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	What is The Purpose 
	
OnCare	offers	the	option	to	generate	and	print	mailing	labels	using	the	Avery	5160	
templates	(1"	x	2	5/8")	for	all	the	families	stored	within	the	system.			
	
This	User	Guide	explains	the	steps	to	generate	the	mailing	labels	as	well	as	the	printing	
set	up	using	the	Google	Chrome	browser.	

	

1. Generate Mailing Labels 
	
Family	Accounting	-->	Reports	-->	Family/Child	Data	-->	Mailing	Address	Label	(Avery	
5160	1"	x	2	5/8")	
	

	
	

Select	this	

Start	here	
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You	have	two	selections	to	generate	the	mailing	labels:	
• By	Classroom	
• By	Child's	Age	
	

	
	
	
	
	

	
	

Make	your	selection	
and	click	Submit	

Click	here	to	print	
using	the	Chrome	
browser	
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2. Printing Labels with Google Chrome 
	

	

Right	panel:	Adjust	page	
margin.	See	details	below	

Left	Panel:	Adjust	
printing	setup.		See	
details	below	



Page 5 

3. Page Setup 
	

	

Make	sure	the	right	printer	is	
selected.	If	not,	click	the	"Change"	
button.	

Select	Letter		

Select	"Custom"	Margin	

Make	sure	all	of	the	options	are	
unchecked	
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4. Margin Setup 
 

Set	margin	to	0.75"	on	all	4	sides.		
	
Important	Note:	While	a	0.75"	margin	works	with	most	printers,	depending	on	your	
specific	printer,	minor	adjustments	on	the	top	and	left	margin	may	be	needed.	

	
	

On	the	right	panel,	adjust	the	page	
margin	by	clicking	and	dragging	on	
the	dotted	line		

Set	to	0.75"	on	all	4	sides	
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When	ready,	click	on	the	"Print"	button	within	the	Chrome	browser	to	print.	
	
	

	
	
	

Click	"Print"	button	here		


