MAILING LABELS
CRYSTAL REPORT

In the past, agencies had to call Central Support to order mailing labels. Agencies can now order
their own mailing labels through a Crystal report and print them locally. Refer to the Crystal
Rollout email dated October 26, 2001 for additional information on downloading this new Crysta

Report.
The labels can be ordered by accessing PeopleSoft HRM S/Administer Workforce

(U.S)/Report/Mailing LabelsDeptID. The required Operator Class to access thisreport is
MAHREDRL. Labels are sorted by Department/Pay Group/Alphabetical order.

Y ou may want to add a new Run Control 1D specifically for ordering your labels:

Add -- Mailing Labels DeptlD

|
Run Control ID: iHailing ‘
Cancel I

Enter the entire Department ID or any part of it with a Wildcard (%). You must enter at least the
first three digits of the Department ID when using awildcard. In the Pay Group field, enter a
Wildcard, a specific Pay Group, or any part of a Pay Group with aWildcard. Using your three-
digit agency number plus a Wildcard in the Department field and a Wildcard in the Pay Group
field will produce mailing labels for your entire agency. You can order mailing labels for a
specific Department ID by entering the entire department number.
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To run the process, the Process Scheduler should be setup like the panel below. Ensure that the
Run Location is set to Client and that the Output Destination is set to Window.
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Click Okay.



The results will return in the format below and you can print your labels at alocal printer. The
report has been formatted to use Avery 5160 (1 x 2 5/8) labels or something comparable.
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