GIS: Make Address Labels for New/Sold Listings
-Double click desktop icon for GIS or go to GIS3.Pottcounty.com

-Click “Agree”

-Type address #’s in address line. Properties with this house # will appear below the line. You may choose the correct property by clicking on it. Then click ‘Search’. You will then get a cartoon-like map with that property in yellow. 
-Scroll out with the mouse to get a broader view of the map. 

-On the left, click “Mailing Labels” 

-On the lower right side, click on the little box that has a picture that looks kinda like a figure 8 so you can draw.

-Go to the map and decide where you’d like to start the ‘box’ of addresses you’d like to mail to.

-Click then move the mouse to the next ‘corner,’ then click again and move to the next ‘corner,’ then the same until you’ve drawn a closed shape. 

-Double click at the last point.

-This completes your choices for addresses for the labels.

-A new window will come up with rows of names and address.

-In the upper left corner click the picture that looks like a floppy disk with a piece of paper behind it (Export). This will open ‘Export Options’.  Click the arrow that says ‘Formats’ and choose “MS Word”. Click ‘Ok’ at the bottom. Click ‘Open’.
-This brings up your labels in Word form. You can make changes, additions or deletions at this time. 

-When finished and ready to print click ‘File’ at the top right corner of the screen. Click ‘Print.’

*Now head to the printer because it’s beeping at you! Push ‘Printer’ then choose the 1st paper drawer then ‘ok’.

*Once you have the labels printed on regular paper, you’ll need to transfer to labels.

--Open bypass tray on right side of printer. Place labels face down.

--Place the addresses in the top feeder tray face up with the top of the page going into the machine (like you’d have to turn your head to the left to read it correctly). 

--Push the copy button and enter your code. *Make sure it’s set for bypass tray. Then ‘Start’.

--The plain paper with addresses goes into the file to be used for the sold letters.
