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The following document is a guide on how to create labels/ID cards. 
The first thing to do is check you have images for the employees. To open the image screen 
select ‘Image’. If there is no image here, hit ‘Add’. This will allow you to add an image from 
the computer or alternatively if you have a webcam attached to the P.C, it will open, for you 
to take a photo of the employee. 

 
Once the photos of the employee have been added, save them. Next create the report.  
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To do this select ‘Reports & Letters’ followed by ‘Create New Report’ 

 
Hit ‘Next’ 
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As this is a new report select to ‘Use this Report Wizard’. Hit ‘Next’ 

 
 
To create the label including peoples images, the report will need to include images and 
master details. Select them and move them across to the “Selected Sections” box. Hit ‘Next’. 
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This report will need to include the Employee Number, Forename, Surname and 
Images.Stretch. Hit ‘Next’. 

 
 
As you do not need to group this report, just hit ‘Next’ when on the Step 4 screen.  
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Give the report a name and select which setion it should appear under. Hit ‘Next’. 
 

 
 
The report is now ready, hit ‘Finish’. 
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Once the report has opened, delete items that wont be needed on the label, this would 
include the title, the name of the company, etc. 

 
To be able to display the employees image, you will need to add the image box. To do this 
go to ‘Define Search’.  
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To add the image select ‘GIMAGE’ under the image table and drag it down into the header 
section. 

 
The next step is to add the image on the ‘Layout Screen’ so that it will be displayed on the 
report.  To do this open ‘Page Designer’ by right clicking your mouse and selecting it.  
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Once the page designer opens select ‘GIMAGE’ and then click on the report screen. Close 
the page designer. 

 
To make sure the image is displayed correctly you will need to drag and resive the [GIMAGE] 
box. 
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To make sure that the image is displayed correctly, go to ‘Preview Report’.  

 
The next step is to change the layout of the report to a label style. Select ‘File’, followed by 
‘Report Setup’.  
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The Report Setup screen will open. Select ‘label’, and click the ‘This is a label report’ box. 

 
The choose label format screen will open. Here you need to select the type of label paper 
you are using, this is listed on the papers packaging.  

 
In this case we use select Avery A4, followed by the type which is L7160. Hit ‘OK’. 
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You will be asked to convert this report to a label format. Hit ‘Yes’ followed by ‘OK’ 

 
You will now see that the report layout has changed to the label. Any Information that you 
want included must be put inside the box.  

 
For this label, there is no need for the titles, just include the information, so inside the box 
will be [GIMAGE], [Employee Number], [Forename], [Surname]. Drag and resize each box to 
the size you require. 
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Hot ‘Preview Report’ to check the layout as you edit the boxes. 

 
 
This completes the guide on how to add images and make labels with the Wiztec Report 
Wizard. 
 


