> LOFFLER TECHNOLOGY TO POWER SUCCESS

Xerox AltaLink/VersalLink: Print FP e-Certified Labels

This guide will cover how to set paper at the machine and print FP e-Certified labels from Google

Chrome.

Single Label: Set up labels in Bypass Tray and create a Custom Size

1. Insert paper into the Bypass tray to open
the Bypass tray’s display window

Paper Settings - Bypass Tray

W s Size: Letter (8.5 x 117)
o

%
=
3

Confirm ‘

Type: Plain
— Color: Wihite
"h e
Size Type Colar
Letter (8.5x bi) | | Prain hite

2. Select Size, scroll down and select
Custom (Be sure that a single label is
placed as picture shows)

No. 9 Envelope (3.9 2 8.9")

(e Custom

No. 10 Envelope (4.1 x9.57) '

3. Enter Custom Size for single label:
e Single Label: Y: 4.6 - X: 8.5

4. Select OK to exit Custom Paper Size

Custom Paper Size

Width (Y)
wa ose

. T
<—x$>

Length (X)
39 » 20

o

Select Type - Select Labels.

6. Select Confirm to exit Paper Settings for
Bypass Tray

Plain + | Hole Punched

Transparency "1 Letterhead

Lightweight Cardstock | cardstock

| Heavyweight Cardstock </ Heavy Cardstock Reloaded

@ Recycled Bond

Light Glossy Cardstock
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> LOFFLER TECHNOLOGY TO POWER SUCCESS

Setting up a Single Label Preset in the print driver:

1. Open Start Menu “+ > Xerox AltaLink C8145 Global Print Driver PS

Xerox AltaLink 8145 Global Print Driver PS Remows

—
TR Pt son ke

2. Search Printers & Scanners

3. Find the Xerox Printer and click to
open
4. Choose Printing preferences A i

[

More devices and printers settings

5- SeleCt the drOp-dOWﬂ frOm Paper Printing Options Image Options Document Options Advanced
- Select By Tray > Select b Type _ =
Bypass Tray

ERE=E o=
6. Select the drop-down from Paper e
-> Select Other Size - Change _

L‘_LPJ Letter (8.5 x 11"). White, Plain

u
Document Size 9 NeW ) Certified one up. White, Labels /_1—

_I Other Size »
. . Other Color »
e Enter Width: 4.6, Height: 8.5 -
. SelectBy Tray » Automatically Select
® Name the new size to be used Transparency Separators. Tray 1
18] neXt Step B Off (Use Document Color) Tray 2

1 — Tray 3
[ ] CI|Ck OK ‘EJ Print Quality: Trav s
— (Eohanced

["721 Output Destination:

Driver P<

New Custom Paper Size

S ahne -
(ST S =

Corent

sl Haouere orosertes

More devices and printers sottngs

-
- r
o S
Wi (15" 1267 Heigh (388°-57)
Type a mazag
: E ==
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7. Select the drop-down from Paper
—> Other Size - Advanced Paper
Size

e Confirm Output Paper Size
and Original Document Size
are matching the custom size
name

e Confirm Scaling Options as
No Scaling and Top Left

e Click OK

8. Confirm 1-Sided Printing
9. Choose Save
10. Choose Save as New Preset

¢ Name Preset
e Click OK to save.

Printing Options  Image Options Document Options Advanced

Job Type:

| Normal Print v] aa

(@D Paper:

-Bypass Tray
-eCert 1up

Tabloid (11 x 17"). White, Plain
Letter (8.5 x 11"), White, Plain
Certified one up. White, Labels

B
cJ

Other Size
Uther Color
Other Type
SelectBy Tray

Fitto New Paper Size > |
Change Document Size »

Advanced Paper Size...

Transparency Separators...

B ‘ Off(Use Document Color) v

Paper Size

I eCert1up

| PuwgOunes image Ozecns DacumartOptces Advaes
] Job Type

Nowol ¥t

1 Wrupe
{ = Lypass Towy

it

D Xeras Black and Whin

2% (Use Docemeer Color

_’.l P Oundty

t Thanced

| Outut Dwedr st
Asomate
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Printing a Single Label:

1. Log into FP Certified Mail account
online

2. Confirm you have proper alignment
selected:

o Click Edit Senders and
Postage Defaults

e Select CEL43 - Single Form -
Left - Rev 05/15

¢ Confirm Up .25

Sender Address I Sender Contact SO”‘L]_

Name v

o
Address Book Sort By; Company v
Form Typelf CEL43 - Single Form - Left - Rev 05/15___v

Quick Print
Pop Up Preview:

Align Form{Up 25+
Print Date/Time:
Time Zone{Central _v|
Pre-Populate New g
Sender Information:
Suspend File Upload: ()
1 View Linked Accounts: O

Contact Name: | Rachel Duede v |
Company: Loffler
Address: 3745 Louisiana Ave S

Address 2

city:| Saint Louis Park

state: [MN V]

Zip Code: 55426

Postage Options
Select zero ifyou

do not know the weight of the m:

Enable HIPAA
- rotaie
Package Type: * Send Signature Conf:

Signature Conf Email{ rduede@Ioffler.com |

Electronic Return Receipt Settings
Delivery Method{ FTP_ v
Payment Method{ Meter/PC Postage v |
Record G ~ ined Records v|
USPS Mailer ID{903395461 | Request USPS MID | View Tutorial
Local Post Office Zip] 55426 Locate Zip Code

Print Options
Optional Label: | Sender Information v
Form Type:| CEL43 - Single Form - Left- Rev 05/15 v

entered, Select Print Form

X mmrs S0 Dosia0s m | Print Form 1 Use the Locate Zip Code I(u:: ;;ozz:::::{w;;:’:dp::yl ‘yso‘uarc\:;;;! i:ost Office is different from
3. Click Save
. . . . . Sender Address Recipient PASTE SAVE DELETE
4. Once Recipient information is sy -

Chris Hossatler

Rachel Dusde v
Lofter Lofller
74 5318 Al Haynes Drive

oux Cty

Print Options

et | Sendet Information v

oo [CELAT - Singhe Form - Left - Rev 0515 v

| £¢ Sengers an Postage Detauns |

5. Label Template will open on web
Select Print

25 fpcertifiedmail.com/exports/92148969009997901216069826.pdf &

6. Choose Xerox Printer

7. Click More Settings N :
Pages All b
8. Choose the Paper Size set up in Quelly soocp ’
the Print Driver i 1 . o .
Color Black and white .
9. Click Print using System Dialog Tie-ited Ll ‘evekoniioiasies
IMorE settings v I
I Print using system dialog... (Ctrl+Shift+P) I &z
©2024 Loffler Companies
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10. CI|Ck More Settings Prntef 1-Touch Printing Options _Image Options Document Options  Advanced
i i v Job T
Xerox AltaLink C8145 Global Print C b Typer_ .
. + Add a printer =l ©Paper
11. Select the Preset previously &) o
. . . Orientation =
created in the print driver
[ Portrait v 9
B Y soear
H Copit Finishi
12. Click OK i B s,
1 ~ |-No Hole Punching .
- No Folding
. . Color mode Xerox Black and White
13. Click Print - | e -
o - [ &' Print Quality:
— | Toner Saver v
Pages ‘f Output Destination:
—" | Automatic
% Al pages» I .
= ' | > Statu
E{ecemp ) e -
ore settings
2/ @ 8 I oK I Cancel

Grand Ra
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Full Label Sheet: Set up a 3-up label sheet in Bypass Tray

1. Insert paper into the Bypass tray to Barcr Bettinis B T
open the Bypass tray’s display aper Sevings < Bypess ey Confirm

window : .
2. If using a full sheet, Legal size will ‘-!

7
auto detect (place labels in printer as - . .
. 2e; Letter (B 5% 117)
ShOWﬂ beIOW) ’ %———___—— ‘ Type: Flain
I — Color: White
Size Type Color
Letter (8.5 x l-a‘“l Plain White

3. Select Type = Select Labels

| Hole Punched
e Select Confirm to exit Paper | Transparency ] Lettethead
Settlngs for Bypass Tray _] Lightweight Cardstock L] Cardstock

:] Heavyweight Cardstock [? Heavy Cardstock Reloaded

ﬁ Recycled Bond

:‘ Pre-Printed
| Envelope || Light Glossy Cardstock

©2024 Loffler Companies
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Setting up a 3-up Sheet Label Preset in the print driver:

1.

2.

Open Start Menu
Search Printers & Scanners
Find Xerox Printer and click to open.

Choose Printing Preferences

= > Xerox AltaLink C8145 Global Print Driver PS

Xerox AltaLink C8145 Global Print Driver PS

-
Remove
Printer status: Idle

Select the drop-down from Paper >
Select By Tray > Select Bypass
Tray

Select the drop-down from Paper >
Other Size > Change Document
Size > New

e Enter Width: 8.5, Height: 14

¢ Name the new size to be used in
next step

e Click OK

Printing Options  Image Options Document Options  Advanced

Job Type:
Normal Print M

UJ‘B

(D Paper.

-Bypass Tray =i
-Untitled 1
1
Tabloid (11 x 17"). White, Plain =

OE | Leter@sx11).white, Piin o
Certified one up. White, Labels

‘_' Other Size =
Other Color

-

v v v

Other Type
SelectBy Tray Automatically Select
B Transparency Separators...
Off (Use Document Color)

Tray 1
Tray 2
Tray 3

"El Print Quality:

Enhanced Bypass Tray

(721 Output Destination:

Driver PS

14.00

Sl

Suppored Ranges

e Width (35° - 126" Height (386" - 52)

Cancel
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7. Select the drop-down from Paper > |
. . rinting Options  Image Options Document Options  Advanced
Other Size > Advanced Paper Size PR

== | Normal Print v | aa
. . . 5 (D Paper.
e Confirm Output and Original BypensTey ‘
document are matching the
. — Tabloid (11x 17"). White, Plain
CUStom SilZze nhame &M Letter (8.5 x 11"). White, Plain =
e Confirm Scaling Options as No —
. ‘_l Other Size Fitto New Paper Size » T =
Scallng and Top Left Other Color > Change Document Size >

Other Type

»
. Advanced Paper Size...
SelectBy Ti >
e Click OK ectBy ey I
E] Transparency Separators. l 1

| Gff (Use Document Color)

8. Confirm 1-sided Printing
9. Choose Save

10. Choose Save as New Preset

e Name Preset
e Click OK to save.

R
eCert3up | - l

2 v Cance

Printing a 3 up sheet of labels:

i ifi H Sender Add
1. Log into FP Certified Mail account ender Address Sondor Conlact St
H By:—
Onllne Contact Name: [Rachel Duede v Address Book Sort By"mEiw ~
Company: | Loffler Form Type{CEL43 - Sheet - 3 Up - Rev 05/15 v |
Address: | 3745 Louisiana Ave S Quick Print

Pop Up Preview,

2. Confirm you have proper alignment R Aign For{Up 25~}
Selected by: < Print Date/Time:

Time Zone; Central v
Zpicade:| 55420 Pre-Populate New V)
Sender Information:

i i Postage Options Suspend File Upload: (]
o Click Edit Senders and o s SR ot
Postage Defaults L —  Complance: 0

Package Type: | Letters v

Send Signature Conf:
Signature Conf Email: rduede@loffler.com

e Select CEL 43 - Sheet 3 Up - e it O
Rev 05/15

Restricted Delivery: (J Electronic Return Receipt Settings
o Delivery Method: FTP v
e Confirm Up .25 E—— oo Mot eSS Fasaas ]
Optional Label: | Sender Information v Record Grouping; Combined Records v |
) Form Type: [CELA3 - Sheet - 3 Up - Rev 06/15 USPS Mailer ID:; 903395461 Request USPS MID | View Tutorial
3. Click Save Local Post Office Zip; 55426 Locate Zip Code
Use the Locate Zip Code link above if the Zip Code of your local Post Office is different fr(
["Edit Senders and Postage Defauits | [ PrntForm the Zip Code your company is located in.

[ Send multiple Certifieds to one Recipient |

©2024 Loffler Companies
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4. Once Recipient information is entered,| scnderagdress Recipient _PASTE | _ SAVE | DELETE
Select Print Form -

Contact Name: | Rachel Duede v Contact Name] iChn‘s Hostetler

Company: | Loffler Company] | Loffler
Address: | 3745 Louisiana Ave S Address|| 5318 Al Haynes Drive
Address 2: | Address 2|

City. iSainl Louis Park City} [Sioux City

s & v

Zip Code: 55426 | Zip Codef| 51111 |
Clear Recipient
Postage Options Additional Information
Select zero if you do not know the weight of the mail piece. The information entered into the AddresseeCode field will be displayed on the

Signature.

Weight Addressee cme{

Package Type Addressee Code 2|

File #]

[

Return Receipt:

Intemal Code:

Restricted Delivery: [ Internal File a:

Print Options

Optional Label:| Sender Information v

Form Type: [CEL43 - Sheet - 3 Up - Rev 05/15 v]

Edit Senders and Postage Defaults I Print Form I Retrieve Certified Mail Article History

[ send muttiple Certified's to one Recipient |

5. Label template will open in the web
Click Print BT - B

6. Choose Xerox Printer
Paper size I[ eCert 3up M
7. Click More Settings i +eheet o paper
Pages per sheet 1 b
8. Choose the Paper Size set up in _
the Print Driver 0 e '
9. Click Print using System Dialog ‘ g i ’
= pleckandunte i Two-sided D Print on both sides
[Foresires <]
I Print using system dialog... (Ctrl~Shift+P)| @z
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10. Click More Settings

11. Select the Preset previously
created in the print driver

12. Click OK

13. Click Print

Printer

Xerox Altalink C8145 Global Print C
-+ Add a printer
Orientation
O Portrait
Copies
1
Color mode

Color

Pages

All pages
g 5

v Job Type:
= [Normal Print = o=

1-Touch Printing Options Image Options Document Options Advanced

J_J (PPaper
= [Bypass Tray

-eCent3up

(£ 2:Sided Printing

= [ 1-Sided Print v
| Finishing:

No Stapling
-No Hole Punching
- No Folding

B Xerox Black and White:
Off (Use Document Color)

(=g PrintQuality:

&) oo

£7| OuputDestnaton
== [Automatic

(esels: > Stas:
S e E ¢t s
7688 o] concel

MN: St. Louis Park: Duluth: Mankato
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