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Re-Print a Shipping Label 

 

Quick Tip - There are 2 ways to reprint a label. The following instructions will show 

both processes. 
 

Click on “Admin” 

 

 
 

Click on “Item” 

 

 
 

In the “Item no. starts with:” field, type in the “Item Number”. Click on the “Go” button. 

 

 
 

 

 

 

 



Copyright Ultriva Inc. 2013. All rights reserved  Page 3 
 

The “Item” number appears. Click on the “Cards” button. 

 

 
 

All “Cards” for that “Item Number” now appear. Click in the selection box for the label to 

reprint, and a checkmark will appear. Click on the “Print” button.  

 

 
 

 

The label(s) will now print. 
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Bulk Print 

 

Click on “Actions” 

 

 
 

Click on “Bulk Print” 

 

 
 

 Quick Tip – To make each selection in the “Bulk Print Cards” filter; click on each 

dropdown arrow for a list of selections 

 

Select how you would like to “Filter” the “Items” and Click on the “Go” button. 
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Quick Tip - you can now refine your search by selecting the “Filter By”, “Operator” 

and “Enter Value”. Our example we will filter by “Item” number. 

 

Click on the dropdown arrow in the “Filter By” field and click on “Item” 

 

 
 

Click on the dropdown arrow in the “Operator” field and click on “Equal To” 

 

 
 

Enter the selected information for the filter.  In this example we selected “Item”, “Equal To” so 

the “Item number will be entered. Click on the “Go” button. 
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The “Item” number appears. Click on “Show Cards” 

 

 
 

Click in selection box in the column header to select all cards or select each card individually. 

Click on the ‘Print’ button. 

 

 
 

The information was “sent to the printer successfully” and the label(s) will now print. 

 

 
 


