Creating Muliple Barcodes for Patrons with Report Tool
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If you enter a number of patrons in a day or a range of days, you can print out barcodes for those patrons.

1. Open Report Tool
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 Choose File, Open…
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Select Cards & Labels.
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4. Scroll across till you find “Label-BC(PatronByPatronForSelectedDateOrRange)-5160.rpt.  Click to select it, then choose “Open.”
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5. Double-click your library name (or click once to select it and choose OK).
6. This opens the report.  You can either print directly from here or else look at it first with print preview.  (Note:  It is generally recommended that you preview first; that way you can be sure it’s really the report you want!).  Depending on whether you want to preview or print, click the appropriate icon on the toolbar.



7. Fill in the boxes as prompted with the starting & ending dates you entered the patrons and click OK each time.  Be sure to enter the date in the indicated format!


If you chose print, the labels should now print!  If you chose print preview and now wish to print the labels, follow steps 6-7 again, but this time choose the “print” icon.  (Note:  It may ask you to select your database again as in step 5.)

To print, click here.





For a print preview, click here.








