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1. From the Primary Toolbar, select Student Data.
2. From the Secondary toolbar, select Labels.

The Print Labels screen opens.
3. Use the dropdowns to choose an option for each specification.

Print Labels f ]
Student Mailing Labels:

* Choose list of students:

* Sort labels by: MName “
* Choose a label template: Avery 5160 |»

* What type of mailing are these for: General A

* Label Layout: Mormal

Create one label set per Family Code: ]
* Bottom Left X Offset: 0
* Bottom Left ¥ Offset: 0

Include POSTNET barcode: ]

[]

Convert text to proper casing:

Accept

a. Choose List of Students: If you have previously created a list of students, you can
select them from this dropdown. Otherwise, you will have to print labels for all
students in the school or in the district.

b. Sort Labels By: This option allows you to determine how you want to sort the
labels. For example, by name, homeroom, counselor, zip code, etc.

c. Choose a label template: All Avery labels are accepted. Look at the UPC label
(barcode) on the label packaging to find out what template you should use.

d. What type of mailing are these for: Select from the dropdown what type of mailing
the labels will be used for. (ie: report cards)

e. Label Layout: Choose from the dropdown to select what format you want to print
the labels in. This means, what information do you want on the labels. For
example, Student Name & Homeroom). TIP: Normal is the standard mailing label.

f. Create one label set per family code: If you only want one label for a set of

students belonging to the same family, check this box.

Bottom Left X offset: Leave blank

Bottom Left Y offset: Leave blank

Include POSTNET barcode: N/A

Convert text to proper casing: To ensure all text is in the proper case (upper or

lower) check this box.
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4. When you are finished changing your specifications, hit Accept.

#

TIP: Make sure you have selected an option in each of the dropdowns!

Accept

5. Your labels will generate.
6. Use the Adobe print icon to print the labels.
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Make sure you use the
Adobe print icon!!
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