SGNA Regional Mailing Labels
Downloading Labels Online

Step 1: Member login
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Step 2: Accessing Member Reports

(*only Regional Presidents, Treasurers and beginning in 2009 President-elects have report access)

Once you have logged in, follow the path below by clicking on the designated links located on the left-hand side of the SGNA Web site.
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>> Online Services
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Step 3: Accessing the Regional Mailing Label Report

Once you have reached the reports page on the Web site, select the “Labels” link to download your regional mailing labels. This report
generates your mailing labels already formatted to print on Avery 5160 mailing labels. Once you have pulled up this report you are ready to

print the labels or save them for a later use.
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Step 4: Saving Mailing Labels

To save the labels to your computer or email them to another individual:
. Select “File” located in the upper left-hand corner
. Once the file menu has expanded, selected “Save As” and save the labels to your computer
. This report will save as an internet explorer file

£2 hitpcstbnco 1 sba. comietimintsanassc riptoonton b He porb s Heato nalLaba st 1AL LH=UL] [Deidd T Windaws Internct Leoborer
il T F_.l'h-[l;.'_'l'h‘h‘ ran el e e s e b ey S aviorodl emee ol AT LSS T FRIRRIRC T AT AT -Hl "_rl El e |I-|‘ 'l
He: TTF Emn Taszibern Toeke o D
e T [ e
how molon LM B |
e [ g ;
=2 e LU R o B v W i e
tapm == P e
— . povTschT e | Shoc Bl s [ rwe o 5 ok -
Towm Tk k-
S LR T L = ko om ” 1 m
st Ll 7
Erh Freedes 'ﬂ-:
Smms ] |
Ivzzlad zaze L.,
i 05N Fona Tle forex Evcyus:, Ie Ficdleyraia: Hord e Tk
T S
s THe
==l
Aoy Hedine: Blema Iubian o fime s Bdoinl, FLLS
b | Mzbod Spdmn . Dewainx & Loe Deiaowes Clanallimis Jevk=31
Fapyr= Hrgelal hbanil dwdivemiavkay Ceors - Pxlim B 2w

23 Bagy Chey Aanar

DA e a2 g w L e cvand s

T Rz e Haling ®



Step 5: Printing Mailing Labels from Saved File

If have you saved the Regional Mailing Label report and want to print it you will need to open up the report and select the print icon on the
report to print correctly.

If you do not use this print icon your labels will not print with any data on them.
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