MAKE LABELS

· Left click twice on the LABELS icon (apple).

· Left click once on the macros tab.

· Insert your travel download disk into the drive.

· Left click twice on the import travel.

· Answer any questions that come up yes.

· When it comes back to the menu screen left click once on the reports tab.

· Then left click twice on labels travel.

· Answer any questions that come up yes.

· Once the labels come up on the screen left click once on the printer icon.

· When labels are finished printing take out the travel disk and insert the vendor pay disk.

· Left click once on the macros tab.

· Left click twice on import commercial accounts.

· Answer any questions that come up yes.

· When it comes back to the menu screen left click once on the reports tab.

· Then left click twice on the labels commercial accounts.

· Answer any questions that come up yes.

· Once the labels come up on the screen left click once on the printer icon.

· When the labels are finished printing take out the vendor pay disk and give it to Dianne.

· To exit the program left click once on the “X” in the upper right hand corner of the screen.
