CREATE A LABEL FORMAT FILE using EasyLabel Platinum
· For a New Label, begin at Step 1, to update an existing *.fmt file, open file and go to Step 5.
1. Determine size of label (MAXIMUM WIDTH for print area = 4.09")
2. Determine where label will be printed: Colmar PA, Warsaw KY, Portland TN

a. Label *.fmt file will reside on the appropriate drive.

b. Drive Locations:
PA - \\Rbdwh02\images\LEEE  [do not map to a drive, create shortcut]
KY - \\Kyfs1\grpshares\EasyLab  [Map to L: drive ]  
    (..\Wineasy\DORMAN is the most common area for file placement.)
TN - \\Tnfs1\grpshares\EasyLabel  [do not map to a drive, create shortcut]

3. Determine file name

a. If this item prints on a partially preprinted background most likely file name will be same as the label it prints on. (example: LB711)
b. If label is a line item in Bill of Materials (BOM), make sure file name matches name in BOM.

c. If neither of the above are relevant, use 8-digit name that somehow refers to the file and send file name to person(s) who will print it and requestor.
4. Open EASYLABEL Platinum program
a. Under FILE menu, select NEW\Label Format (*.fmt)
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b. Enter file name, then click OKAY

c. Alter Printer Model and Display Orientation (GENERAL tab) as shown for most label formats
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d. Change Print Mode to P-Peel off mode (Printer settings tab)
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e. Options tab can usually stay as default sets it

f. Page Layout tab is where Print Area Height and Print Area Width is entered. Please note Height is entered above Width (see below). 

i. This program will allow up to 4.09" Width. 

ii. If your label is larger, adjust margins accordingly to accommodate label size.  (Zebra printers can hold up to 4.5" label ; Tharo printers can only hold up to 4" label)
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g. Cutter and Page Header tab stay as default

h. Click OKAY. You are ready to begin adding your data.
5. Adding Data for item, begin with part number (to edit/alter an item, back click on item). 
a. Choose text tool, then click into workspace
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b. Link to database

i. For Colmar, use the following settings 
(example below: left side shows = Dorman product  /  right side shows = Balkamp [for BK item, note that Data Field Name changes]):
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ii. For Kentucky, use the following settings  [note: the fields, Database System and Database File change from what they were if printed in Colmar; for Balkamp, refer to  
5 b i above – Data Field Name change]:
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iii. For Tennessee, use the following settings  [note: the fields, Database System and Database File change from what they were if printed in Colmar; for Balkamp, refer to  
5 b i above – Data Field Name change]:
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c. Insert Part Number field first. You will notice in “Operator Prompt Line” (which appears only with first db linked field, unless additional prompts are manually inserted) the text “enter part #). 

i. This will prompt end user to enter the part number to be printed

ii. If pulling from a smaller db where every item should print, the Operator Prompt Line should be changed to “ $ALL or choose part number ”.

6. To add/alter Data for UPC and other items that pull from the Master Database (everything except COO), use the appropriate “Database System” and “Database File” for location, and change the “Search Field Name” to appropriate name (example: for UPC, Search Field Name = L0_BARCODE). 

7. To add/alter Country of Origen (COO) info, link to the TRI COO db. 

a. NOTE: The “Database File” section will vary by location, 
PA - \\Rbdwh02\images\LEEE\TRI COO.dbf
KY - L:\Labels\TRI COO.dbf
TN - \\Tnfs1\grpshares\EasyLabel\TRI COO.dbf
b. Most labels will need ENGLISH, SPANISH and FRENCH COO info; change “Search Field Name” as appropriate.
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8. To adjust font size, back click on existing text (when adding new text “parameter” window will show before text can be added) and choose View Field Specification… to show “Text Field Parameters” window. 
a. Go to “FONT” tab. For Typeface,  Choose Arial.  Please note: There will rarely be cause to use any other font. 
b. For Font Style, you may use regular or bold as appropriate. 
c. Adjust size in Character Height area. Leave Character Width at 0 unless scaling is needed.
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9. To Align text Left, Right and Center, go to the “FORMAT” tab. Adjust Center/Justify as needed.
10. For current date to print on label: Choose text tool, click in workspace and in the “Text Field Parameters” box, go to the “FORMAT” tab. Click down arrow at Special Formatting and choose 3-Julian Date (01010).
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