
How to Print Spine labels 

There are two methods of printing spine labels.  There is the individual label and bulk printing. 

 

To print a bulk number of spine labels. 
1) It is assumed that 

you have logged into 
Workflows with your 
TECH or SUPER 
account.  Navigate to 
the Reports Module 
and click the 
Schedule New 
Reports wizard.  In 
the Templates tab, 
look for your report. 
In this example I will 
use  
 
PT: Spine Label 
 
Highlight the report 
and click on Setup & 
Schedule on the 
bottom of the screen. 
 

 

 

2) This will open the 
report and bring you 
to the Basic Tab. 
Navigate to the Items 
IDs tab. There is a 
default item ID set 
up.  It is IMPORTANT 
to always have an 
item ID in the Item 
IDs field, if this field 
is blank and you 
attempt to run the 
report, the report 
will become stuck 
and must be 
removed by client 

 



care.   
Click the diamond 

gadget  to add 
and remove item ID 
numbers. 

JASI Tip: In the basic Tab place the current date or some other unique identifier to distinguish the report 
name.  If you are performing multiple reports, it is a great help for easy identification. 

3) When you click on 
the Gadget: Spine 
Labels for Items pop 
up window appears. 
Scan item ID’s into 
the item ID field.  If 
you require more 
than 1 spine label for 
the item you can tell 
the system how 
many to print in the 
Number of labels 
field.  As you scan the 
ID numbers they will 
be added to the List 
selected.  You will 
need to remove the 
default item ID, 
34215000457923|1
When you have 
finished adding your 
desired Item ID 
numbers click save. 

 

4) Some libraries use 
multiple spine labels 
depending on the 
cataloguing being 
performed. Ensue 
that your label 
selected in the report 
matches your desired 
needs.  Navigate to 
the Label Template 
tab and use the 
dropdown to locate 
your desired label if 
the default is not 
what you require. 
 

 



5) At this point there 
are no other 
configurations 
needed for the report 
to run properly.   On 
the bottom of the 
screen click on Run 
Now (b) and then 
navigate to the 
Finished reports 
wizard.  

 

 

To print a single Spine Label 
You can print a spine label from multiple item search wizards, but for simplicity I will use the Item Search 

wizard. 

1) Search for the 
item in 
question, and 
access the 
detailed 
Display.  On the 
Call Number / 
Item Tab, there 
is a set of 4 
helpers at the 
top of the 
screen.  

There are 2 helpers that perform Spine label specific chores.  

 The first is the Print Preview  and the second is the Print Label  



If you use the Print 
Preview helper: 
 

  
 
You will have a screen 
that shows what the 
spine label will look like 
for the item you atre 
viewing.  You have the 
option to print from 
here, in the top left 
corned if you click the 
printer button. 

 
If you use the Print Label helper: 
 

  
 
You will print off a spine label without the preview option. 

 

 

If you have any questions or concerns please call the JASI Service desk, at 1-800-461-6348, or email us at 

jasisupport@olsn.ca 
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