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Create Bill Labels 

 

1. Open Internet Explorer  to display the CGA Home Page.   

2. Point to My Job, and click Bill Labels. 

The Label Application screen displays. 

 

3. Click a radio button to select one of the following label options. 

 Bill Number – Bill Title 

 Bill Number – Calendar Number – File Copy 

 Bill Number – Bill Title – Calendar Number – File Copy 

 Bill Number – Bill Title – TEMPLATE for File Copy and 
Calendar Numbers 
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A message box displays to show how the labels will be formatted.   

NOTE:  The information in the dialog box will change depending upon 

which option is selected. 

 

4. Click OK.  You will see the progress bar display as the bills are retrieved.   
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The bills from the current session will display in the Selection field. 

 

5. Select the bills for the labels using one of the following methods: 

 To select a single bill, scroll through the list and click on the 
desired bill. 

 To select nonadjacent bills, scroll through the list and while 
holding down the Ctrl key, click on the desired bills from the 

list.   

 To select adjacent bills, scroll through the list and click on the 

first bill.  Hold down the Shift key and click on the last bill to 
be selected from the list. 
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6. Click the Create Labels button. 

 

 

The label document is created in Word with the selected bill numbers and 

text.  You can format the text as desired. 

The label application can generate the following types of labels. 
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Print Bill Labels 

 IMPORTANT!  The printable label sheets are Avery 5262.  If the 

printer has a Manual Feed tray, be sure to select it before 

printing.  The Avery 5262 labels may be obtained from the Copy 

and Supply Center. 

1. Click the File tab, and click Print.   

2. Select the appropriate printer from the Printer list. 

3. Click the Page Setup option  

4. Click the Paper tab in the Page Setup dialog box. 
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5. Under the Paper source section, select the Manual Feed Tray option 
for the First page and Other pages and click OK. 

6. Load the Avery 5262 label sheets into the tray.  Be sure to follow the 
instructions on the printer tray to load the sheets correctly either face 

down or face up. 

7. Click the Print  button. 

8. Save the label document, if necessary. 

 


