Doc 512 - Shipping Label Program Manual

The DOC 512 shipping label program is a Mac or PC based program that can be used to help
assist vendors in producing Hallmark compliant shipping labels when shipping cartons to
any of Hallmark’s distribution centers. If the vendor’s system does not allow them to utilize
this label assistant software, it is the vendor’s responsibility to use their own barcode
generating system to provide barcode labels that are compliant with the Hallmark
Warehouse Carton Label Specification Document #512.

Installation - Mac
To install the program on a Mac, follow these steps:
1. Unzip the file “Doc512 Labels.zip” to Desktop.
2. Drag and drop the “Doc512 Labels.app” onto your Applications folder.
3. Find the app named “Doc512 Labels.app” and double click on it.
Installation - Windows
To install the program on a Windows PC, follow these steps:
1. Unzip the file “Doc512 Labels.zip” to Desktop.

2. Drag and drop the “Doc512 Labels.app” onto your Programs folder.
3. Find the app named “Doc512 Labels.app” and double click on it.

To start the program, double click on the icon. -“W

Operation

Once the program loads you will see this main page.
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Actions
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| Start Over | [ Calculate J
| TestData | | Textonly |
| BatchPrint | | PrintLabel |

* = Mandatory Field

Action Buttons

Start Over - This will clear out all the fields so you can start a new label.
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Action Buttons
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Computed Info for Label

Calculation
Status

Test Data - This button will populate the SKU Information and Product Information fields

with example date. You can then click the Calculate button to see the results.

Batch Print - This will take you to the batch-printing menu where you can upload a .csv
file with label information to print multiple labels at once.



Action Buttons - (Continued)

Calculate - Click the button to analyze the entered information and compute the
corresponding Label information, which will be displayed in Label Data section.

Note: This button becomes active (Blue) once all the Mandatory fields have data entered in to
them.

Text Only - This button will print only the text portion of the calculated Label.

Print Labels - This will print a single label to your printer.

Printing Labels

Step 1 - Under the File Menu, select Page Setup to set the label size, should be 6”"x4” and
Orientation, should be Portrait. Then press OK.

Mac Windows
Page Setup

Page Attributes 2

<

Format For: = Any Printer

Paper Size: | 6x4

<»

Paper

6.00 by 4.00 inches Size: Letter (8.5" x 11") =
. . - - Source: Auto Tray Select v
Orientation: T L] LS
Oricritation Margins finches)
Scale: 100 % (®) Portrait Left 1 Right: |1
) Landscapes Top 1 Bottom: |1
Cancel OK

If you do not see a 6x4 option, then you need to create one. Follow the instructions
below to create one. If you have already done this, skip to step 2.

Create Custom Print Size:

Using the Doc512 app, choose File then Page Setup from the menu at the top.

@ Doc512 m Edit About
° Page Setup... 3#P

Hallmark Shipping Label Assistant

SKU Information Label Data
U.S. SKU | 389EGC1255 S A Spaces
0399EGC1255 0

QAD Matarial # | 43271

Then, you will see the page setup dialog.
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Page Attributes

Format For: = Any Printer

<

<y

Paper Size: US Letter
8.50 by 11.00 inches

Orientation: Ti LS

Scale: 100 %

? Cancel OK

Click on Paper Size drop down box, and select Manage Custom Sizes...

Envelope #10
Envelope Choukei 3
Envelope DL
JIS BS
ROC 16K
Super B/A3
Format For Uzt ’
| Tabloid Oversize
US Legal
Paper Size ¥ US Letter ’

4x6

Orientation CEXD

! Manage Custom Sizes...

Scaler 710U T

? Cancel  (CI

This will bring up the Custom Size Dialog box. When you press the Plus sign at the bottom

of the dialog box, you will see a new Custom Paper size is created and named “Untitled”.

Paper Size:
Width Height

Non-Printable Area:

User Defined

Top
Left Right
Bottom
+
? Cancel OK

Untitled Paper Size: 8.51in
Width

MNon-Printable Area:

User Defined

.25in
- T
.251in -
Left 56in
Bottom
+ — Duplicate
? Cancel

Now, change the width to 6”, the Height to 4” and set all the Margins to 0.

Then, rename to the your new Custom Paper Size to “6x4” or what ever you want.

Note: you might have to double-click on the word “untitled” to rename it.

11in
Height

<

.251in
Right

OK



When you are done, it should look like the box below.

Gxd Paper Size: 6 in 4in
Width Height

Non-Printable Area:

User Defined <
0in
P Ti .

Oin = Oin

Left 0in Right

Bottom
+ —  Duplicate
Cancel OK

Now, Click OK. The Page Setup dialog box will return, make sure your new Paper Size 6x4 is
selected and Portrait mode is selected, then press OK again.
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Page Attributes <
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Format For: | Any Printer
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Paper Size: 6x4
6.00 by 4.00 inches

Orientation: Ii Toe

Scale: 100 %

Cancel OK

Now you can continue with Step 2.

Step 2 - Enter all the Label information and press Calculate, check the Status to make sure
is says OK. If it is OK, then press the Print Label Button.

If you do not get an OK status, you will need to fix the data as some portion of the data is
invalid.

Step 3 - The Printer specific Display Dialog will be presented for you to choose your target
printer and number of labels to print.



Mac Windows

Print

B

Printer: | PRINTRED-P455 o Prirter

Presets: | Default Settings =

Name: DYMO LabelWriter 450 v Properties...
Copies: |1

) Status:  Ready
e Type:  DYMO LabelWrter 450
(_JFrom: |1 to: |1
A .
Layout : Where:  USBODT
Comment:
Pages per Sheet: | 1 =
Layout Direction: : W1 | | 1Y Print range Copies
Border: | None B ':E:' Al Mumber of copies: 1 =
Two-Sided: | Off ()Pages  from: 0 to: |0
R ientati 1l 412 3 Collate
everse page orientation Se|ect|c-|'| 1' 2' 3'
Flip horizontally
{ 7 | | PDF = Hide Details Cancel Print Cancel

After pressing “OK” the labels will be printed and you will return to the main screen.

If vendors experience problems with printing labels to their print device
Use the Text Only button on the Shipping Label Assistant program. This will print a

document (See below) that can be printed out and used in compliance with the Doc 512 for
vendors to create labels with their own barcode label-making program. The Text Only print
out gives the correct number of digits for U. S Barcodes, Whsle Qty/Canadian Price,
Destination Code, and Date Code.

Hallmark Cards, Inc. Shipper Label Assistant

U.S. Barcode: 0399EGC1255

Whsle Qty/ Canadian Price: Q0040C
Destination Code: 1008

Date Code: VDB0O5

Batch Printing (Excel Import)

Use the Batch Print feature when importing and printing labels from Excel.
Export your Excel document as a comma delimited csv file with the following headers.

USSKU SAPMat# WhsleQty PartialQty VendorID PO# Madeln Date ProdlLoc Recloc Description
Note: the headers are not required.

To get started printing a batch job; click the ‘Batch Print’ button, from the main menu.
The following display window will be shown.

Note: the Calculate and Print Batch buttons are not active. They will become Active once a csv
file has been imported and no errors in the data are detected.



File:
US SKU

Read CSV

VI First row contains Header Names

press ‘Open’.

SAP Mat # | Whsle Oty

Clear List

Partial Qty | Vendor ID | PO #

Calculate

Batch Print

Made In

Print Bat

Date

tch

Prod Loc Rec Loc

Description

Status

Done

Note: if the .csv file has header names, you must click the ‘File row contains Header Names’
checkbox, otherwise, the first headers will be imported as arrow to print.

File: BatchExample.csv

732515

Batch Print

Made In

12345678 US MO
23456798 US MO

34567890 US MO
45678901 US MO

Us SKU SAP Mat # Whsle Qty | Partial Qty | Vendor ID | PO #
399ECC1255 42621 50 10
399EGC1255 52621 100 20 732515
4155RE1234 62621 200 30 732515
4155RE1234 72621 200 40 732515

Read CSV Clear List

V! First row contains Header Names

Calculate

Print Ba

Date

9/1/2016
9/2/2016
9/3/2016
9/4/2016

tch

Prod Loc | Rec Loc

1008
1008
1008
1008

Cool
Cooler
Coolest

Even Cooler

Description

Status

Done

In this example, you can see 4 labels have been imported and the ‘Calculate’ button is now

active. Click on the ‘Calculate’ button to scan each label to check the data for errors. You can
see below after the labels are checked that the status on the right of each line is “OK”, i.e. No
errors were found. The ‘Print Batch’ button is now active.

File: BatchExample.csv

US SKU

399EGC1255
399EGC1255
4155RE1234
4155RE1234

Read CSV

SAP Mat # | Whsle Qty

42621
52621
62621
72621

50

100
200
200

Clear List

! First row contains Header Names

Partial Qty ' Vendor ID

10
20
30
40

732515
732515
732515
732515

PO #

12345678
23456798
34567890
45678901

Calculate

Batch Print

Made In
us MO
us MO
us MO
us MO

Print Batch

Date

9/1/2016
9/2/2016
9/3/2016
9/4/2016

Prod Loc Rec Loc

1008
1008
1008
1008

Description
Cool

Cooler
Coolest
Even Cooler

Status

Done



To print all the labels in the list, press the ‘Print Batch’ to print all the labels.

Now, you can press ‘Read CSV’ to choose another .csv file, or clear the list by pressing the
‘Clear List’ button or press ‘Done’ to go back to the main screen. To detect and correct
problems with Batch Printing, see the Troubleshooting section below.

Troubleshooting

Problem: Image is clipped on the Label.

Incorrect Orientation

Go to Page Setup and make sure the correct printer is
chosen and the correct Orientation, in this case;

changing the Orientation to Landscape solved the
problem.

Problem: Image is clipped on the both sides of Label.
Incorrect Label size chosen
Go to Page Setup and make sure the correct printer is

chosen and the correct Label size, in this case;
changing the Label size to 6x4 solved the problem.

Problem: There are errors in the imported excel data.

Batch Print

File: BatchExample?2.csv

42621 4262
Tuhykagmmy!cam[im‘:‘*u. “E:'t::)yisag
=— 0040 ]0040
— :ﬂm’ zmiay
= = om |
— X Die Cincle Dafe Coe
=S ——: VDes | vDeoos
__8‘ % Vendor D Vedor D
—_— 1?.2215 liuﬂi‘lrs
—= == 454025934 45400501
— U;huo L?Mo
0399EGC1255 0399

Today is a great day! Carpe Diem!
Whsie Oty
0040
Partial Gty

0

—
1008
Date Code:
VD6005
Vendor ID

732515

PO Number

454025934

Q00400
0399 GC1255

US SKU SAP Mat #  Whsle Qi Partial Qi Vendor ID PO # Made In Date Prod Loc ' Rec Loc | Descri ition Status

1234 72621 200 40 732515 45678901 US MO §/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678  US MO §9/1/2016 VD 1008 Cool OK
4155RE1234 62621 200 30 732515 34567890 US MO 9/3/2016 VD 1008 Coolest OK
399EGC1255 42621 50 10 732515 12345678 US MO §/1/2016 VD 1008 Cool OK
4155RE1234 62621 200 30 732515 34567890 US MO §/3/2016 VD 1008 Coolest OK
4155RE1234 72621 200 40 732515 45678901 US MO §/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678 US MO 8/1/2016 VD 1008 Cool OK

4155RE1234 72621 200 40 732515 45678901 USMO 9/4/2016 VD 1008 Even Cooler OK

)



For example, the first line’s Status say “Err-US SKU”, which means there is an error in the
US SKU field for this label. If you check that field you see that no US SKU was entered for
this Label. Now, you can go back and fix the excel file and re-import or you can fix each
error directly in this window.

To fix an error (i.e. edit the data) click on the cell you want to fix and manually edit the data.

Batch Print

File: BatchExample2.csv

US SKU SAP Mat # Whsle Qty | Partial Qty | Vendor ID PO # Made In Date Prod Loc | Rec Loc | Description Status
699ACT1289 42621 50 10 732515 12345678 US MO 9/1/2016 VD 1008 Cool OK
1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678 US MO §/1/2016 VD 1008 Cool OK
4155RE1234 62621 200 30 732515 34567890 US MO §/3/2016 VD 1008 Coolest OK
399EGC1255 42621 50 10 732515 12345678 US MO 9/1/2016 VD 1008 Cool OK
4155RE1234 62621 200 30 732515 34567890 US MO 9/3/2016 VD 1008 Coolest OK
4155RE1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678 US MO §/1/2016 VD 1008 Cool OK
415SRE1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler OK
| ReadCSV | | ClearlList | | Calculate | | Print Batch | Done

IET First row contains Header Names

You can see that after fixing the US SKU field and pressing ‘Calculate’ again, the error is
gone. Continue fixing each error this way until all the errors are fixed and the Status reads
OK for all labels.

As you can see below all errors have been fixed and the ‘Batch Print” button is active.

Batch Print
File: BatchExample2.csv
US SKU SAP Mat # Whsle Qty | Partial Qty | Vendor ID PO # Made In Date Prod Loc | Rec Loc | Description Status

699ACT1289 42621 50 10 732515 12345678 US MO 9/1/2016 VD 1008 Cool 0K
399ECC1255 52621 50 20 732515 23456798 US MO 9/2/2016 VD 1008 Cooler OK
4155RE1234 62621 200 30 732515 34567890 US MO 9/4/2016 VD 1008 Coolest oK
4155RE1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678 US MO §/1/2016 WD 1008 Cool OK
399EGC1255 52621 50 20 732515 23456798 US MO §/2/2016 VD 1008 Cooler OK
4155RE1234 62621 200 30 732515 34567890 USMO 9/3/2016 VD 1008 Coolest OK
4155RE1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678 US MO 9/1/2016 VD 1008 Cool oK
399ECC1255 52621 50 20 732515 23456798 US MO §/2/2016 VD 1008 Cooler OK
4155RE1234 62621 200 30 732515 34567890 US MO §/3/2016 WD 1008 Coolest OK
415SRE1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler OK
399EGC1255 42621 50 10 732515 12345678 US MO 9/1/2016 VD 1008 Cool OK
399ECC1255 52621 900 20 732515 23456798 US MO 9/2/2016 VD 1008 Cooler OK
4155RE1234 62621 200 30 732515 34567890 US MO 9/3/2016 VD 1008 Coolest oK
4155RE1234 72621 200 40 732515 45678901 US MO 9/4/2016 VD 1008 Even Cooler oK

| ReadCSV | | ClearlList | | Calculate | | Print Batch | | Done

IET First row contains Header Names



