
            
 

 

 

Printing Faculty Barcodes  
The INFOhio report, LBL: User Labels, can be set up to run once to create barcode labels for all your 
faculty  
A sample for each option can be found at the end of these directions. 
 

1. Under REPORT AND NOTICES 
2. Click on SCHEDULE NEW REPORTS 
3. On the INFOhio tab 
4. Select LBL: User Labels 
5. Either 

Double click on the report 
Or 
Click SETUP & SCHEDULE button 

 
  

6. Go to the USER SELECTION tab 
7. Click on the gadget for LIBRARY 

 
  



 

8. Move your library code from the left (List to 
choose from) to the right (List selected) 
You can do this by either 

Selecting the library code and clicking on the 

arrow 

Or 

Double clicking on the library code 

9. Click the OK button 

 
  

10. Click on the gadget for USER PROFILE 

 
  

11. Move the profiles of Faculty# the left (List to 
choose from) to the right (List selected) 
You can do this by either 

Selecting the FACULTY# code and clicking on 

the arrow 

Or 

Double clicking on the FACULTY# code 

12. Click the OK button 

 
  



 

13. Go to the SORTING tab 
14. Select how you want your faculty sorted 

To sort by Name,  select 
library/name/barcode 
 
 

 
  

15. Click the RUN NOW button 
 

  
16. Click the DISPLAY FINISHED REPORTS button 
17. When the report appears, select it and click 

on the VIEW button  

  
18. You only need the VIEW RESULT option 

selected 
19. Click the OK button 

 
  

20. The barcodes will open ready to print   
 


