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Opening the Spine Label Report in Google Drive

The document will cover opening the spine label reportin Google Drive. To learn more about running

spine labels visit the Library Services Handbook, the LBL - Item Labels documentation located under
the REPORTS section.

1. After running the LBL — Item Labels report for spine labels go to Finished Reports. Select the
report and select Download. Select View result and click OK.

J Finished Reports  x
‘Special Circulation Functi
T
» Holds Maintenance R
TREL Spine Labels catlabels OK 6/27/2024,11:07
» Cataloging

‘w Report and Notices

% Report Session

@ Schedule New Reports
Scheduled Reports o
@ Finished Reports

-
View Download Print Email (b) Remove... Ownership (d) Close

Finished Reports : View Finished Reports
Report to view: TREL Spine Labels
[] View log
View result i
["] Format report |

=t

1. Save to a local drive on your computer, save as a .odt (Open Document Text) file.
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2. Open Google Drive and click New. Select File upload to search your local drive for the file.
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3. Click the uploaded file to open.
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2. Click Open with Google Docs to open the report with Google Docs.
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4. Adjust the line spacing of the document by doing the following:
a. Put the cursor at the top of the document.

Testlabels % m &

o it i O 8 a
File Edit View Insert Format Tools Extensions Help
Q © ¢ & A § 100% - Normaltext ~ | Arial v|=[1n]+ B I U A Z2 EH Ert= scv=E~E-E E X # Editi
— |
001.9 030 032 133.1 1546 292 3052 3234
BER IVE MCw ROM MAY Low HOO BER
353 394.26 398.2 4231 423 507 523 551.6
JOH BRE CAS COR AME DIs LAM HAS
597.6 613.2 636.1 636.7 641.6 736 743 791.45
PAR KAL PAT PAT SAU LAF AME KEL

b. Select Format and then Line & paragraph spacing. Click Custom Spacing and set
spacing to 0.08. Click Apply.
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5. To print the labels, go to the File menu and click Print. A screen will open to print or

download the labels.
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