VIRNIUALTTEABELES GUIDE




LOGIN

VirtualLabels

'Standard Alpha

VitrualLabels Login: https://dc.virtualdoxx.com/

1. Each user is assigned a username & password.

2. Customer determines which label designs are accessible to
each User.

3. Once a valid username & password is entered - the User
can enter data or import spreadsheet (.csv) data to print
labels.
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SELECT A LABEL DESIGN

Data : — - - - —
| BEH Spreadsheet gl Align g Color E::;LLHHI AlphaO6 Year,Designation,Nar |

Entry

| Data-Entry spreadsheet =

Alpha06 Year,Designation,Name-Alpha06 Sa e Label
Alpha0tDesign
# Field Name Value Example |
=) Print

1) Year 2008

2) MName Smith, John Q

3) File Number 1234567

4) Date 01/01/2008 MED MED

5) Text Text

€) Designation Label Text MED

7) File Designation Color Bar | w | Black

= Add to Spreadsheet [E Clear
o =

‘=) Print / Preview [E3) Open Empty Spreadsheet 0 Ty
L} Ll
L | ~d
— —i

Print Fosition 1 E‘ E‘
oo Li= ]
S5 88
S£ £2
o e _c
SoE Eoe

4. If you have multiple designs - Select Label Design

(Alpha06 is the test name for entering/importing data to
print label(s) for the purpose of this software testing
process)
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CUSTOMIZE DATA FIELDS

& DROP-DOWN LISTS

QA Data

T VirtualLabels f [ Spreadsheet i Align  gg» Color ﬁ"’iﬂ Laba | Alpha06 Year,Designation,Nam

Entry sign

&% Data-Entry = || &% Spreadsheet x

Alpha06 Year,Designation,Name-Alpha06 Sample Label
7 AlphaO6Design

# Field Name Value Example

1) Year |2EIIE$ | 2008

2) Name | Mall, Justin 5 e | Smith, John Q

3) File Number |123123 | 1234567

4) Date |06/01/2023 | 01/01/2008

5) Text | Personnel File | Text

6) Designation Label Text ~ |MED | MED

7) File Designation Color Bar | Light Blue v| Black

) Add to Spreadsheet (il Clear
5 o

) Print / Preview Open Empty Spreadsheet 0 o
~ ~
i i

Print Position 1 - 6 ® bt A
o e Co
S8 65
. I o |
—e e
458 85y
l-Em [ ¥ L= ] S

5. Label designs include customized data entry screen with
desired data fields & drop-down lists. Enter data into the
data entry cells. Choose a designation color by selecting
from drop-down list.

6. Print Postition - determines the starting label position
that the label will print on your label sheet.

Example: Print Position #2 will print on the second label on
your label sheet.

Once data is entered - label can be previewed & printed.
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LABEL PRINT PREVIEW
& PRINTING
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7. Click Printer Icon to Print Label(s)



PRINT DIALOGUE BOX

Destination #s hp LaserJet 4250 -
Pages Aldl -

Copies 1
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More settings

7. Select Destination - to Printer or Save as PDF

8. Click Print
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PRINTING A BATCH OF

LABELS VIA DATA ENTRY

Data
i EEH Spreadsheet [ Align g Color Select Label

Alpha6g Year,Designation Namr
Entry Design P a .

€% Data-Entry » || 3 Spreadsheet x

Alphal6 "I"ear,ﬂeshAatinn,NnmEHAIphnﬂﬂ Sample Label
i Alpha06Design
# Field Name Value Example |
f= Print
1) Year 2023 2008 '
2) Mame Moll, Justin Smith, John Q D
3) File Number 123123 1234567 _:;-._..-
4) Date 0B/01/2023 01/01/2008 M ED M ED
5) Text Personnel File Text
E) Designation Label Jxt MED MED
1) File Designation Cqgor Bar | Light Blue v Black
= Add to Spreadshet [ Clear

Preview [£2 Open Empty Spreadsheet

(=

1234567
1234567

Enter a record then click Add to Spreadsheet

This data entry screen will clear once clicking Add
to Spreadsheet & then additional record(s) can be
added for batch printing.

l Once data entry has been completed - click on
the Spreadsheet tab to proceed.
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SPREADSHEET FOR

BATCH PRINTING

| E:; BH Spreadsheet g Align = Color z:;;;uh&l Alpha06 Year,Designation,Nar

&% Data-Entry » || 45 Spreadsheet » |

ate Upload CSV File
Print Position
[£3) Download Data (= Print/ Preview g Align - A
[10 ~]| | Page|1 | &
[==] Remove Checked [==] Remage Unchecked dd New Row @ Sample Data [Bf Clear Data
| | Action Source Year Jlame Fi r Date Text Designation Label Text File Designation Color Bar
1 | | Edit Key-01
2 | | Edit Key-02 2023 Rloll, Justin 1231 06/01/2023 Personnel File MED Light Blue

At the Virtual Labels Spreadsheet Screen - click on
the spreadsheet refresher icon to display the records
as rows.

Click Print/Preview to review the labels & print.
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BATCH PRINTING
PREVIEW & PRINTING

—  printLabelinPdf.htm
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7. Click Printer Icon to Print Label(s)



BATCH PRINTING
PRINT DIALOGUE BOX

08708
HED HED 1 sheet of paper

# hp LaserJet 4250 -
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7. Select Destination - to Printer or Save as PDF

8. Click Print



USING MICROSOFT EXCEL

TO PRINT LABELS

i Spreadsheet Align s Color Alphan01 v
' Entry ﬂ ﬂ an & Design P o

<% Data-Entry = || &2 Spreadsheet »
Alpha001-Alpha001 ' Sample Label
' Alpha001Design

# Field Name Value Example ,
_ = Print

1) Name | | Smith, John Q
2) File Number | | 1234567 I
3) Date | | 00172008
4) Text i | Text

[ Add to Spreadsheet Clear

) Print { Preview [£3) Open Emply Spreadsheet

Print Position 2

1. Click on Open Empty Spreadsheet

2. Opens .xls sheet with columns matching the label designs'’
data fields. This will enable data for multiple labels to be
added to your .xls document & printed as a batch.
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MICROSOFT EXCEL

DATA ENTRY

Data Select Label
i Spreadsheet Align s Color
! Entry o Design

Alpha06 Year,Designation Namr

% Data-Entry » | & Spreadsheet x

= Upload CSV File

Print Position
3] Download Data ) Print/ Preview g Align 5 Sl ey
10 v |  Pagel1 lof1 » ¥ O

=) Remove Checked (=] Remove Unchecked @ Add New Row @ Sample Data [Hi] Clear Data

| | Action Source Year : Name File Number Date Text Designation Label Text File Designation Color Bar
1 | | Edit Key-01
2 | | Edit Key-02 2023 Moll, Justin 123123 06/01/2023 Personnel File MED Light Blue

3. Enter your data into the rows for label printing.

4. Click File / Save As
Save your Excel Spreadsheet to your computer & the data
saves in .csv format.
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UPLOAD .CSV FILE TO

VIRTUAL LABEL SPREADSHEET

Data
! 5 Spreadsheet Qg Align &g Color Select Label

Alpha06 Year,Designation Narr
Entry Design

% Data-Entry » | & Spreadsheet x

= Upload CSV File
Print Position
D d Data g Printll Preview g Align 5 Sl ey
10 w Page 1 of1 ¢ » O

= Remdlte Checked (=] Rfinove Unchecked @ Add New Row @D Sample Data [ifi] Clear Data

| | ion Source Ye@ir - Name File Number Date Text Designation Label Text File Designation Color Bar
1 | |gEdit Key-01
2 | |JEdit Key-02 3 Moll, Justin 123123 06/01/2023 Personnel File MED Light Blue

5. Click on Spreadsheet

6. Click on Upload CSV File




ADD FILES TO

VIRTUAL LABEL SPREADSHEET

Data
; : Select Label
ﬁ Spreadsheet ﬂ Align &= Color
H Entry : Design

Alpha001

| &% Data-Entry = || 4% Spreadsheet x
e Upload CSV File

Select files Last 5 Uploaded Files
Add files to the upload queue and click the start button.

Filename Size Status

Drag files here,

@Add Files | 4 Start Upload Ob 0%

Print Position

E3) Dowrllad Data [=) Print/ Preview gl Align o A me¥

10 w| | Pagel1 |of1

= Remdlle Checked [ Remove Unchecked Add New Row @D Sample Data [fifj Clear Data

||
1 [ |gEdit Key-01
2 | ||EEdit Key-02 Mall, Justin 123123 06/01/2023 Personnel File

ion Source Name File Mumb Date Text

7. Click the Add Files button & navigate to the
.csv file that you saved to your computer or
Drag & Drop file HERE.

.
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UPLOAD TO

VIRTUAL LABEL SPREADSHEET

Data
. : Select Label
| 22 BH Spreadsheet G Align 4 Color Dosign

Alpha(01

| & Data-Entry x || 45 Spreadsheet
=te Upload CSV File

Select files Last § Uploaded Files
Add files to the upload queue and click the start button.

Filename Size Status

Drag files hera.

.@ Add Files |  Start Upload Ob 0%

A Print Position

[£3) Download Data =@ Print/ Preview gl Align

L] '

2

[10 ] E W)

=] Remove Checked RemovflUnchecked o Add New Row &3 Sample Data  [fifj Clear Data

| | Action Sourde MName
1 [ ] Edit Key-
2 | | Edit Key-

File Number Date Text

Moil, Juggin 123123 06/01/2023 Personnel File

8. Click Start Upload to import the data into the
program, which will show up below.

9. Click Print / Preview to then print your labels.
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DISPLAY SPREADSHEET

FOR DATA ENTRY

MPE” VirtualLabels ﬂ E:: ﬁs;:readsheel ﬂ.ﬁ.lign == Color z:l';;uh&' ﬁdphaDE Year,Designation,Namr x
&% Data-Entry » || 45 Spreadsheet » |
ate Upload CSV File
Print Position
3 Download Data (=) Print/ Preview g Align s A =T
[0 ~]| 1 Paged 1 || ©
=] Remove Checked (== Refiove Unchecked & Add New Row @B Sample Data [H Clear Data
| | | Action Source Yegll Mame File Number Date Text Designation Label Text File Designation Color Bar
1 [ | Edit Key-01
2 | | Edit Key-02 20 Moll, Justin 123123 06/01/2023 Personnel File MED Light Blue

Click Print/Preview to review the labels & print.




LABEL PRINT PREVIEW
& PRINTING

1 - 90% T
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Click Printer Icon to Print Label(s)



PRINT DIALOGUE BOX

06 06407 07 Print 1 sheet of paper
gEmuE Fiv Fn

Destination #u hp LaserJet 4250 -
Pages All -
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7. Select Destination - to Printer or Save as PDF

8. Click Print



LABEL ALIGNMENT

Ah\ Vi L Data
= VirtuallLabels - Select Label = O T
<7 | s BEH Spreadsheet gf{ Align g Color D AlphaO6 Year,Designation,Narmr
€% Data-Entry = || &% Spreadsheet = A
Alpha06 Year,Designation,Name-Alpha06 Sample Label
++ Alpha06Design
# Field Name Value Exampia
1) Year 2023 2008
2) Name Maill, Justin Smith, John Q
3) File Number 123123 1234567
4) Date 06/01/2023 01/01/2008
| MED MED
5) Text Personnel File Text
€) Designation Label Text MED MED
7) File Designation Color Bar | Light Blue Black
= Add to Spreadsheet [E Clear
o o
(=) Print / Preview [E3) Open Empty Spreadshe 0 1
L Lo
L | (|
—i —1
Print Position 1 g E‘
oy oy
S5 &S
o T
SE Sowu
E:'—T E Eow

1. The position that labels print onto the label sheets may
vary depending on the printer make/model, computer
and/or browser. This might require the alignment be
modified to print correctly within die cuts.

2. Click the Align l Button Icon
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LABEL ALIGNMENT

SOFTWARE WIZARD

__ ___ Data s :

S p VirtualLabels i B Spreadsheet | g Align | g Color i;;;l'ﬂhﬂ Alpha005 Year,Designation Na
Entry e
€% Data-Entry = || % Spreadsheet = @ Align = % Last 5 Printed Labels =

= Print Alignment - Page Orientation A

Shelf Label Drawer Label X X
(Landscape) (Portrait)

Print alignment may vary from printer to printer.

if your labels are printing off-center,please print a sheet of labels using the peel-off label forms.
Then hold the sheet as in the picture,so that the text inside the color bars Is UP-RIGHT.

For most customers who use SHELF filing,hold the page in LANDSCAPE orientation.

Mext

i3 Set Units Of Measurement
Left Right Print Adjustment

UP/DOWN Print Adjustment

3. Reposition print image to sheet using inches, metrics or
pixels.

4. Adjust the position so that the print image positions to the
sheet for correctly aligned label printing.

5. Click NEXT

This will load the Set Units of Measurement dropdown -
which will let you set the unit of measurement
(in., mm. or pixel) (Default is in.)
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LABEL ALIGNMENT

SOFTWARE WIZARD

Data Select Label
i =T B Spreadsheet gf Align s Color Design

Alpha005 Year,Designation Nai -

' ﬁ_:;; Data-Entry = Ql_?; Spreadsheet x || < Align x ﬁ, Last 5 Printed Labels = |
=] Print Alignment - Page Orientation
9 Set Units Of Measurement A

A AR

th
LEFI'—|—RIGHT
(%) (+%)
(V)

i Please select the units of measure which you want to
prefer

Inch
Mili meter
Fixel

Your current alignment setting in Inches.

- Left/Right = +1/4"
- Up/Down = +1/4"

Mext

Left Right Print Adjustment
UP/DOWN Print Adjustment

6. This shows the current Left/Right & Up/Down settings.

Click NEXT to get to the next drop-down which is the
Left/Right Adjustment.

¢
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ALIGNMENT WIZARD

LEFT/RIGHT ADJUSTMENT

oo Select Label B Standard Alpha

l 8E Spreadsheet gl Align g Color Alpha005s Year Designation,Nas .
Entry Design £+ Logout

% Data-Entry » || 43 Spreadsheet x | 42 Align x || %2 Last 5 Printed Labels x
r=] Print Alignment - Page Orientation
ika Set Units Of Measurement
Left Right Print Adjustment

The goal is to CENTER the PRINTING within the peel-off labels.
in order to align VinualLabels on your printer, should the PRINTING move RIGHT(+) or LEFT(-)?
I In the example shown, the printing needs 1o move LEFT about 9 Points.

Your current alignment salting in Inches.
- Left/Right = +1/4"

Please select a LEFT/RIGHT print alignment adjustment.

-8/16" |
=17/32"
12

-15/32"
716" LEFT. RIGHT
vk (%) (+%)

11820
-5Me"
=1/4" 'igiﬁ'_-,j';ﬁ_" | ﬂiﬂlﬁf
i ; ekl
-3M6"
-1/8"
-332
-1M16"
.1}3_2"
0
+132"
+1/16"
+da2
+1/8°
+3/16"
+1RAZ"
+1/4"
+5/16"
+11532°
+3/8"
+T1E°
+15/32°
#1727
+17132°
+9M16"

7. Left / Right Print Adjustment
If your label is offset:

LEFT: Move the parameters to the left - decrease (-) the
value by the amount needed by using a ruler.

RIGHT: Move the parrameters to the right, increase (+) the
value by the amount needed by using a ruler.

8. Click NEXT
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ALIGNMENT WIZARD

UP/DOWN ADJUSTMENT

£ Standard Alpha

Data
! BE Spreadsheet G Align  sgs Color gﬂ:;l“um Alpha005 Year,Designation,Na:

Entry {~ Logout

&5 Data-Entry » || &5 Spreadsheel x| €2 Allgn » || 2 Last 5 Printed Labels x
=) Print Alignment - Page Orientation |
i Set Units Of Measurement
Left Right Print Adjustment
UP/DOWN Print Adjustment

On the most label deisgns, NO UPDOWN ADUSTMENT IS REQUIRED.
In the example shown, the printing needs o move DOWN about 1/4 inch.

Your current aignment setting in Inches.
- Up/Down = +1/4"

‘ If required, please select and UP (-) or DOWN (+) print alignment adjustiment.
ENT

173z
“_”E"
-15h32"
“fig"
i
-11/32"

-5/16"
-1/4"
-7z
-3/18"
-1/8°
~3/32
116"
=18

i 3
553 3Es 0

+iaz

A A +116°
- 178"
=5 :arts'
11 B +73z
+114

@ @ +5116"

+11/32°
+am"
+TE"
+1532°
+1/2"
#1173
+316"

Finish

8. Up / Down Print Adjustment

If your label is offset:

UP: Move the parameters to the left - decrease (-) the value
by the amount needed by using a ruler.

DOWN: Move the parrameters to the right, increase (+) the
value by the amount needed by using a ruler.

9. Click FINISH New Alignment Saved.
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