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Plant Labeler & Keeper of the Databases 

Job Description 
 

Work with members of the Plant Sale (PS), Perennial and Annual Propagation committees, to insure required 

pot labels are produced for the PS.  

Maintain the Database of plants that are produce on a yearly basis. 

From the database enter the plants into the Plant Sale laptop to the bartender software.  As of 2019 they have 

been entered and will only change as plants are added. 

Enter the plants that are being grown by the Greenhouse, Community Garden, and other members. Vegetables 

and annuals change from year to year.  

Information for plants are as follows: 

Perennial Plants  Botanical Name, Common name, Plant Type, Exposure, Height, Width, Water Needs,  

   Blooms, Color  

Vegetables   Common Name, Plant Type, Exposure, Height, Spacing, Water Needs, Color/other info 

Annuals   Botanical Name, Common name, Exposure, Height, Width, Water Needs, Bloom Color,  

   Other info 

 

 

Responsibilities 
 

Plant Lists 

 

These 3 lists can be kept on the desktop of the laptop, as plants are added or deleted each year.  They can be 

modified with a MASTER LIST buried in the depths of the bowels of the laptop, to not be messed with. 

 

1. Database for Perennial Plants for the Plant Sale 

This Plant list was compiled by Patti and Ruth as a list of plant that are routinely used for the Plant Sale 

but are not always propagated each year. 

 

2. Database for the Vegetables/Edibles for the Plant Sale 

This list should include Greenhouse and Community Garden Vegetables and other Edibles. 

 

3. Database for the Annuals for the Plant Sale 

This list should include Greenhouse, Sue Nesbitt, buy ins, and other MGs donating plants to the Sale. 

 

By keeping these lists accurate they can be copied at the end of the PS to use for INVENTORY. 
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How to Make New Labels 
 

For ycmgaUser the password is !ycmga503.   

This section pertains to making labels using the database on the PS laptop. To access the Database- On desk 

top Double click on YCMGA Plant Labels.  Double Click on Plant Lists.  Double Click Database.  It is a PDF 

file.  You will need to enlarge the pdf to read it better.  The plants in the database should have all been entered 

into BarTender and labels should have been made for them. 

 

This section can pertain to using the database or creating your own new label without using the database. Open 

bartender software.  Pinned to the taskbar it is the square symbol with white and orange on the top right side of 

the square.  It also can be found on the desk top or in the startup menu. 

Open an existing BarTender document…. Choose which location you want to start from in the drop down 

menu. Go to Bartender labels. You will find folders A, B-C, D-F etc.  If you are entering a plant that has a 

biological name that starts with H choose the file G-K.   

So let’s say you have a plant that starts with H you can choose Helianthemum Yellow, as seen below. 

 

 

 

 

 

 

 

 

 

Your next label you intend to make is hypothetically Helichrysum angustifolium.  

Enter the biological name in the second row with the Common Name on the top line. 

Continue entering the rest of the information that corresponds with this plant.  See example below. 

 

 

 
 

 

To save this new tag: Go up to File in the menu bar click on it and go to save as, do not use ‘save’  it will over 

write the last tag you made.  Using ‘save as’, enter the tag under its Botanical name, Helichrysum 

angustifolium.  Then click on the save at the bottom right.  You should have successfully made a new tag for 

Curry and not over written the last tag for primrose. 

 

Should you want to check to see if you have done it correctly, go up to file and click on Open.  It will take you 

to the file where you have saved that tag.  Scroll down and check, are they both there?  If you so, success! 

You want to always save the tags in the correct file. All plants with the botanical name starting with A 

will go in the A file, and so on… The exception to that rule is Annuals and Vegetables. 

 

 



[Type text] 

 

How to Run off Labels 
 

Set up the printer. 

Attach the labels to the printer. On either side of the printer are green tabs.  Pull them forward and the top will 

release.  Open the machine.  The instructions on how run the labels through the machine are located inside the 

back of the machine.  Be careful to run them through the machine under the green tabs and out to where the 

rubber gripper is located.  To close the printer pull it all the way up and then close, if it won’t close you did not 

go far enough. Open it up all the way. 

Turn the printer on.  The on button is on the back of the printer on the bottom left side.  A green light will 

appear on the top right side of the printer. If all is working right the button will turn green.  Next push the button 

below the green light and it should sense the tags and place them in the correct spot for printing.  

Connect the laptop to the printer with the USB cable. 

To make tags: 

Go to documents in files, a short cut has been placed on the desk top, YCMGA Plant Labels. 

Click on Bartender Labels - Go to the file that has the plant you wish to make a tag for.  

All of our plant labels are stored in alphabetically ordered folders located at C:\YCMGA Plant Labels\Bartender 

Labels. 

 

For example B-C for Ceanothus arboreus 

 

 
 

Go up to File and click on print. If this is the first tag you will be printing that day. Be sure to do 1 first to 

make sure the tags are calibrated correctly. 
It will ask you how many and you enter the amount. 

Should the tags come out not aligned properly see printer trouble shooting document. 

Or call for help! 

 

Important Information 
 

Company we bought the printer from: 

OBC Northwest, Inc. 503-266-2021 or 800-477-4744 

Call them for problems making the labels. 

Katelyn Shoop KShoop@obcnw.com http://obcnw.com/ 

Tech Support for software problems with installing the printer: 

TSC 657-220-7995 

We needed to call them when we first bought the printer. They had included the wrong CD to install the 

software.  We call them when the people at OBC can’t fix the problem. 

What to buy: 

TTP PLUS RIBBON WAX/RESIN FOR TSC PRINTER  RIBBON 

ZX5141T WHT 1X4.5 ZEBRA POT LBL-2M 2MROLL/1M LABELS 

The Pot Sticks Dimensions that we use are 4.22 W and .91 H. These are the dimensions needed to make a 

template for the labels. 

When in doubt call Rita 209-470-0820 or Tom 209-470-3887 

mailto:KShoop@obcnw.com
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Troubleshooting 
 

Alignment problems: 
Problem:  

Printing of the label is no longer vertically centered on the pot stick. This can happen if gap sensor 

gets out of alignment and needs to be recalibrated 

Solution:  

1. With the printer on, loaded with pot sticks 

2. Run the diagnostic tool (DiagTool_V163 from the start menu) 

3. Select calibrate sensor 

4. You’ll see options for auto and manual calibration 

5. Make sure “Black Mark” is selected from the “Media Type” panel 

6. Hit ‘Calibrate’ in the ‘Auto Calibration’ panel 

7. Science happens 

8. When it returns to the main Diagnostic tool screen, select the ‘Get’ button from the bottom right 

of the tool.  Should be ready to go. 

 

 

 
 

 

 
 


