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Item Label Printing Wizard 

 

The Item Label Printing Wizard is designed to allow you to print item labels simply, either from using the Mobile, 

Purchase Orders, Transfers or via the multiple item filter options.  

Configuration 

Before using Label Printing Lists, the correct Role Action settings need to be applied. 

Roles 

Go to Setup > Role Manager > Open 

 

Within the Role Actions tab select the required level needed. 

 

 

 

 

 

 

On the grid, filter on LabelPrint and the following results will appear: 

 

RunLabelPrintingWizard enables you to create a Item Printing within OpSuite and enables the new module on 

OpSuite Mobile too. 

As stated above, you may also require access to the Mobile. This setting can be enabled in Relationships > Users, 

Lookup > search for the require User > select into the User > ensure ‘Mobile User’ is enabled within the User, like 

below: 
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Creating an Item List on OpSuite (Option 1 x Items) 

Navigate to Inventory > Items > Label Printing 

 

You will now be presented with the Item Selection screen > on the first tab named ‘Items’ this is the option to filter 

in as much or as little detail as needed to find the required items which require Label Printing. 

Options include filtering by: 

• Location 

• Suppliers 

• Departments (if selected, remember to ‘Confirm Departments’ to be shown your Category selection) 

• Categories 

• Item Types (Standard, Voucher, Non-Inventory, OpSuite Kit etc) 

• Tax Groups 

• Attributes (items with a selected Attribute group assigned, such as Christmas, Easter etc) 

• Price (Default Price, Price A, B, C or Sale Start/End dates) 

• Stock (Date Created, Last Sold, Qty Available, Qty on Hand etc) 

• Description (Product Line, Colour, Bin, Size etc) 

• More (All Product Codes, Supplier Reorder Number, Web Items, Last Updated etc) 

 

Once the filters have been selected > click on the arrow on the bottom of the screen to move to the next page 
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OpSuite will then return the items based on the search criteria (up to a maximum of 5,000 items) 

 

At the top of the screen there is the option to select ‘Print Quantity Options’ – the recommended choices for this 

option are detailed below:  

Fixed Quantity (default setting) – type in the number of labels which require printing for each item (this will be the 

same value of labels for every item on the list) then hit ‘Apply Quantities’  

 

Now on the Item list in the Print Qty column, this number will be present 

 

Varying Quantity – Allows you to enter the required label qty individually for each item rather than a fixed quantity 

> click on the ‘0’ in the ‘Print Qty’ column to amend to the required qty 
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Quantity in Stock – click ‘Apply Quantities’ > OpSuite will now return the values of the item in stock at Location in 

the ‘Print Qty’ column. This means that for every item you have in stock, a label will be printed. 

 

 

PLEASE NOTE: The other options: Quantity on Order, Quantity Received & Quantity Not Received– will be detailed in the next 

part of this document.  

Item List Quantity is detailed later in the document as this is associated only with the Mobile Item List module.  

 

Once the quantities have been applied for printing > select the ‘Print’ icon in the right-hand corner of the screen 

 

The Print Labels window will then appear & if a Label/Page Template is already assigned to the items which are being 

printed, this will be stated in the default setting. If not, simply select the Label Template 

OpSuite will then state how many labels will be printed > click ‘Print’ in the top right-hand corner of the window > 

the labels will then be printed. 
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Creating an Item List on OpSuite (Option 2 x Items on Orders) 

Navigate to Inventory > Items > Label Printing 

 

You will now be presented with the Item Selection screen > click on the second tab named ‘Items on Orders’  

 

 

Once this tab is selected > the option to filter in as much or as little detail as required to find the items on orders 

which require Label Printing. 

Options include filtering by: 

• Orders (Purchase Order #, Transfers #, Goods Received #, Goods Issued #, Purchase Order Date, etc) 

• Purchase Order Supplier (select required supplier/s from the list) 

• Goods Received Supplier (select required supplier/s from the list) 

 

Please note - if there is a setting you do not wish to use, ensure ‘None Applied’ is selected  
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Once the filters are selected > click ‘Apply’  

 

 

OpSuite will then return the Orders/Transfers as per the filters selected and these will be present on the right-hand 

side of the screen 

 

 

Tick the ‘Selected’ box of the Orders/Transfers required to print labels from 

 

 

Once selected > select on the arrow on the bottom of the screen to move to the next page 
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OpSuite will then return the items from the selected Order/Transfers (up to a maximum of 5,000 items) 

 

At the top of the screen there is the option to select ‘Print Quantity Options’ – the recommended choices for Option 

2 are detailed below:  

 

Quantity on Order – OpSuite will pull through the Qty on Order from the Order/Transfer into the Label Printing 

Wizard & a label will printed for each ordered item 

 

 

Quantity Received – OpSuite will pull through the Qty Received from the Order/Transfer into the Label Printing 

Wizard & a label will printed for each received item 

 

 

Fixed Quantity (default setting) – You must type in the number of labels required for printing (this will be the same 

value of labels for every item on the list) then hit ‘Apply Quantities’  

 

Now on the Item list in the Print Qty column, this number will be present 
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Varying Quantity – Allows you to enter the required label qty individually for each item rather than a fixed quantity 

> click on the ‘0’ in the ‘Print Qty’ column to amend to the required qty 

  

Once the required varying quantities have been added click ‘Apply Quantities’ at the top of the page 

 

Once the required quantities for printing are applied > select the ‘Print’ icon in the right-hand corner of the screen 
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The Print Labels window will then appear and if a Label/Page Template is already assigned to the items which are 

being printed, this will be stated in the default setting. If not, simply select the Label Template 

OpSuite will then state how many labels will be printed > click ‘Print’ in the top right-hand corner of the window > 

the labels will then be printed. 

 

Creating an Item List on Mobile (Option 3) 

Before using Item Lists, the correct Role Action settings need to be applied 

Roles 

Go to Setup > Role Manager > Open 

 

Within the Role Actions tab select the required level which is needed 
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UseITemLists enables you to create Item Lists on OpSuite mobile 

 

 

Log on to OpSuite Mobile 

Navigate to ‘Create List’  

 

 

You will then be taken to the Item Search screen to scan (or type) in the items 

 

Scan the item and enter the quantity of labels required 

 

Now enter in the quantity > click the + item at the bottom of the screen  
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Once the item(s) have been added, OpSuite Mobile will present the list of items present and provides the option to 

give the list a ‘List Reference’ to find easily in OpSuite 

 

There is also the option to delete any unwanted items from the Item List by simply clicking on the bin icon 

 

For quickness, if you only wish to submit 1 x of each label into OpSuite on the Item List module, simply amend the 

FastScan setting at top of the module screen & scan away 
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Once an item has been scanned, it will automatically be added to the Item List with a quantity of 1 and OpSuite 

Mobile will take you straight back to scanning your next time 

 

Once you have scanned all the required items which need a label, click the save icon at the bottom of the screen to 

send the list into OpSuite 
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OpSuite Mobile will present a window to state the Item List has been created with the Item List Number and 

Reference for you to find in OpSuite 

 

Once the list has been submitted, navigate back to OpSuite to find your Item List in Label printing 

Login into OpSuite & navigate to Inventory > Items > Label Printing 

 

  

 

Once in the Label Printing Wizard, navigate to the third tab ‘Mobile Item List' 
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Use the filters on the left-hand side to search by User, Date or Item List Code 

When search via date or Item List Code, ensure that you have selected ‘ALL’ users to bring back results 

Once you have selected your filters, click ‘Apply’ 

 

The filtered list will now appear on the right-hand side of the screen. Displaying the List Number, Code (the 

reference which was given via the Mobile), Creation Date, User and Line Count 

  

Tick the ‘Selected’ box for the list required > then click on the right arrow at the bottom of the screen to view the list 
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On the next screen the list of items which were scanned into Item List will now be present. The columns displayed 

are: 

• Source 

• Location 

• Sku 

• Barcode 

• Description 

• Extended Description 

• Department 

• Category 

• Supplier  

• Reorder Number 

• Price 

• Print Qty 

 

 

At the top of the screen there is the option to select ‘Print Quantity Options’ – the choices are detailed below:  

 

Item List Quantity – This option will display the Item List numbers which were entered into OpSuite Mobile (without 

the use of FastScan) > hit ‘Apply Quantities’ and these quantities will be displayed in ‘Print Qty’ Column 

 

 

Fixed Quantity (default setting) – type in the number of labels you require printing (this will be the same value of 

labels for every item on the list) then hit ‘Apply Quantities’  
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Now on the Item list in the Print Qty column, this number will be present 

 

 

Quantity in Stock – click ‘Apply Quantities’ & now OpSuite will bring back the values of the item in stock at your 

location in Print Qty. This means that for every item you have in stock, a label will be printing. 

 

Varying Quantity – Allows you to put the required label qty individually for each item rather than a fixed quantity > 

click on the ‘0’ in the ‘Print Qty’ column to amend to the required qty 

  

 

These are the settings we recommend using in Mobile Label Printing  

The other options: Quantity on Order, Quantity Received & Quantity Not Received are detailed earlier in the 

document.  

Once the required quantities are applied > select the ‘Print’ icon in the right-hand corner of the screen 
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The Print Labels window will then appear and if a Label/Page Template is already assigned to the items which are 

being printed, this will be stated in the default setting. If not, simply select the Label Template 

OpSuite will then state how many labels will be printed > click ‘Print’ in the top right-hand corner of the window > 

the labels will then be printed. 

 


