                                           PAD – Pars Address Database                         DAILY
Aug 18, 2010 Activation (Hawkeye District)
District Coordinators: Pat McDaniel 515-251-2380; Daryl Templeton 316-946-4517
Up to March 2012, if printer malfunctions or quits – Call District Coordinator

Any parts missing when delivered or problem with install – Call District Coordinator
Regeana Arrowood, Atalissa IA 52720 10/4/2010
To save labels: In COARS (don’t log in) > (DYMO icon) > Update Options (middle of pg) Under “Print ZIP Break Labels > ( Never > OK 
DAILY: 

On ACE computer: > ( (green folder) > COARS. Don’t log in. 

> [image: image1.jpg]


 (Label printing icon) If you get a Pop-Up message that says, “Outdated JAVA….” > Yes
Verify FAC ID-1 (Facility ID) __________& PRN ID-8 (Printer ID) _________

Labels will print (if any). When finished: > X (to exit)
Install DYMO printer according to instructions in DYMO Quick Start Guide. Once installed, printer will automatically print a Facility ID & Printer ID label. Place label on the side of the printer for future reference.
To print a new label, if needed later: > (printer icon) > Printer ID Label (right) 
After installation: On computer desktop - > Start. (mouse over) Settings > printer & faxes. 
DYMO should be listed. Dbl click: DYMO. Software will start. 
> File > Change printer > DYMO 400 printer. Close.
To validate 3982 DYMO Printer installation:  In COARS – under “Label Printer Management”

Action: Label Summary Report  (  > Continue.  Area: Western; District: Hawkeye
_______________________________________________________________________________________________________________________________________________________________________________________
If your printer is broken, contact Pat McDaniel (Hawkeye District) and send label job to another office: > COARS
Under “Label Printer Management” > Continue
Area _____________ District _____________. Your Printer ID is shown.
> (your printer ID #). Type in other office ID __________________ (call other office & write down #)

> (calendar box) Always say 2 weeks since your new printer could be delayed. Reason: Printer broken

> Reassign > OK

When new printer comes in: > COARS. Delete temporary assignment.
_______________________________________________________________________________________________________________________________________________________________________________________
If printer stops printing, unplug printer from power & USB cable. Count to 10 & re-plug everything. It should re-boot.
If labels get stuck in printer, open lid & press ( (button on right side). If this doesn’t work, remove dark grey cover (with light grey label feeder insert – pull forward), press black lever (on left) forward, & remove label from rod. Tweezers or another “gentle” method may be needed to pull labels. Take an alcohol swabbed Q-tip & clean sticky label (gunk) from rod. Use a different roll of labels, since there are some defective rolls in which the labels are releasing from the backing causing them to jam in the printer.
If problems printing due to jammed labels, after clearing the problem, go out of the COARS – then back in. Click on the job date again, > Resubmit Job(s) > Print Labels
For DYMO help, call IT Help Desk (1-800-USPS HELP) 1-800- 877-74357

Name of application: DYMO – follow prompts. OR on Blue pg. > ( IT Self Help > Enter IT Self Help
Enter ACE ID & Password. > Log on > PRINTERS/PERIPHERALS (left)

> DYMO (printer link) > (link that best describes the problem)
After March 2012:

If printer needs repaired or replaced: contact Material Distribution Center (1-800-332-0317), option 4 for a Customer Service Rep & request a new one.
To order labels: (1 roll = 325 labels) On eBuy2: > Search (binoculars). Type: dymo coars labels > Go 

> 1744764 – O7525 Label, MAILING, COAR DYMO PRINTER. Enter quantity needed. > Add Items to Request 

> Finish Request
To calculate label usage: “A” (# of routes) x “B” (daily usage per route) = C (labels used per day).  
325 ÷ C = D.  A roll should last you about (D) days.
