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Creating Mailing Labels for
your SWCS Customers

SWCS Tips and Tricks
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Using the SWCS 4.2 Export Utility and Microsoft Word, create mailing labels for the customers in your
Solatech Window Covering Software.
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Overview

This article will step you through the process of exporting customers from your SWCS company database

using the SWCS 4.2 Export Utility and then using that exported data as a data source for a mail merge in

Microsoft Word.

What you will need

e Solatech Window Covering Software 4.2, version 4.2.441 or higher

e SWCS 4.2 Export Utility

e Microsoft Word 2010 or higher

If you have not used the SWCS 4.2 Export Utility before then you should read over the SWCS 4.2
Export Utility User’s Guide, which can be opened from within the software or downloaded from:

http://www.solatech.com/manuals/swcs42euuserguide.pdf.

The Steps

1. Runthe SWCS 4.2 Export Utility.

2. Click the Select button to select the SWCS company that contains the customers you want to

create labels for.

3. Under What do you want to export, select Customers.

4. Under How do you want to filter the data, select how you want to filter the customers. For

example if you only want customers that have placed orders with you (as opposed to those you

have quoted for) you would select “Customers with orders this year”.

5. Click Save As and select a file where the exported data will be saved. This file will be the file used

as the data source for the mail merge.

6. The export utility should now look similar to this:

17, SWCS 4.2 Export Utility =
General
Select the company that you will be exporting the data from:
FI\WCS 4\Companies\Sample Company.psd Select
What do you want to export:
Customers [=]
How do you want to filter the data:
Customers with orders this year
Select the file where the exported data will be saved:
C:\Users\Kevin\Documents\My Customers.txt Save As...

7. Click Start to export the customers. You may be prompted to login to the SWCS company.

8. Run Microsoft Word.
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9. From the Mailings tab, click Start Mail Merge, Lables...

Wid9-0l= Document3 - Microsoft Word - & =
Home Insert Page Layout References Mailings Review View & o
= 7 =
Envelopes Labels |Start Mail Select Edi Highlig Ad eeting Insert Merge Fi
Merge ~ |Recipients » Recipient List | Merg ds Line Field Merg
Create B Letters ‘Write & Insert Fields Preview Results Finish
£ E-mail Messages S N N+ A I A >
=1 Envelopes.. =
5 labels..
E Directory
El Normal Word Document
;,Su Step by Step Mail Merge Wizard...
|
10. Select the label options that apply to the size and type of label you want to create. For this
article we will be using sheet labels, 30 to a page.
Cebel Option: e
Printer information
() Continuous-feed printers
(@ Page printers Tray: |Default tray (Automatically Select) IZI
Label information
Label vendors: | Microsoft |E|
Find updates on Office.com
Product number: Label information
1/2 Letter | Type: Address Label
ﬂi Letter ]| Height: 1"
1/4 Letter Width: 2.63
a0 Per paEE Page size: 8.5" =« 11°
[ Details. .. ] [ Mew Label. .. ] Delete QK ] [ Cancel
11. From the Mailings tab, click Select Recipients, Use Existing List...
@| H9-0|= Document3 - Microsoft Word | Table Tool ‘ = = £2
Home Insert Page Layout References Mailings Review View Design Layout [~ o
l-" %l 7 = = = = Rules ek " 4 M
El IE'J - JJT latch Fields \ 44 Find Recipient y
Envelopes Labels = Start Mail Select Address Greeting Insert Merge Pre: Finish &
Merge = |Recipients 7| R s e Ids Line Field [2 Update Labels | pesuits S Auto Check for Emars | bierge
Create Type Mew List... ‘Write & Insert Fields Preview Results Finish
] Use Existing List... o pEE -3 4 5 BB 6 T EE 0|
|83 select from Outlook Contadts... ol
| | [
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12. Navigate to the export file you created. Select it and click Open. If you are prompted to confirm

the data source click OK. If you are prompted to confirm the connection parameters click OK.

P

Text File Connection Parameters

Confirm Data Source

Open data source:

OLE DB Database Files -

-

(7 |l

[] show all [ oK

J[ Cancel l

Select text separator

fields of your address list:
@) Tah

) Comma
() other:

Eirst row of data contains column headers

(7 ]

Indicate which separator character is used to divide the data

[ o

J [ Cancel

13. You should now have a page that looks like this:

@| H9-0|= Documentf - Microsoft Word | = @ £
ﬂ_ Home Insert Page Layout References Mailings Review View Design Layout [~ o
P I g = g = =& L [Zp Rules - &5 K 41 oM 3
‘i_l EI =—i-—| a’j/ ﬂ ﬂ \Q J"_;Match Fields 423 Find Redipient '%F%
Envelopes Labels  Start Mail Select Edit Hi ht Address Greeting Insert Merge Preview Finish &
Merge = Recipients = Recipient List is Block  Line Field~ ] Update Labels | pecips S Auto Check for Errors | perge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish
WEI[ “%"'M“'!"‘“‘4"'I"'5"“$‘“6"'I"'7"' R |
B «NextRecord» «NextRecords»
" «Next Record» «NextRecord» «NextRecord»
= «NextRecord» «Next Record» «NextRecord» =
= «NextRecord» «Next Record» «NextRecord»
" «Next Record» «NextRecord» «NextRecord»
14. Make sure the cursor is in the first label. Select the Mailings tab and then click Address Block.
Click the Match Fields button.
15. Make the following assignments:
a. First name = Contact
If your customer name is always the same as the contact name you can leave this blank.
b. Company = CustomerName
c. Address 1 = BillToAddress1
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Address 2 = BillToAddress2
City = BillToCity

State = BillToState

Postal Code = BillToZip

h. Country = BillToCountry

@ 0 oo

16. Change the entry Unique Identifier to (not matched).

17. Click OK.

18. If the preview of the address looks OK then click OK again.

19. You should now have the words <<AddressBlock>> in the first label.

20. From the Mailings tab, click Update Labels. This will add the address block to all the other labels.

@| H9-0|= Documentf - Microsoft Word | ‘ = @ =2
Home Insert Page Layout References Mailings Review View Design Layout [~ o
5 ) e = = = Rules - e H 41 [ b
RN AEEERE >
= =] 4 &7 = = = == W% Match Fields 429 Find Recipient )
Envelopes Labels  Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B Finish &
Merge = Recipients = Recipient List | Merge Fields Block  Line Field= |4 Update Labels | pesults ' Auto Check for Eors | perge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish
WEI[ “%"'M“'!"‘“‘4"'I"'5"“$‘“6"'I"'7"'I"‘S§‘| [Fa]
-
. «AddressBlock» «Next Record» e AddressBlocks «Mext Record»«AddressBlock»
[ «NextRecord»«AddressBlock» «Next Record» «AddressBlock» «MNext Record»«AddressBlock»
H «NextRecord»«AddressBlocks «Next Record» e AddressBlocks «Mext Record»«AddressBlock» =
[ «Next Record»«AddressBlock» «Next Record»«AddressBlock» «Next Record»«AddressBlock»
H «NextRecord»«AddressBlocks «Next Record» e AddressBlocks «Mext Record»«AddressBlock»
[ «Next Record»«AddressBlock» «Next Record»«AddressBlock» «Next Record»«AddressBlock»
H «NextRecord»«AddressBlocks «Next Record» e AddressBlocks «Mext Record»«AddressBlock»
L] -
[ «Next Record»«AddressBlock» «Next Record»«AddressBlock» «Next Record»«AddressBlock» ;
_ F
Page:1of1 | Words:59 | <5 | |[é]@ B = [} .&)

21. If you want to see what the labels will look like, click the Preview button on the Mailings tab.
With our sample data this is what we have:
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Documentd -

Microsoft Word |

‘ =

5647 Cypress Hill Rd

Ravshare. CA 94326
Chris Baker

Baker, Chris

415 W. DesertBloom
Bavshare. CA

Mark Bauman
Bauman, Mark

910 S. Ivy

Bavshore. CA 94376
JasonBurch

Burch, Jason

92834 Chandlerst.

Millbrae. CA 94030
Mike Balak

Balak, Mike
8753 5. Mountain View

Ravshare. CA 943726
Rafal Bolinski

Bolinski, Rafal
1421 Silverbell Ave

East Bavshaore. C4 94327
Heather Campbell

Campbell, Heather

10923 samsonDr.
Millbrae. CA 94030
Renee Barley

Barley, Renee

4417 N. SunValley Rd
Middlefield. CA 94471
Sonya Bristol

Bristol, Sonya

5920 N. Lighthouse

Ravshore. CA 94376
Stewve Carr

Carr's Pie Shop

22. You may need to adjust the paragraph formatting to get the address to fit correctly on the label.
It will depend on the size label you choose. If you need to adjust the formatting:

a.

Press CTRL + A to select all the text on the page.

b. Click on the Home tab and then click the Paragraph button on the ribbon.

C.

d. Click OK.
23. Make any further adjustments to the labels, such as font size and colors.

@“ H9-0|+ Document® - Microsoft Word
Home Insert Page Layout References Mailings Review View
- - AT AT - | A
. A A Aam B T pasboene s
Paste ¥ B I U ~abe x, X WA= == &g fMormal THo
Clipboard Font Pl Paragraph
\ y A
e i 1 I N TNC < S
-

Change the Spacing Before to 1” and the Line Spacing to Single.

24. To finish the mail merge, click Finish & Merge on the Mailings tab and the select Print...
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Kristy Abercrombie Robert Allard Kristie Babcock
N Abercrombie, Kristy Allard, Robert Babcock's Music Shop




