Webship
Printing Guide

Introduction
Every carrier has their own way of sending the label to you, in order for you to print it out and
put it on your package. Some will send it as a graphic image, others will send it as a PDF, and then there
are some that send the information but Webship has to put it together so you can print it. Because the
label could be an image, a PDF, or somethin g else, printing the label can be difficult for you. Rock Solid
Internet Shipping (RSIS) has been working to reduce the time and energy you have to spend on printing
your labels and have created a new process that will make printing labels not only easier but also faster
as well.
What RSIS has done is convert all labels to the PDF format. This will provide you with a
consistent printing experience. Also, if you wish to use a Thermal Label Printer to print your labels,
these changes will make setting up your Thermal Printer significantly easier than it used to be.
This guide has been created to explain the new features and how you can take advantage of
them. You do not need to setup anything to start using PDF Labels. You will only need to access the
Setup Page is you wish to make changes.

What is changing?
PDF Labels
With the move to having all labels being displayed in a PDF, the system now can provide you a
consistent experience.

Label Setup Page
You will be able to setup or change the following items on this page:
Paper Size
Configure your label for 4X6, 4X8, 8 ½ X 11, or A4 sized papers
Label Orientation
Configure your label to be printed in different orientations depending on the
paper you are using
Receipt Option
You will have the ability to print a receipt with your labels.

Label Setup Page
The following steps will walk you through configuring your Webship to take advantage of the
new features available with PDF Labels. The system will already be setup to print to PDF using their
previous settings in Webship. This will allow you to make any additional changes you wish.
1)

Log into Webship

2)

Click on the “Settings” tab at the top.

3)

Click on the “Account Settings” Sub-Tab

4)

Click on the “Click here to change label print settings.” link.

5)
A new window will open, the Default Label Options window. In this window you will be able to
select the label size, the rotation of your label, Select if you wish to print a receipt, print test labels, and
save your settings.

6)
In section 1, you will be able to select the paper size you are printing your label to. You can
choose to print to a 4 X 6, 4 X 8, 8.5 X 11, or A4 paper size. The 4 X 6 and 4 X 8 are designed for Thermal
Label Printers and will be in Black and White. While the 8.5 X 11 and A4 are for standard printers and
will be in color if the labels have color as long as the label has color.
7)
In section 2, you will be able to select the orientation of your label. For instance, for the 8.5 X 11
paper size the 90 Degrees orientation is the optimal orientation so you can fold the page in half to affix
the label to the package you are shipping.
8)
Section 3 is where you can select if you wish to include a receipt with the label. Just check the
box so that the system includes a receipt on a new page after the label.
9)
Section 4 allows you to save your settings and also print a test label to ensure that you have it
configured correctly.
10)
Once you have setup and saved your settings, you have configured your label printing.
Therefore when you generate shipments, the labels will open up in a PDF format and be rotated based
on your settings.

Addendum #1 – Label Examples
Below are some examples of how the labels will appear.
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Addendum #2 – Thermal Printer Setup
We have discovered some “quirks” with setting up a thermal printer so we have included some basic
information that all users should know. Please note that this is based on our experience with the Zebra
GK420d printer.
1) Please install the printer per the manufacturer’s instructions provided with your printer.
2) When installing your paper in your label you need to update the printer settings to know what
size of labels you are using.
3) To update your label information please do the following:
a. Go into your Windows Control Panel
i. Right click on the start button and select the Control Panel
1. Or left click on the start button and select the Control Panel
a. Depending on your version of Windows
ii. Double click on Devices and Printers if you are set to view icons
1. If you are set to categories select View devices and Printers under
Hardware and Sound
iii. Locate your printer in the list
iv. Right click on the printer icon and select Printer Preferences
v. On this page look for the size section. Make sure to set your size to your label.
If you are using 4X6 labels enter 4 under width and 6 under Height.
vi. Click on Ok to save your changes.
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