How to Print a User Definable List or Labels

It is often useful to print a list of subscribens,mailing labels for a group of subscribers
meeting some particular criteria. For instancenaty be helpful to print a list of all
subscribers with expiration dates in the month e€&mber.

When printing these reports it is possible to defioth the sort order as well as the
criteria for selection.

Under the section titled Sort, enter the codes filoenattached chart to set the order you
wish the list or labels to be printed. If sorting more than one value, enter the codes in a
top-down manner, rather than from left-to-right.

Under the section titled Select, enter the codaw fihe attached chart and corresponding
values to specify which subscribers should be ohetlin the report. When entering a
selection:

All values to the right of the operator must belesed in French brackets-
{valug.

The * asterisk wildcard must be used to specify-gpecific values to the right of
the operator. For instance, to select all subskgilmethe zip code 49103 no matter
what the last 4 digits of the zip code are, thei@atould be {49103*}.

To use more than one code to determine a seledtiidm,t the last line should

end inAND or OR

If multiple codes are used to determine a selectlmnlast line must end in the
word END.

Note: Sort/Select codes may be used with any repatthas an Advanced button with
Sort and Select sections. This is also frequerggduwhen printing the Master Address
List.



To get a User Definable List:
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To get User Definable Labels:

Select the settings for the labels you will use.
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Select the criteria for the labels you want.

To print a set of labels to mail an offer to exgire-county subscribers within a specific
date range:



