* TRONIA

agré SYSTEMS
CREATING CUSTOMER MAILING LABELS

agre has a built-in exports to make it easy to create a data file of customer address information, but how do
you turn it into mailing labels? In this example you’ll export customer information from agré, then create

mailing labels with Microsoft Word 2010 or 2013 (the steps are the same).
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Selecting the Destination Folder for TXT files

Create the Mailing Labels in Microsoft Word

Exporting Customer Data from agrée

There are two ways to export customer address information to create mailing labels. You can use:

the Customer Mailing List export
e orthe Manage Customers export

Once you've created an export file, you can use it to create mailing labels in Microsoft Word, or in any

other program that can read text or XLS files.

Note If you are a hosted retailer and run agré over the internet, please review the
section on Selecting a Destination for Exported Files in online Help before

exporting your data.

Last Updated: 2021.05.19


http://www.tronia.com/webhelp/Administration/Exports.htm#Destination

From the Customer Mailing Label Export as an Excel file

This is the easiest way to create an export file of customer names and addresses. The export file it creates
can be opened directly in Microsoft Excel (or any other program that can read an .XLS file).

e Navigate to File > Exports > Data

e Sclect Customer Mailing List from the drop down list

o Specify any Criteria to narrow down the list of exported addresses
(you can always edit the list of names later to remove any extras)

e Ifyou like, Preview the addresses that will be exported

e To export the names and addresses, click Export to Excel

% Export D3

i

Export to Fil

+=| Export to Excel éﬂ Preview Data '@ Exit

Select the data you want to exporb'p;%-ilew?

EH) Acco

unts Receivable

R Invoice Summary

R Invoice Taxes

il And Hold Invoices
Chemical Sales Summary (AE Env.)
omp. Customer Sales by Gty
RM Custom Atributes
ustomer Balances

ustomer List

ustomer Marketing Mail List
ustomer Permits

~

Criteria

(=] E sl

I¥ Include Header Line

Characteristic: |c:5rr)' Characteristic

Location: |:AII Locations:
Sales Rep: |:AII Sales Reps>
Active: Either -

Led Lol Lol

Tip

customers who have sales during a specific date range

The Customer Marketing Mail List allows you to print labels only for

% Export Data
Export to Fle |+ Export to Excel Preview Data ‘3 Exit

Select the data you want to exportipreview?

El-) Accourts Recsivable

R Invoice Summary

R Invoice Taxes

Il And Hold Invoices

emical Sales Summary (AB Env )
‘omp. Customer Sales by Gty
RM Custom Attributes
ustomer Balances

ustomer List

ustomer Mailing List
ustomer Permits

ustomer Sales

ustomer Sales Summany
adout Ticket Details
Loadout Ticket Summary

-

=& ==

W Include Header Line

Criteria

Start Date: ’m

End Date: ’Wl

Product [Any Product ~|
Product Type: |Arry Product Type j
Characteristic: |:Arry Characteristic> j
Sales Rep |:A|\ Sales Reps:> j
Location: |=AI\ Locations» j
Include WO?  [No -

Include LOT?  [No -

e Select where you want to save the export file
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Selecting the Destination Folder for XLS files

e You want save the file on your own C: drive. Scroll down past the Computer link in the Folders
pane to the list of all available network and local drives. Select your Local Disk C:.

W Save As IEI
@Cv b Libraries » Documents » b4 |4¢| | Search Documents P|
Organize « MNew folder = - I@I

Documents library 5 _
4 1% Computer Includes: 2 locations e Sl
e 05 (C) P
- Name Date modified Type
»¢f clicka LOCAL _| | Remote Assistance Logs 8/21/20122:32PM  File folder
. ¢ or network drive 3
i ne) (Z:)
> i CEND Drive (X: on DEBBIEE-PC)
» —u Local Disk (C: on DEBBIEE-PC)
» = Local Disk (D: on DEBBIEE-PC) = |[IF] m b
File name:  Customer_Mailing_List_agre_User 8_25_2015_4 33 34 PM -
Save as type: | Excel Files (".xls) 'l
< Hide Folders [ swe || cance |
o Navigate to the folder where you usually save your agré exports or reports and double click it (or
select the folder and click the Open button).

W Save As IEI
@Oﬂu » Computer » Local Disk (C: on DEBEBIEE-PC) » ~ [ 42 ||| Search Local Disk (C: on DEBBL.. O]
Organize » MNew folder == I@I

i Mame ’ Date medified Type -
M Computer A o .
05 () J agre I('I rﬂent Tool 6/13/2013 917 AM  File folder =
= e | 1 agrereports B/25/20154:28 PM  Filefolder | |
] _ | AMD % 5/6/2014 11:37 AM  File folder
make sure this has £ | FleReport 5/31/2013258 PM  File folder
d Local in the disk name )
l | PAYMATEW 5/1/201512:24 PM  File folder
to create a .
S | Perfl . 8/22/20139:22 AM  File fold
<5 CD/DVD Drive (: on DEBBIEE-PC) esE pewfolkday - et
- J Program Files 8/18/2015 419 PM File folder
—a Local Disk (C: on DEEBIEE-PC) ) )
. J Program Files (x86) 8/18/2015 4:19 PM File folder 57
—a Local Disk (D: on DEBBIEE-PC) S| m | A
File name:  Customer_Mailing_List_agre_User 8 25 20154 33 34 PM -
Save as type: | Excel Files (*.xls) v]
@
# Hide Folders : m Open l I Cancel l
Tip: Citrix needs to save the export file in a folder, not at the root (main level) of

the C: drive. If you don’t have a folder, create a new one by right clicking on
the white space and selecting New > Folder.
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Once you’re happy with the export file name (you can edit the suggested one), click Save.

% Save As

[

-
@Uv| ;v Computer » Local Disk (C: on DEBEIEE-PC) » agreReports

COrganize = Mew folder

=a 05 (C)

22 CD Drive (D:)

g Company (E)

g Group (G:)

g% Debbiek (\Nasd\home) (Z:)

<5 CD/DVD Drive (X: on DEBBIEE-PC)
—a Local Disk (C: on DEEBIEE-PC)
=« Local Disk (D: on DEBBIEE-PC)
% Metwork Drive (E: on DEBBIEE-PC)

5 Metwork Drive (G: on DEBBIEE-PC) _

File name: Customer_Mai

m

Mame
E] crop 4
Elnver for XLS exports,a  f_User..
& prodi default file name will
) Tronj be suggested that  |13300..
= Tron cont_ains the date 13.20...

and time the export

was created ... but

you can change it

m—

- | g | | Search agreReports

= v @

Date modified Type

6/21/2013 12:57 PM
6/24/2013 1:37 PM
6/25/2013 9:40 AM
5/22/2013 10:24 AM
5/22/2013 10:09 AM

Est_ag re_User 8 25 2015 4 26 09 _PM

o

Microsoft Excel 97
Microsoft Excel 97
Microsoft Excel 97
Microsoft Excel 97

Microsoft Excel 97

-

Save as type: | Excel Files (*.xls)

d

“ Hide Folders

[ seve _Jlﬁ[ Cancel |

agré lets you know the export was successful and offers to open its Excel viewer if you’d like to

see it.

A

Export Complete

The file was successfully created.

W lient\ CShagreReports\Custormer_Mailing_List_agre_User_8_25_2015_4
_33_34_PMuls,

Do you want to open it in the Excel Viewer?
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From Manage Customers as a Text file

Exporting from the Manage Customer window offers more selection criteria to narrow down the list of
exported addresses, but agré won’t offer to preview the export file once it’s saved — you’ll need to preview
the results outside of agré (Notepad or another text reader can open it, or you can import it manually into

Excel).

o Navigate to Accounts Receivable > Manage > Customers

Specify any Criteria to narrow down the list of exported addresses and click Search

(you can always edit the list of names later to remove any extras)

e Click Export to create the data file

& Manage Customers

+ Add fEdit . Delete | @ New Search El Deactivate | 4 Customer Account E:q)on b Exit

(= lE e

1017

Ul

Customer Code Customer Name ive? -
B ——

C101 Adams, Marc ¥

C1o02 Baker, Mike

E47 Blass, Bill 7]

Bryant, Stephen f b

e Select where you want to save the export file

Selecting the Destination Folder for TXT files

To choose where agré will save the exported data file, click the Browse Folder button.

kg Export Customer Mailing Labels 22

# ot | € Ext

Save To:

Separator:

- Br{mseFDIdcrE" I
TAE

#
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*  You want save the file on your own C: drive. Scroll down past the Computer link in the Folders
pane to the list of all available network and local drives. Select your Local Disk C:.

% Save As
_—
Ou » Libraries » Documents »
Organize « New folder
“ Documents libra
1% Computer Includes: 2 locations
= 05 (T 3
J Marme
clicka LOCAL . Remote Assistance Logs

m

or network drive

e) (&3]

e C{DVD Drive (X: on DEBBIEE-PC)

—a Local Disk (C: on DEBBIEE-PC)

—a Local Disk (D: on DEBBIEE-PC) il

File name: |

Save as type: [TXT (*.txt)

4 Hide Folders

e Navigate to the folder where you usually save your agré exports or reports and double click it (or
select the folder and click the Open button).

W Save As @
@_@'LJ v Computer » Local Disk (C: on DEBBIEE-PC) » - | 3 | | Search Local Disk (C: on DEBEL.. 0O |
Organize + MNew folder 4= - I@I
o Mame Date madified Type !
18 Computer o . ) =
05 (C) | agre I( 1 rﬂent Tool 6/13/2013 9:17 AM File folder S
= ' | 1 agreReports 11/7/2014 252 PM  Filefolder
0 O 11 1 %
) . AMD 5/6/201411:37 AM  File folder
make sure thIS has E | FlexReport 5/31,/2013 2:58 PM File folder
Local inthe disk name _
4 . PAYMATEW 5/7/201512:24 PM File folder
L
- _ | Perflogs e 8/22/2013922AM  File folder
== CD/DVD Drive (X: on DEBBIEE-PC) . )
- | Program Files 8/18/2015 413 PM File folder
=« Local Disk (C: on DEBBIEE-PC) . )
. . Program Files (x86) 8/18/2015419 PM  File folder 7
—a Local Disk (D¢ on DEBBIEE-PC) (T m | b
File name: -
Save as type: | TT (*.bet) v]

2)
4 Hide Folders [%Qpen ] l Cancel ]

Tip: Citrix needs to save the export file in a folder, not at the root (main level) of
the C: drive. If you don’t have a folder, create a new one by right clicking on
the white space and selecting New > Folder.
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e Type a name for the export file (no default name is suggested for TXT export files) and click Save.

% Save As ==
TF."? ; v Computer » Local Disk (C; on DEBBIEE-PC) » agreReports - |+ Search agreReports 2
V) p g P + g P
Organize + Mew folder 12 v u@u
T Marne ’ Date modified Type

18 Computer
== 05 (C)
&3 CD Drive () Uil

C E: [
= Gomna(rg)( ) no default name is
== mUF.] : suggested for TXT
3% DebbicE (\Nasthome) (Z:) files so you'll need

L_Lﬁf, CD/OVD Drive (¥: on DEBBIEE-PC) fo type one
—w Local Disk (C: on DEBBIEE-PC)
=« Local Disk {(D: on DEBBIEE-PC) =77 | ] b

|=| Customer_Sales_agre_User 11 7 2014 2 ...  11,/7/2014 2:52 PM Text Document

m

File narme: | MailingList] -

Save as type: ITXT (*.bxt) v]

q
4 Hide Folders Save % [ Cancel ]

o Click the Export button to generate the data file.

% Export Customer Mailing Labels @
| Pleen i@ es

Save To g |"-."-.C1ient"-.CS"-agreReports"-—.MaiIingList bt - Browse Folders |
Separator: TAB

4

e agrée lets you know the export was successful. Click OK to continue.

Export Complete ==

oK

s
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Create the Mailing Labels in Microsoft Word

Wi 9 - 0=

m Home

Insert

Page Layout

Merge ~ |Recipients = Reci
| Create

2 Letters
Mavigation [=] E-mail Messages
Search Document | =1 Envelopes...
L4l Labels...
E oo | = -\—-n =
E.I oo = ,3 Directory

This document d @ HNormal Word Document

contain heading é\l

To create navigation tabs,
create headings in your

o sclect Labels as the document type o

e click Next

References

)  Step by Step Mail Merge Wizard..,

§

Mail Merge v

Select document type

What type of document are you
working on?

() Letters

(7) E-mail messages
() Envelopes
Labels

(C) Directory

Labels

Print address labels for a group
mailing.

Click Next to continue,

Step1of6
& Mext: 5t@ ﬁdocument

|

Mailings

e open Microsoft Word 2010 or 2013
e click on the Mailings tab

e start the Step by Step Mail Merge
Wizard

select Change document layout

e click Label options

Mail Merge v X

Select starting document

How do you want to set up your
mailing labels?

Use the current document
@ Change document layout

() Start from existing document

Change document layout

Start from a ready-to-use mail
merge template that can be
customized to suit your needs.

] Label

% Select label size

Step 2 of 6

tions. ..

& Next: Select recipients

4 Previous: Select document type

Label Qptions

e select your label &

Printer information

() Continuous-feed printers

@) Page printers Tray: |Bypass Tray
Label information
Label vendors: | Avery US Letter IZ|

,| Eind updates on Office.com
Product number:

Label information

5144 Print or Write Name Badge Labels
5146 Print or Write Mame Badge Labels
5147 Print or Write Mame Badge Labels
5155 Easy Peel Return Address Labels

5159 Mailing Labels
5160 Easy Peel Address Labels 4

[ Details. .. ] ’EewLabeI... ] Delete

- Type: Easy Peel Address Labels
| Height: 1"
|| width: 263"

Page size: 85" = 11"

printing options

e if your label
vendor is not
listed, the label box
should specify
equivalents

e click OK

[ Ok Jli’ Cancel

A
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click Next: Select Recipients

select Use an existing list since you’ve already got a file of the customer addresses from agré

click Browse to find and select the data file

() Start from existing document R TR S,

Mail Merge * X Mail Merge - X
Select starting document select recipient:

How do you want to set up your (@) Use an existing list

mailing labels? B

@ Use the current document () Select from Cutlook contacts

(7) Change document layout () Type a new list

Change doc t layout Use names and addresses from a
Start from a ready-to-use mail file or a database.
merge template that can be

4@ Previous: Starting document

customized to suit your needs. Srouse...

B Label options... i B Mselect recipient list file
Step 2 of 6 Step 3 of 6

@ Next: Seled%ﬂs & Mext: Arrange your labels

4 Previous: Selé cument type

Use the Folder pane to navigate to the file location of where you saved the agré export, select the

file, and click Open.

@ Select Data Source

navigate to where

i

you saved the

|| Search agreReports
export file — =

P

Organize « MNew folder

=~ 0 @

. Business Obj MName 2 Date modified Type Size

J Citrix
- ] ||| MailingList.txt 1/7/20113:37 PM  Text Document 4KB|
. Common File

| Adobe D \ l’*

)

. Adobe AIR
1. Adobe Syst
10 Apple

1 Citrix

| DESIGMER

. Diskeeper ¢
. InstallShielt
)

J Java

File name:  MailingList.tet
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o Ifyou've saved the export file in an Excel format, you may see a message asking you to verify that
the "First row of data contains column headers". agré does export a header row, so click OK to

confirm.
! Select Table i
-N-am: Desciption  Modified Created Type
| sheet1] 4/26/2011 10:06:27 AM  4/26/2011 10:06:27 AM  TABLE
' i v
|| First row of data contains column headsrs [ o J [ Cancel
i

e If you know that there are customers listed that won’t need a label, you can deselect them here. Of
course, you can leave all customers selected and print a label for everyone but just not use them all.
Click OK to continue.

r ki
Mail Merge Recipients @lﬂ

Thig is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recpients from the merge. When your list is ready, didk OK.

Data Source | |_ | Last_MName w | First_Mame - | Address_Line_1 - | Addness_Lli
ChagreReports\M... [¥  Abraham lames PO Box 118 Rural Rou|
ChagreReportsiM... |7 Adams Sue 12505125 Street 3
ChagreReports\M... [¥  Amidala Padme
ChagreReports\M... [¥  Amithest Mari

I ChagreReportsi\M... [¥  Bean Family Farms PO Box 18
ChagreReports\M... [¥  Bean Heather 1919 RR15
ChagreReportsiM... |7 Bean Jim 1857 RR15 Letl2
C:\agleReporls\M... Calrissian | Lando il
T P r x : [ — -

Data Source att i

deselect names that
don't need a label

C:\agreReportsMailingLi

(& Find duplicates...
27 Find recipient...
iz Validate addresses. ..

Tip A shortcut to sorting data in a column is to click on its header. Click again to
sort the other way.
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e click Next to format the Word document as e click Address block
address labels

Mail Merge v X Mail Merge E
Select recipients Arrange your labels
@) Use an existing list If you have not already done so,

lay out your label using the first

(2) Select from Outlook contacts label on the sheet.

() Type a new list To add redipient information to
your label, dick a location in the
Use an existing list first label, and then dick one of
L the items below,
Currently, your redpients are
selected from: & Address block
[:\agreReports\MailingList. tx] in "Maili 3 Greeting Iine...%

Select a different list... = Electronic postage...

B Edit recipient list... 18 More items

Step 3 of 6
# MNext: Arrangesingiabels

@ Previous: Startin cument

e Most of the time, Word will recognize the names and addresses and assign them to the proper data
fields, but if the label preview is missing fields, click the Match Fields button and manually assign

them.
click Next and
Previous arrows to
preview labels for 2 -
Insert Address Bloc other customers |
Specify address elements Preview
Insert recipient’'s name in this format: Here is a preview frg@fyour recipient list:
Jash ~ |'| [> [>|

Josh Randall Jr,
Josh Q. Randall Ir.

James Abraham

Joshua
PO Box 12
Joshua Randall Jr.
Joshua Q. Randall Jr, v Westlock AB TOK 3L5

+| Insert company name

Insert postal address:

(") Never include the country/region in the address

I Always include the country/region in the address

— Correct Froblems
(@) Only include the country/region if different than:

If items in your address block are missing or out of order, use

Canada W Match Fields to identify the correct address elements from
your mailing list.
7 ; A .
Format address according to the destination country/region Match Fields...
B e e |
OK Cancel
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Match Fields . L6 o for example, match the Postal Code field
In order 10 use special features, Mal Merge needs to know in Word to the Postal_Code field in the
which fiekds in your recpient list match to the reguired fidds. export file
Lisa the drop-down =t to select the appropriate recipient ist
field for each address field compaonent

Required for Address Block - o clickOK
First Mame First_Name =]
Lasst Mame Last_Name =10
Suffix {rotmatdhed)  [=] ||
Comparry ot maiched) [+ |
Address 1 [=]
Address 2 [=]
City El
State [=]
Postal Cade [=]
Country or Regon =
Optional information
Liviigue Tdentifier not matched] [&] 7

|| Lies the drop-down lsts to choose the Beld fom your datsbass
that conrespands to the address information Mal Merge
expects (ksted on the left.)

[7] Remember this matching for this s=t of data sources an
this computer

e If “Canada” appears on each label and doesn’t need to be there, change the exclusion from the
United States to Canada.

o  When the preview looks like how you want the labels to print, click OK.
[ Insert Address Block . [

Specify address elements Preview

Insert recipient's name in this format: Here is a preview from your redpient list:

o 2] WA by
A

Josh Randall Jr.
Josh Q. Randall Jr.
Joshua

PO Box 113
Joshua Randall Jr Rural Route 15

i
Joshua Q. Randall Ir. Camrose AB TOE 9KO
Insert company name

Insert postal address:

() Never indude the country/region in the address

James Abraham

() Always indude the country/region in the address
@ Only indude the countryfregion if different than:

Correct Problems

If items in your address block are missing or out of order, use
|Canada |E| Match Fields to identify the correct address elements from your
mailing list.

Format address according to the destination country/region
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o click Update all labels to copy the same e if you need to make any changes, click
address block format to each label Edit recipient list or Previous to go

e click Next to see a preview of all labels back

Mail Merge v X

Arrange your labels

If you have not already done so,
lay out your label using the first
label on the sheet.

To add redpient information to
vour label, dick a location in the
first label, and then dick one of
the items below.

5 Address block...

2 Greetingline...

if] Electronic postage. ..
3@ More items. ..

When you have finished
arranging your label, dick Mext.
Then you can preview each
recdipient's label and make any
individual changes.

Replicate labels

You can copy the layout of the
first label to the other labels on
the page by dicking
below,

L)
Step 4 of 6 2
& Next: Preview your,::__ O

4 Previous: Select redpi

when everything looks how you want it
to, click Next

Mail Merge v X

Preview your labels

Some of the merged labels are
previewed here. To preview
another label, dick one of the
following:

Redpient: 1

Find a recipient...

Make changes

You can also change your
redpient list:

B Edit recpientlist...

When you have finished
previewing your labels, dick Mext.
Then you can print the merged
labels or edit individual labels to
add personal comments.

Step 50f 6

& Next: Complete H1e"_\_' .

4 Previous: Arrange yb

Mail Merge v X

Complete the merge

Mail Merge is ready to produce
your mailing labels.

To personalize your labels, didc
"Edit Individual Labels.™ This will
open a new document with your
merged labels. To make changes
to all the labels, switch back to
the ariginal document.

Click Print to
send straight to
the printer

Merge

B Pprint...
09 Edit individual labels.

Click Edit if you
want to preview

Step6of6 =
before printing

4 Previous: Preview your labels

click Print to send the labels directly to
the printer

click Edit if you’d like to preview (and
optionally make changes to) your labels
before printing
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