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Generating Labels with Studentinformation @
Procedural Checklist

Generating labels thru Studentinformation
You can use the Studentinformation program to generate a listing of students to

save to your computer and print labels to a laser printer.

Please refer to the EZQuery End User Guide for the steps on how to create
a download file that can be used to generate labels or mail merge

documents.

Getting Started
1. Log into Studentinformation with your username and password.
2. Click on EZ Query.
3. Click on Reports.

4. Click on SIS Student Search

e Using the SIS Student Search, select the students and output fields
for your spreadsheet and eventual labels. Please see the EZ
Query End User Guide for detailed information on the SIS Student
Search.

e Choose to download a file in the Summary tab of the SIS Student
Search. Indicate the desired folder location and the desired File
Name. The download File option will always default the name to
DASL_Data.xls.
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e You will want to keep the file type as a Microsoft Excel Worksheet
with an .XLS file suffix.

5. Click the SAVE button when complete. You have now just copied the
contents of that SIS Student Search report in a file, which is located in the
Desktop area.

2lx
(4] Shorkcut ba Dan
@Shnrtcut ko Timesheet
@Template For EMIS, xIs
by Documents
2] 10rkley EMIS. s
=it File name: [ZIEEL Drata.xls j Save
by Metwork P
Save az bupe: IMicrnsnft ExcelWorksheet j Cancel
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Creating Labels with Microsoft Word

1. Open up Microsoft Word.

2. Open a blank document if one is not already open.

3. Select the Tools menu.

4. Click on Mail Merge which will open the Mail Merge Helper Screen.

&5l Document2 - Microsoft Word

JEiIe Edit Wiew Insert Format | Tools Table ‘wWindow Help
% Spelling and Grammar...

F7

=

Language
D B oo =
J H & Word Count. ..
I @ AutoSummarize. ..
AuboCorrect, .
Track Changes

Merge Documents. ..
Protect Document. ..
Online Collabaration

v

Mail Merge. ..

=] Envelopes and Labels. ..

- ’,’JNormaI = TimesMewRoman - 12 - | B J T ||§
- - N N T I - A

Letter Wizard. ..

Macra
Templates and Add-Ins...
Customize...

Options...
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5. In Step 1, click on the Create button.

6. Select Mailing Labels.

7. Select Active Window in the prompt that appears.

2]

IIse this chiecklist o set up a mail merge. Beqgin by choosing the Create
button,

=1
1 Main document

Create ™

Form Letkers. ..

; Mailing Labels. ..
/
Envelopes. ..

Cakalog...

Restare bo Marmal Word Document, . .

3
Merge the data with the document

Merge, ..

Cancel |

Micrusuﬂ: YWord

To create the Form letters, wou can use the active document window Document? or a
new docurnent window,

Mew Main Document
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8. In Step 2, select your data source by clicking on Get Data.

9. Select Open Data Source.

10. In the Open Data Source dialog box, change the Files of Type to “All
Files” from the drop down list.

11. Select the file location of the downloaded DASL _Data.xls file in the Look

In: box.

12.Highlight your DASL_Data.xls file and click the Open button.

Mail Merge Helper - ilil

The next skepin setting up the mail merge is to specify a daka source,
Choose the Get Data bukton,

=1
] Main documenk

Create - Edit =

Merge bvpe: Form Letters
Main document: Document2

s
2 Data source

Get Data -

Create Data Source, ..

Dpen Data Source. ..
3
Ilse Address Book. .. k

Header Options. ..

Cancel |
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Loak in:

o
&

My Documents

Favarites

=[x
|@ X 5 Ef - Toos -

DASL Data

File name: I

=

M3 QUery. .. | = CIpEn

Files of bype: I.ﬁ.ll Files

j [ select method Cancel |

13. In the dialog box that appears, select “Entire Spreadsheet”.
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Microsoft Excel

Mamed ar cell range:

2%

8]4

Zancel

Generating Labels with SI 6 of 10

Rev.10/30/2014 v14.6.4




14.Click the Edit Main Document button.

Micrusuﬂ: Yord

Wiard Found na merge Figlds in your main dacument, Choose the Edit Main Document
button toinsert merge Fields inko wour main document,

Edit Main Docurment

The Label Options dialog box appears and lists the standard Avery label

options.

15. Select the correct Avery Label number and click the OK button.

R 2

rinker infarmation
_ Ok
" Dok rakri
% Laser and ink jet Travy: IManuaI Feed j Zancel |
Details. ..
Label products: fvery skandard j _—l
Mew Label, ..
Product numbet: L abel inf , . —
S0 - Dickatte abel information——— eleke
Tvpe: Address

5161 - Address Height: 1"
5162 - Address . "
5163 - Shipping width: 2429
5164 - Shipping Page size:  Letter (3 14 11in)
5165 - Full Shest |

The Create Labels dialog box appears.

16. Click on the Insert Merge Field button to view a list of the data fields to

be included in your merge.
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17.1f necessary, place your cursor in the Sample Label box, click on the

Insert Merge Field button, and select any additional fields that need to be

included in the merge.

Choose the Insert Merge Field button to insert merge fields inko the
sample label, You can edit and format the merge fields and kext in the
Sample Label box,

Insert Merge Field ™

i Insert Postal Bar Code, .. |

Sanm)

StudentID
Lastiame
Givenhame
CalledMarme
AddressLinel
Addresslinez
ity

Stake

Zip

AreaCode
Telephone
ParentGuardian
Gender
StudentStatus
=rarle
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ik | Zancel |

Choose the Insert Merge Field button to insert merge figlds inko the
sample label. ou can edit and Format the merge Fields and text in the
Sample Label bo:,

Insert Merge Field = Insert Postal Bar Code. .. |

Sample label:

gLastMames, «mventlamens ﬂ
whddressLine 1n

g ddressLine 2

wCityn, aStaten wlips

| -l

(0] 4 Cancel I
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18. In Step 3, click on the Tools menu and select Mail Merge.

19. Click on the Merge... button.

2 x|

Mail Merge Helper

The main documert and data source are ready to merge, Choose the Merge
buttan ko complete the merge.

=
1 Main document

Create - Edit -

Merge bype: Form Letters
Main document: Documents

e
2 Data source

Get Data - Edit -
Data: DSL Daka, xls!Enkire Spreadshest

3
Merge the data with the document

Query Opkions, .. |

Dptions in effect;
Suppress Blank Lines in Addresses
Merge ko new document

Zancel |

20. Select the New Document option from the drop down box.

21.Click on the Merge button to process your merge request.

Merge to: | Merge

R A - Setup. . | Cancel

~Records ko be merged

&« all " From: I Ta I Check Errars...

Cery Oplions. ..

—Wwhen merging records
£+ Don't print blank lines when data fields are empty.
£~ prink blank lines when data Fields are empky.

Mo query options have been set,
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i Labels3 - Microsoft Word

- File Edit  Wiew

DHE SRY| 2RI v-o- ABEOE
41 Mormal + Left: = Times Mew Roman = 12 v| B I O |._

= | EE | Insert Word Field + | [

E Final Showing Markup

Insert  Format  Tools Table  ‘wWindow

Help

Type a question for help

“.|mﬂ100% -2 ..
= ‘O-<-A-,

TR« ]» >|§|Ei/|ﬁﬁ?s%@3
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E
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MMM TEFF ADLER
ALEXTS ADLER
1077 TR.100
LInA, OHIO 45810

JEFFRETY & PENNY ANTS
BEADY ANTS
123 MATN STREET

LA, OHIO 45810

ML ADAM ANT
MASON (ALAN) ANT
1077 8T 125

LIMA, OHIO 45810

CARLA ADAMS
BEITTANY ADAMS

240 EAST MORTH STREET
LOT #5358

LA, OHIO 45810

TONY & ELAINEBROOKS
CODY (LEE) BROOCKS
300 WAYNE STREET

L4, OHIO 45810

M STEVEN QUEELT
HALEY QUEEN

125 NOWHERE

LA, OH45810

TONY AND ELATINE PRINCE
JACGE PRINCE

124 WHAT

LInA, OHIO 45810

TONYT AND ELATINE SMITH
NICKEOLAS (RTA) SMITH
350 TEDDY LANE

LA, OHIO 45810

TONY AND ELAINE TESTING
EAVIS TESTING
103 DATA LAME

LA, OHIO 45810

MICHAEL & DEBE.A STARS
AMNDEEW STARS
127 MIDDLE LANE

LA, OHIO 45810

ROBERT AND SHEREY EUBEA
TASMWINE BUBE A

123 MY STREET

L4, OHIO 45810

RCBERT & SHERRY EHIIO
NICKOLAS RHING
321 HOEM 5T

LInA, OHIO 45810

MM MATTHEW NICE
BRIANNA NICE
300 MATN STREET

MARK MCGWIRE
CHEISTINE MCGWIRE
123 WISHFTUL

LInA, OHIO 45810

Draw'k|nutushapes'\ W O E 4l |§||&v£vév5_
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