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[bookmark: _Toc30999952]11. Printing labels or annotations
Watch a video overview of this tool here: https://www.youtube.com/watch?v=ult9QAWax9I
To print specimen labels, navigate to the Data Editor Control Panel (see Section 3) and click “Print Labels/Annotations.” Search for the desired specimens by entering search terms in one or many of the available fields in the “Define Specimen Recordset” box and clicking “Filter Specimen Records.” Select all the specimens for which you want to print labels by checking or unchecking the boxes in the leftmost column of the table. Use the “Select/Deselect all Specimens” box to check or uncheck all the boxes as necessary.
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[bookmark: _GoBack]In the Label Printing box, select the name of the “Label Profile” that you wish to apply to your printed labels. The label profile will specify which fields are printed and the aesthetics of the label. Default (simple) profiles can be found in the “Portal defined profiles” list, and you can select your own saved profile from the “User defined profiles” list. Instructions for defining a label profile can be found in section 11.1. After selecting a profile, you can then enter a desired heading (e.g., “Robert F. Hoover Herbarium (OBI)”, heading mid-section (e.g., state or family), heading suffix (any additional text information), and label footer (e.g., the name of the project for which the specimen was collected) for all labels to be printed. You can also select from a number of other options in the “Label Printing” box including whether you want to print the specimen barcode.
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[image: ]Once you have selected your desired options, you can print the labels directly from your browser, export the specimen data to a CSV file (similar to an Excel file, this format can be used with mail merge to produce labels), or export the labels to a Word document (DOCX file) by clicking the appropriate button. Note that currently, Word (DOCX) output only generates the old static label format (the “label profile” settings will not be applied). If you click “Print in Browser”, you can manually edit the label content by clicking the Edit Labels Content button in the top right corner.
An example label for printing from the browser is shown to the right. Note that the boxes to include the barcode and the catalog number were checked when generating this label.


11.1 Defining a label profile for custom label printing
To create a new label profile that will apply custom formatting to your printed labels, click the pencil icon to the right of Label Profiles (highlighted below).
[image: ]
Then click the green plus sign in the User Profiles box. Enter the title of the user profile and any desired header and footer information. Select the desired options from the Options box.
To further customize the label, click “visual interface” to the right of the “JSON” header. The resulting page will allow you to tailor your label with more detail (see next screenshot).
[image: ]
The format of your label is represented in the grey “Label Content Area” box. This is where you will build the label format. To add fields to your label, drag and drop field names from the left hand list of buttons into the “Label Content Area”. As you do this, a preview of the label format will appear in the Label Preview box. Note that you can add as many lines as desired in the Label Content Area by clicking the Add Line button. By clicking on one of the fields that you have added to the Label Content Area, you can also add a prefix or suffix, change the font format, change the size, change the font, and move the position of the field by altering these elements under the Field Options section (highlighted in next screenshot). You can also change the options for an entire line by clicking the line in the Label Content Area (it will turn green) and then editing the options under the Line Options section.
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David J. Keil 26876 &

Nemophila menziesii var.
menziesii

United States; Califonia; San Luis Obispo; North of Nacimiento Lake, .3 miles south from Interlake Road on Bee Rock Road.

David J. Keil 27420 &

Nemophila menziesii var.
menziesii

United States; California; San Luis Obispo; Caliente Range. Along Caliente Ridge Rd. between wildiife guzzler (35°03.432 N x 119°46.937' W) and Caliente
Peak.

David Keil 34384

Nemophila menziesii

United States; California; San Luis Obispo; Highway 41 between Creston and Shandon at 3220 Highway 41

EEEE)

Lewis S. Rose 39077

v

Nemophila menziesii var.
atomaria

United States; California; Marin; Nicasio
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Robert F. Hoover Herbarium (OBI)
California California Polytechnic
University, San Luis Obispo

Boraginaceae
Nemophila menziesii Hook. & Am

United States, California, Mendocino County, Pt
Arena light house.

Elev: 15m. (50ft)

Coastal fields.

Lewis S.Rose 68057 1 June 1968

3000

An example label for the Symbiota guide





