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CITY OF LEE’S SUMMIT

PUBLIC WORKS DEPARTMENT
200 SE Green Street
Lee’s Summit, MO 64086
 (816) 969-1800   FAX (816) 969-1809

Memo

To:
Project Managers and Construction Inspectors
From:
Jerry Smith
Date:
April 11, 2012
Re:
Print labels for field books

This process describes how to print labels for your field quantities field book for a profession and accurate look.

Go to P drive/Project Folder/pay application/ then minimize and then select <42 items if less than 42, then go to pay app and highlight light line numbers on the very left hand column, from bottom to top, then, right click, hit the copy option. Go to book labels, click on number of items or 13 then right click, then hit paste. Hit index button and print. Use the print carriage on the printer with label face up.

The same process is used for book labels by seleting page numbers and hitting ok
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