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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