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How to Make Bar Code Labels

e Have your printer setup with TSPrint and have the Default printer set on the
workstation.

Using G4’s label maker for “Collection or Dummy (Generic) Barcode & Spine Labels”
Step 1: Start by accessing the G4 Main Menu/Back Office
Step 2: Select Create Labels
Step 3: Select an item listed under the Labels & Cards Menu
Making labels using the G4 Label menu is easy; these instructions will help to provide
how this label program works. When using this Labels and Cards portion of G4 you will
find that setup and use varies very little between options. Essentially the differences are
found within the various label sizes and font choices used to create your labels.
Whenever you want to create labels, we suggest you use the pre-selected label sizes
and templates that have been added to G4 for your convenience. If you do not have
these specific labels or label stock defined check the LRMS website for this information
within Catalog Management. These labels are of a size and shape that are commonly
available from most library supply companies and in some cases office supply stores.
See “Getting Started” within our website G4 Help Guides & Downloads use our Quick
Links “Printable Materials & Supply List” section to gain information.

TIPS - Printing Labels always preview your set up; look for information overlaps caused
by settings which are set to a value or size that is larger than what the label can
accommodate. ALWAYS - Plan on printing a Test label sheet to plain paper (before
actual label printing) place this printed test page behind a blank label page holding both
to the light and visually test by viewing and checking the printed data for alignment and
fit to each label.

Making Bar code labels starts at G4’s Back Office Menu, this menu is accessible through
the G4’s “Create Labels” or “Catalog Management” Labels and Cards menu section.

LRM$ @J Main Menu/Back Office

Previous Menu _ Main Menu___[Your Favorite LAIMS Librar vl

1. Select menu option “Create Labels”

Library Resource Management Systems, Inc. Copyright 1992 to present Page 1


https://www.terminalworks.com/downloads/tsprint/TSPrint_client.exe
https://www.lrms.com/help.asp
https://www.lrms.com/g4-library-automation-help-docs/printing/G4%20Printable%20Materials%20List.pdf

K" Library Resource Management Systems, Inc.
Genesis G4 877-700-5767

i LEMS(Build 2.8.16) : DEMO (User: Irns ) (Server: (local) )
Logout Logon Prewious Menu Main Menu [our F

Label & Cards Menu

/ St
@ Collection Labels
=] shelf List Cards

/ R
@ Borrower Labels
Borrower ID Cards

& Combo Book Labels

/ S
@ Dummy Labels

B Copyright 1991 - Present
Library Resource Management Systems Inc.

wwrw . lrmis..corm
Unauwthorized reproduction or distribution is prohibited.

e Collection Labels: use this option to show a more descriptive amount of
information about the item receiving this label. Printing a Collection or Spine
label from this option allows the program to gather and print information
contained within the MARC record and Holdings of each record. Sometimes
described as a Smart Label that contains four (4) lines of information printed on
a label sized at 1” x 2 5/8” standard inexpensive mailing label or Avery 5160
equivalent. You can also print your labels on Vinyl, Foil and paper stock of 30
labels per sheet.

o Collection labels includes four lines; information descriptions with an *
are necessary within the first three lines of the labels. The fourth line
provides for the remainder of choices shown below:

= Title *
= Barcode 3 of 9 Symbology*
= Barcode Number Text*
o Forth Line optional add on descriptions:
= Full Call No (number)
= Full Call No (number) with AR RL (reading level)
= Full Call No (number) with RC RL (reading level)

= Author
= Subject
=  Genre

= Plus, several other choice options shown below.
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ik LRMMS(Build 2.8.16) : DEMO (User: Irms ) (Server: (local) ) - [Collection Labels - Brother HL-2270DW series #232] m
File Labels Prewvious Menu kain Menu

Job Set |Co|lect|on Label (3x10} Sheest Size ﬂ
Label Stock [3x10 Dum Lbi(1x2 S/&8ig) HP 2100 L& 1 First label Position] 1 Copies: 1
Layout I Print in UPPER CASE
Line 1 [Titie = [ara ~| s =] ©rder by [Tite -
Line 2 [Barcode =] [zereBarcoae -1 J= =]
Line 3 [BarCode Text = [ =1 [ =]
Line 4 [Full CallMo =] [arial =1 [s =l
Collection |MAIN COLLECTION j W {Tagged Records Onlyi I Tagged Holdings Only
Selection Criteria
[ =0 =l [ =]
| =l =] | =1
| = =1 | =
| = =l

& LRPAS(Build 2.2.16%) : DERMO (User: Irrms )} (Server: (local}l )} - [Collection Labels - Brother HL-2270DWY series F232]

File Labels Prewvious Menu kMMain Menu
Job Set |c:a||ectiun Label (3x10) Sheet Size ;l

Label Stock [23x10 Dum LbI(1x2 Siglg) HP 2100 ~1 First label Position 1 o

Layout I Print in UPPER CASE
Line 1 [Titls = [eara =1 [s =l
Line 2 |Earcnde j |3 of & Barcode ;I |14 ;I
Line 3 | BarCode Test j [ uria 1 [10 =]
Line 4 = | [aria 1 Is 1
Collection [ Eull Saitlo with AR RL ds Only T Tagged Holdings ©n

CallMo Line1
Selection CriCallMo Line2
CallMNo Line3

CallMNe Line4 | -

Title - T

=Tl | =

| =1 |
| =1 |

Ll
|

e When choosing the “Collection Labels” option, it is a requirement to Tag the
collection records that require Barcode or Spine labels.

e When printing a replacement label for a Title item having multiple copies, tag
the barcode number within the Holdings to identify what barcode number is to
be printed.

What is Tagging?

Tagging is a very powerful method to help G4 identify and object within any collection
that is tagged for specific printing of a Barcode or group of barcode labels or the global
ability to print a large number Tagged Title collection labels.

Tagging is an exclusive feature within G4 and is used throughout the program for
various purposes to help staff accomplish many functions.
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Tag a Title

Call me Chatley. |
85901 Jackson Jesse. { Copies:1 Available:1 ) (Clarksille 1SD) (MAIN COLLECTION)

Charley starts from scratch. §
B591) Jackson Jesse. { Copies:T Availatle:1 ) (Clarksille 1SDI) (MAIN COLLECTION)

Did you carrythe flag today Charley?
5307 qugill, Rehecca, ( Copies:1 Available:0) (Clarksvile 130) (ELEMENTARY STORAGE)

Did you carrythe flag today Charley?/
8689 Caudil Rebecca (Copies:t Available:D ) (Clarkswile 1S0) (ELEMENTARY STORAGE)

& Harley-davidson Matoreyeles (Harsepower |
21T Sehste, Sarah. (Copies: Avallablert ) (Cla

=

Tagging at the Title Record, fo Tag
or UnTag a single Title; simply use
your mouse and double click on
the Control Number. This method
will print a barcode for each
holding if there 1s more than one
holding.

Tag a Barcode Number within Holdings
Why do this? When labels become unusable or missing it is time to replace them this is
very helpful when a Title is cataloged with multiple copies of more than one barcode.

e oy
COLLECTION Only e [ e

AP <|MN =] Total records in result sef is 36487 Dn £ Holdings o
Shaw last § items antored in: [Barcode I | o [Barrower Hame. [Graup  [Oue Date  [Owner Cade [Serial Na [Tag Barcode |
SEARCH MAIN N 0 A LAMS

10 UTTLE RUBBER DUCKS / LS
56137 |can ( Copies 3 Auaable:3) (Fiqua Cathalic School) {

wailable:1) (G4 Genesis Library Sys

60 Best Chidren |
24965 Savey. An 7 Available 7) (G4 Genesis Library Syster

T00 cupboards |
51784 |Wiison, Mathan D. { Copies:2 Available:2) (Piqua Catholic Scho«

700 Great Operas
40841 |Samon, Henry [ Copies 1 Avalable 1) (G4 Genesss Library Syste

4 Genesis Library Sye

00 peogie wh are sCrewing Up Amenca-— and Al Franken s #
24867 | Galdberg. Bemard, ( Gopies: | Available:1) (G4 Genesis Library

700 phatographs that changed the worid
1A

7
7803 { Capies 1 Avadable 1) (G4 Genesis Library System) (MAIN CO

] WidTGwErS of Soulhweest woodands |
24567 |Bower, Janice Emily. { Copies:1 Available:0) (G4 Genesis Lbrary .y se ) wmeurs

100 Roadside wildflowers of southwest woadlands
34093 |Bower, Janice Emily. { Copies 1 Available: 1) (G4 Genesis Library System) (MAIN COLLECTION)
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Understanding the Set-up of Collection Labels:

Collection Label Printing
Tagged Title Label Printing

& LRMS(Build 3.8.16) : DEMO (User: Irms ) (Server: (local) ) - [Collection Labels - Brother HL-2270DW series#zﬂlg
File Labels Previous Menu Main Menu

Job Set |Collzction Label (3x10) Sheet Size | CO”GCtion Labe|s On|y
Label Stock |10 Dum Loigix2 sisig) HP 2100 | Firstlabel Positioni|—1 Copies: |—1 Setup page by Setting the
Layout I Print in UPPER CASE number of barcode

Lnet  [Tiie =] [ <] [ =] Oerby [rm ~| copies for each number

Lne2  [BarCods <] [rorosacase =] [+ ] \ printed. Select the Order

Line3  [BarCode Text =] [ = o= by sequence and select

Line 4 <] [ — Tagged Records Only or

for printing Collection

Collction [man cOLLECTION -] labels Accept all other
Selection Criteria label defaults as they are

| BN -l /] [ shown.
| ] | H /[

| = | || /A

| El | [~ /

Setting this last (Font size) column; increasing or
decreasing the font size will affect the label
layout results; always preview any label setup
before printing using 150 - 200% view. This will
show any Line overlaps or possible errors. Then

| test by printing on a plain 8 2 x 117 paper.

File iLghels Help Previous Me|

Label Stock [5160 Avery - HPLJ-2100 el

Preview labels VST IS W7 s TRS O T
prior to printing Layout [T Print in UPPER CARE multiple copies (Barcode numbers),

open the Holdings of that book Title

Line 1 [Title o e ol [ E Orderby [Tie - and tag the specific barcode
number to be printed. Use the
Line2  [BarCode H [z 9%“5 = I option shown here to print the new
l__[ replacement label.
tne 3 I BarCora Text j [ra HI B Preweve what will be printed.
Line 4 Full CallNa j [erial HF =

File Help Previous M} Main Menu

1 [ ) Pt flos 3]

u"ﬁidzmjj’!;ﬁ[ﬁmﬁi'\iimmm

EEE

Callect] I[ALL] j [T Tagged RA¢ords Only ( M Tagged Holdings Only

Seleglion Criteria

4 - - \ E
/] E E \ g
- \ =

Ll il
L il

/

There are multiple choices
available within each Line Item.

Select Job Set, Collection Barcode
Labels, this will setup the label default
values using a standard 5160 or generic
equivalent size bar code label.

Library Resource Management Systems, Inc. Copyright 1992 to present Page 5



ri" Library Resource Management Systems, Inc.
Genesis G4 877-700-5767

Managing different sized Collection labels

e Define Label Stock provides this capability - Setup Labels:

Adjusting the Layout portion of G4 should not be necessary, as we have attempted to
provide choices that will work for most requirements. However, G4’s Define Label Stock
Option allows for the addition of labels and modification of Line information in each
column and row. We suggest that you never overwrite any template settings from
LRMS, instead save your modifications as a different Job Set. It is recommended before
any purchase of label stock that is not listed within G4; contact with LRMS staff is
advisable. Staff will help you with this task, simply call for support.

G4 Define Label Stock can be adjusted to allow practically any label stock provided the
data entered within each line fits within the label.

_- File | Labels Help Previous Menu Main Menu

Preview

I Pprint crp
Define Label Stock '| First label positi

Layout I Prirt in UPPER CASE

Printing Combo Labels:

Tag the records that are to be printed as a Combo Label, G4 provides the ability to print
these labels by the row, which means you can print a partial page of rows and those that
remain unprinted can be printed at a later date. This is a good option where a barcode
label can be placed on the outside of the book cover and on the inside along with placing
the Spine Label onto the spine of the book.
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ik LRMS(Build 3.8.16) : DEMO (User: Irms ) (Server: (local) ) - [Combo Labels - Brother HL-2270DW series #232] \g
File

Previous Menu Main Menu [

Selection Criteria

AND
OR
Collection  [[ALL] -| I Tagged Records Only
Order -
|Barc0de J « Print Holdings Location Code after Barcode
Start label row
position (1 for 1 « Print Marc 852a Location Code after Barcode

top of page):
= Do not print Location Code after Barcode

" Title as First Line

 Text as First Line (entered below)

Combo Label stock can be purchased from Demco — SKU No. 14216180 (shortcut)
I —————————

Sunner according to Humgbrey, Summer accordingto Humphresy f AR
F
Bir
3032810321366 3032810321566
Suinner according to Hurmp ey, Summer accordingto Humphresy AR
F
Bir
3032810321867 32810321867
Suepeises docording to Fumphrey s Surprizes according to Humphrey § AR
F
Bir
3032810321868 032810321568
Saepeises docording to Fmphrey s Surprizes according to Humphrey § AR
F
3032810321369 3032810321869

Label output, this is a fixed format and is to be printed using a Laser Printer
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Dummy Labels setup

.63 Library Automation System (Build 1.10.3) : LEOM_JH_LIBRARY - [Dummy Labels - ¥BigalEPSON 900]

File Labels Help

Jobs Set [oummy tabels |

Label Stock [Qymmemsrh First label position: Copies:

abel Stoc P irst label position ’1_ opies:[y
Layout ?:;LE:;:T;S;:MI V\

Line 1 Schoal Name j [arial \ =] o =]

b 4

tne2  [Barcode] =] otssacaie ST 17 =] Dummy Labels Only

Line 3 |{Eian:ode Text} j [viat N =l Wh t “D L b 1 i l tf
- . €n creating ummy Lab€ls SCIECT Irom

| = s |

the Job Set “Dummy Labels”, this selection

will show predetermined defaulted values. It
will be necessary for the completion of Line
1 adding a school library name and the

Barcode Range

Starting Barcode: |

Ending Barcodp# |

V¥ Keep leading zeros

completion of the Barcode Range of numbers

Setting this last (Font size) column; to be printed. Fill in the Starting Barcode
increasing or decreasing the font size will Number and the Ending Barcode Number.
affect the label layout results; always Set the number The First Label Position and
review any label setup before printing Number of Copies to be printed for each BC
using 150 - 200% view. This will show any label.

Line overlaps or possible errors. Then test

by printing on a plain 8 ¥2 x 11” paper.

372372004 323 AM
3 — o 4 -~ e - L = = o
2 B o 2w CH & Eo g @ 53 Library Automatio. . | &l pocument1 - Microsof... &' =L B Bi23aAm

G4 produces Bar Code labels using only one type of bar code symbol “3 of 9 Barcode”
and also known as Code 39. G4 does not print a check digit nor does the program use a
check digit within its bar code number.

7 G E =

rg Start

ALWAYS do this:

Once your setup is complete use the Preview selection to
examine the setup for correctness, this viewer will allow for
magnified viewing use this to view the finished label for
overlapping errors. This view is not always representative of the
actual printout results.

Best Test is to print one page to blank paper (not Label Stock)
and place that behind a blank page of labels to be sure the
printed data fits within the label area properly.
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~G3 Library futomation Systern (Build B LE0_JH_LIBRARY - [Dummy Labels - YBigalkEPSON 900]
File Labels Help

Job Set [bummy labels -l
Label Stock [5160 swery - HPLI-2100 -] First label position ,1_ Cepies ,1_
Layout
Line 1 School Name sl =] o =l
Line 2 :{Elan:nde} ;ﬁb‘iﬁmm = b= =
e :f* j NS | When using “Dummy Labels” you will find G4
N allows some flexibility when it comes to p(lntlng
Starting Barcode: 3400500100101 Ieadlng ZerO'CharaCter numbers Keep Ieadlng
Ending Barcode: |34DDEDD1DDQD1 Zero,s Only applies When the records
I e eading zoros copies/holdings information of a MARC record

includes a Bar code number showing leading zeros
(ex. 001123456 or 041112346, etc.)

Without “Keep Leading Zeros” being used these
same numbers would look this way, (Ex. 1123456
or 41123456). When printing numbers that do not
include leading zeros (ex. 3444400012345) this
feature will not affect these numbers print results.

= C . g g 2 ME 4
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