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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
FT :;.-nter data or import spreadsheet (.csv) data to print
abels.
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SELECT A LABEL DESIGN
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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)



CUSTOMIZE DATA FIELDS

& DROP-DOWN LISTS
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5. Label designs include customized data entry screen with
desired data fields & drop-down lists. Enter data into the
data entry cells or choose data by selecting from
drop-down list.

6. Once data is entered - click Add to Spreadsheet so data is
registered. Then click Print/Preview to preview your label
& print.
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LABEL PRINT PREVIEW
& PRINTING

7. Click Printer Icon to Print Label(s)



el

1 sheeed of paper

3 5
4 £
= v
W W o) .m.. I
O |2 |- 1|3 w..mmﬂ_
w” -.....m.. .n.M

. '3 " § i 0% 5
& L e w L

t: ¥ ¥ 3 8 3 L 23 :

suoipertoy (RN
w0
B e |

fere) =)
E:uﬁ!.ﬂ:u .H.h_mu =Tt __..l..n
won prmey | @ o) R

EpEUH L

sl oo < ><
ah@% ) <z >

Select Destination - to Printer or Save as PDF. Click More

Settings & confirm scale is set to Custom 100%.

Click Print
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PRINTING A BATCH OF

LABELS VIA DATA ENTRY
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@ Enter arecord 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 Hyperlink to go to spreadsheet tab.



LABEL ALIGNMENT
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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 Button Icon



BROWSER SCALE SETTING
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* Example of what your Printer Setting
are set to.

3. Click NEXT



LABEL ALIGNMENT

EXAMPLES
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NEW FEATURES
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Ruler - adds lines to

help align label to
label stock.

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

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.




BATCH PRINTING
PREVIEW & PRINTING
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7. Click Printer Icon to Print Label(s)



BATCH PRINTING
PRINT DIALOGUE BOX
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8. Select Destination - to Printer or Save as PDF. Click More
Settings & confirm scale is set to Custom 100%.

9. Click Print



USING MICROSOFT EXCEL

TO PRINT LABELS
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1. Click on Open Empty Spreadsheet

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

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



UPLOAD EXCEL FILE TO
VIRTUAL LABEL SPREADSHEET
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5. Click on Spreadsheet

6. Click on Upload CSV File



ADD FILES TO

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



UPLOAD TO

VIRTUAL LABEL SPREADSHEET
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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.



DISPLAY SPREADSHEET

FOR DATA ENTRY
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Click Print/Preview to review the labels & print.
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LABEL PRINT PREVIEW
& PRINTING
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Click Printer Icon to Print Label(s)



PRINT DIALOGUE BOX
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7. Select Destination - to Printer or Save as PDF. Click More
Settings & confirm scale is set to Custom 100%.

8. Click Print



CONTACT US

This concludes your training guide.

If you have any questions please feel free to contact me:
Phone: (800) 699-1191

Email: justin@vitalvalt.com

| would just like to thank you on behalf of Vital Valt for
allowing us to provide you with your Label Printing Software.

If you need additional labels &/or folder supplies - please
contact me.
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