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Introduction

Introduction

The purpose of this document is to provide a general introduction to the process for
Creating Label Records in eSIS. The Create Label Records function in eSIS allows the user
to easily export data from within eSIS to a file which can be used to produce various types
of labels to meet specific needs. Use of the demographic extract allows the user to select
specific students to be included on the labels. To complete this process, access to Microsoft
Excel® and Microsoft Word® is needed.

Note: The instructions in this document are based on Microsoft Word® 2002, Microsoft
Excel® 2002, and on the WindowsXP® operating system. While the screen shots may differ
between the version contained in this document and the versions used by the eSIS user, the
general functionality and process is the same.
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Creating Labels Using the Export Function

Creating Labels Using the Export Function

There are five basic steps to creating labels in eSIS:

1. Create a directory to receive exported data .

2 Select students using the demographic extract.

3 Create export.

4. Import data into Excel.

5 Mail Merge into Word to create the labels of choice.

These steps are described in detail in the following sections.

Step 1: Create a Directory

The first step is to create a directory on the hard drive to which you can export the labels.
This step only has to be completed once.

1. Right click the workstation desktop.
2. Select New Folder from the menu.

3. Name the new folder Labels (or use a more specific name such as File Folder
Labels). A folder named Labels is created on the desktop.

Step 2: Create a Demographic Extract

The second step is to create a demographic extract to select the students to be included in
the label.

To access the Demographic Extract screen:

1. Click the Reports icon on the eSIS Main Start screen. The Student Information
System Reports screen opens.

Yem Start Program Instance: iltttnr

SELECT | SELECT . CALL TO e | PR | eadl| | SYSTEM 5 Ex

gt W **ﬂ 3'-9 é% 9 o] B iy CCADES Fl.E %

insa | 2+3=5 | B

STUDENT | schooL | Roeum | uoe nEE'Er {REPTRTS C "| =% E
N

2. Click the Specify Extract Criteria button.
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The Demographic Extract screen

Hi

Student Information System Reports screen

gh School 1847

Reporis

T

0] Class

]-:} Course Credit And Diploma
J—C} Courses and Course Selections
=17 Daily Repatting

=7 Demographic

]-:} Enraliment f Registration
=0 FARM

] General Office

]-:} Mailing And Correspondence
0] MarkiGrade

=] Wonthly Reparting

HOJ NG WISE Reports

0] Nurses

] Special Education

] Standardized Testing

=] Student Fees

=] viocational Education

| v

|

Sample Report

Expartidd Hoc File

Ad Hoc Report

Rename AdiHoc Fields

ExportiSingle

Specify Extract Criteria

l

Build Manual Extract

Queue Manager

@

opens as shown below.
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Demographic Extract screen

Hote: Leave field blank implies this selection conditions does not apphy.
Basic ICnurses] Mize 1 l Misc 2 ] Misc 3 ] Address l Aﬁendance] TestingAd\r.] Farms l ] Results l
Legal Mame First Mame Legal Middle Marme Gender FulliPart-Tire

@ icur Yearl | 2 I | = -
~

Nex Year Wise County 65 High @ |
Grades | MNOT HEM 1 HRMZ  Admission Types | MOT Cross Enrolled Students |Include b
| ﬂ| L| L| ﬂ Release of Information - Infa. Restriction Type
| = 2 2 = | =l =
| = 2 2 = r
| ﬂ| il il ﬂ Internet Access - Internet Restriction Reasan
Primary Language | ﬂ | ﬂ
spoken at home [ NOT Program Type | NOT  Teams Admission Status
| =l | 7 | =l
| | | 7] OR
| x| | 2] Funding Category
| =l | 7 : | =]

- | Interpreter Reguired Life Threatening Indicator v Match Criteria|aLL -
~| Requested Materials in Another Language State/Min #* -
Clear Extract Criteria Saved Extracts List Run Extract

Using the Demographic Extract Screen

In the Demographic Extract screen, you can identify the criteria to determine which
students will be included in the export file. The tabs across the top of the screen each
represent a new screen with different fields of information that can be selected to set the
criteria for the search.

Basic Tab
When the Demographic Extract screen opens, the Basic tab is selected.
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Demographic Extract screen

*@ Demoaraphic Extract
Hote: Leave field blank implies this selection conditions does not apphy.
Basic ICnurses] Mize 1 l Misc 2 ] Misc 3 ] Address l Aﬁendance] Testing Ad\r.] Farms l ] Results l
Legal Mame First Mame Legal Middle Marme Gender FulliPart-Tire

@ icurvear | 2 I | = -
~

Nex Year Wise County 65 High @ |
Grades | MNOT HEM 1 HRMZ  Admission Types | MOT Cross Enrolled Students |Include b
| ﬂ| L| L| ﬂ Release of Information - Infa. Restriction Type
| = 2 2 = | =l =l
| = 2 2 = r
| ﬂ| il il ﬂ Internet Access - Internet Restriction Reasan
Primary Language | ﬂ | ﬂ
spoken at home [ NOT Program Type | NOT  Teams Admission Status
| =l | 7 | =l
| | | 7] OR
| ﬂ | 2] Funding Category
| =l | 7 : | =]

- | Interpreter Reguired Life Threatening Indicator v Match Criteria|aLL -
~| Requested Materials in Another Language State/Min # -
Clear Extract Criteria Saved Extracts List Run Extract

The Curr (Current) Year radio button and the Include Cross Enrolled Students
checkbox are default settings. Below the basic data fields are 3 buttons:

e Clear Extract Criteria

e Saved Extracts List

¢ Run EXtract

To continue creating the extract:

1. Click the Clear Extract Criteria button to clear all previous choices.

2. Click the drop-down list above the Include Cross Enrolled Students checkbox to view
the school(s) to which the user has security access. Click the school name to select
it.

3. Click the Include Cross Enrolled Students checkbox to deselect if those students are
not to be included in the extract. In this example, the checkbox will remain selected
so that cross-enrolled students will be included in the extract.

4. Other criteria can be set to further define the group of students to receive the letter.
For this example, only 10th grade students should receive this letter.

a. Select “GR 10” in the Grade drop-down list.

b. Click the Run Extract button. All 10" grade students enrolled at this school
including 10™ grade cross-enrolled students will be included in the extract.

eSI1S 9.1 —11/19/2007 NCDPI NC WISE Page 7 of 29
Doc # 8 — Doc Rev. 1.0



nc W I Se Creating Labels Using the Export Function

The Processing Extract Criteria screen displays as shown below. The
upper section of the window includes the criteria set for the extract. After the
extract has been completed, the number of records that meet the criteria is

displayed.

Processing Extract Criteria screen

’%1_3 Processing Extract Criteria...
Extract Criteria
This report contains students who match ALL of the following [
criteria;

Students in current school year
Students who are in gradeds): 10
=+ COURSE CRITERIA - CURRENT COURSES QMLY =
Include Cross Enrolled Students.
Schools Selected for Extract :High Schoal 1847 —

Extract Status

Complete. Records = 156

Go Back... |iSeeExtract
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Creating Labels Using the Export Function

C. Click See Extract to go to the Results tab to view the information for
students who met the criteria. The Results tab contains basic information
about the students: Pupil No., Legal Last Name, First Name, Phone No.,
Home School, HR1, and HR2.

Note: Clicking the Go Back button will take you back to the Basic tab.

Demographic Extract screen — Results tab

%3 Demographic Extract
Hote: Leave field blank implies this selection conditions does not apphy.
Basic | Coursesl fisc 1 I Misc 2 I Misc 3 | Address | Attendance TestingAdv.l Farms | Schools  Results |
Pupil Mo. Legal Last Mame First Mame FPhone Mo, Home Schoal HR1 HRZ
BEHD Acosta Antanika (91593000-3313  [180348 |348 F10 -
Q999637 ash maury 180348 |348
937453 Barkley James (9193000-1113  [180348 |348
93813 Barkley Micah (919)000-1235 |180348 |348
95604 Bentan Frederick (919000-2040 |180348 (348
95562 Bentan Mara (9193000-1552 [180348 |348
93567 Blackhurm Dorminic (9193000-2564 (180348 |348
95692 Blackwell Adelyn (919000-1785 |180348 |348
93696 Brock Jake (9193000-1579 [180348 348 F10
95576 Brack Traci (919000-2114 180348 |348
95617 Bryant Rachel (9193000-2026 [180348 348
95657 Butler Breannan (919000-1986 |180348 |348 ﬂ
@
Clear Extract Criteria Saved Extracts List Bun Extract |
d. Click Exit to return to the Student Information System Reports screen.

Step 3: Create Label Parameters
To create the label parameters:

1. In the Student Information System Reports screen, expand the Mailing and
Correspondence report group.
2. Double click the Create Label Records Export report.

Student Information Systems Reports screen

The Run Report: Create Label Records Export screen displays.
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Run Report: Create Label Records Export screen

fem Run Report: €

Extract Information

|2004-08-02 04:27 PM Count: | 156

Specify Extract Criteria

This report contains students who match ALL of 2=
the fallowing criteria:

Students in current schoal year

Students who are in grade(s): 10

** COURSE CRITERIA- CURRENT COURSES
DMLY =+

Include Cross Enralled Students.

Schools Selected far Extract :High School 1847

Build Manual Extract

Run Extract for All Students

Saved Extracts List

Run Report

Cancel

Note: The data from the previously run extract is now displayed on the Run
Report: Create Label Records Export screen.

3. Click the Run Report button. The Create Label Records Export parameter form

displays, allowing the user to make selections.

Create Label Records Export parameter form

Extract: 2004-07-23 08:38 AM

Create Lahel Records for: ¢ Students
" Living YWith Student Only

Semester: |1 ‘l

Print: [~ All Capitals
[~ Family Courier

" Copy of Correspondence Only
" Living With Student Copy of Correspondence

School Year: 200372004

Filename |
Save As... |
Help | @
eS1S 9.1 -11/19/2007 NCDPI NC WISE
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4. Four options for labels are available on the Create Label Records Export
parameter form. Select the option that you prefer for your label export.

. Students — Generates one record for each student in the demographic
extract using the student’s mailing address.
) Living with Student Only — Generates one record for each student

included in the demographic extract. The export uses the parent/guardian
mailing address on the Parent Information screen if the Living With
checkbox is selected.

o Copy of Correspondence Only — Generates one record for each
parent/guardian with the Copy of Correspondence checkbox selected on the
Parent Information screen.

. Living with Student, Copy of Correspondence — Generates records
combining the Living with Student Only and Copy of Correspondence
Only options.

5. Other fields on the parameter are Semester, Print, and Filename. Set any of these
options that you prefer for your label export:

o Semester — Allows the user to select the semester for which the label records
are to be generated. For example, if homeroom information is selected as
part of the demographic extract for students and if Semester 1 were selected
here, then the label records export would only include those homeroom
assignments for the first semester.

o Print — The A1l Capitals checkbox allows the user to indicate if the data to
be exported should be capitalized. The Familly Courier checkbox allows the
user to indicate if the data to be exported should be based on the Family
Courier field in eSIS. If the school uses the Family Courier function, only
one record per family will be produced.

. Fi lename will be populated with the name the user gives to the export file as
well as the path to the directory in which the file is saved. This will be
addressed in the next step.

Note: If multiple parent information records exist and there are differences in the
parent/guardian mailing address or home phone numbers, multiple records
will be created for this student (listing both addresses, phone numbers, etc).
If a student does not have any parent/guardian information entered, a record
using that student’s mailing address will be created.

6. Click the Save As button beside the Filename field. This opens the Save As screen.
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Save As screen

Savens 21|

Save in: IE} Labels j - £¥ E-

File name: I'I Oth Grade Labels. «ls j Save I
Save as type: IAII Files [*.%) j Cancel |
i

7. In the Save 1in field, navigate to the location where the original Labels folder was
created. For this example, the path would be
C:\Documents and Settings\bsanders\Desktop\Labels\

8. In the File name field, specify a name for the labels file. For example,
“GradelOLabels.xIs”. You must add the file extension of .xls to the end of the file
name for the export to work properly.

9. Click the Save button to return to the Create Label Records Export parameter
form. The path and filename that you specified are displayed in the Fi lename field.
For example:

Filename |CiDocuments and Settings\bsanders\Deskiopilabels
10. From the Create Label Records Export parameter form, click the Print button.
Filename [CZ".DDGLII‘HEI‘ItS and Settings'bsanders\DesktopiLabel
Save Az, |
o @) 4
eS1S 9.1 -11/19/2007 NCDPI NC WISE Page 12 of 29
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11. A warning message appears to warn you that data is being exported outside of eSIS
and the eSIS security no longer protects access to this data. Click OK to continue.
The File Progress window displays as the system is exporting the file.

PArminG

Based on FERFA Rules & Regulations, you're exparing
data outside the confines of 515 security constraints.
You're responsible for guarding the security and
confidentiality of the data heing exported.

k] caneel |

%o File Progress

Please Wait...
Writing File.

I 16%

12. When the Finished. Writing File message displays, click the button.

Finished...
Writing File.

I 100%

13. Exit from the Reports screen.

Step 4: Import the Label Data into Excel

To import the label data into Excel:

1. Open the Excel program by:

) Clicking the Microsoft Excel® icon on the user desktop, or
. Navigating to the program from the workstation desktop as follows:
‘ Navigation: Start > Programs > Microsoft Excel

CAUTION: DO NOT open Excel by opening the label file created from eSIS or the
following steps will not work.

2. From the Menu Bar, select File > Open. The Open screen appears.
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open 2|

Look in: I[ﬁ Labels j - & X o ~ Tools =
@ 10th Grade Labels, xls

Favarites

B

F= '
== File name: - o
; 0 | Open -
Ml Pletwork, I

Places Files of type: I.ﬁ.ll Microsoft Excel Files (*.l*; *.xls; * xl; *, hem; * . html; j Cancel |
'

3. In the Look In field, select the path to where the label file was saved.

Note: Make sure that the Filles of Type field is set to All Microsoft Excel
Files.

4. Click the filename to select it, then click the Open button. This begins the Text
Import Wizard process.

eSI1S 9.1 - 11/19/2007 NCDPI NC WISE Page 14 of 29

Doc # 8 — Doc Rev. 1.0



ncwise

Creating Labels Using the Export Function

Text Import Wizard - Step 1 of 3 ed |

The Text Wizard has determined that vour data is Delimited,
If this is correct, choose Mext, aor choose the data bype that best describes wour data,
tiginal data bype

Choose the file tvpe that best describes wour data;

[ - Characters such as commas or tabs separate each Field.

" Fived ﬂiuﬂth - Fields are aligned in columns with spaces bebween each field.

Skark impark ak row: |1 5“ Fil= arigin: I 437« OEM United Skates j

Preview of file C\Documents and SettingsibsandersiDeskiopil. ..\ 10th Grade Labels, xls.

PUPIL NUMEER~PUPIL HWAME~GRADE~GRADE DESC~HFM~STT ADDRESS1~STIN A -
[FEll0~Acosta, Antanika~10~GE 10~***~4Le]l E William St
FPITise NC Z8561l0~~a~ (319 ) 000-33 13~ maaaraa 28610~
EE973~0rtiz, Daniel~10~GE 1l0~***~2534 East Groveland S5t
FPITise NC Z286LE0~~aar (9191 000-9]16L~a~roaa oo 2650~

I ja
Cancel < Bach: | Mexk = I Einish I

. |r.n |.n |r..:u |N ||—-

In Step 1 of the Wizard, select the Del imited radio button and click the Next button.
Leave all other fields at the default settings.

Text Import Wizard - Step 2 of 3 ed 4

This screen leks yvou set the delimiters wour data contains. You can see
hiow wour kext is affected in the preview below,

elimiters

¥ 1ab [ Semicalon [ Comma

[" space |V Cther: |”| Texk qualiier: |" vI

[ Treat consecutive delimiters as one

~Data preview

FUPIL_ NUMEEER PUPIL_NAME FRADE [ZFADE DESC HFM BETU _ALDDREZS1 =
[Felll costa, Antanika [0 =R 10 [** ®WEel E Willian

ize MC z2610 (213)000-32313
SRR rtiz, Danjiel Lo R 10 [F** [E&94 East Gro

ize MNC 28650 (319,000-31cl

ol | i
Cancel < Back I Mext = I Einish |
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6. In Step 2 of the Wizard, change the Delimiter field from Tab to Other:
a. Click the Tab checkbox to deselect it.

b. Check Other. In the field beside Other, insert a Tilde (~). The tilde key is
located to the left of the 1 key on your keyboard.
7. Click the Next button. The Text Import Wizard — Step 3 of 3 opens.

Fext Import Wizard - Step 3 of 3 ilﬂ'

This screen lets wou select each column and set alurmn data Format
the Data Farmat, “ General

'General' conwverks numeric values to numbers, date O Text

walues to dates, and all remaining values ko bext, " Date:  |MDY -
& Do not import column {skip)
Advanced. .. |
: I
b ~Daka preview L\E o

PUPIL_NUMEER n n ETU_ADDRESS1

26110 hoosta, Antanika HEEL E Willian
ize NC z2el0 (212)000-3313
Ortiz, Daniel FE9d4 East Gro

ize MNC Z8650 I:S'lS':IDDD—S'lElLI

| 2

o | -

Cancel = Back Mexk = |

8. Step 3 of the Wizard allows users to perform additional formatting on the data or to
elect to not import a column. For example, if you wanted to prevent the Pupil
Number from appearing on the label, you would:

a. Highlight the column by clicking on the General header button above
Pupil_Number.

b. Select the Do not import column (skip) radio button.
9. Click the Finish button. The data is now imported into Excel.
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B | C | D | E | F | G| H | | | J | K | L
PUPIL_NAGRADE  GRADE_DHFM STU_ADDISTU_ADDISTU_ADDISTU_ADDISTU_ADDISTU_PHO PAR_ADD

Acosta, A 10|GR 10 - 4551 E William St
Wise NC 28610 [919000-3313

Ortiz, Dani 10/GR 10 = 2694 East Groveland St.
Wise NC 28650 (91990002161

Grant, Che 10/GR 10 = 210 Saint James Place
Wise NC 28650 (919)000-5224

Wiaddell, 10 GR 10 F10 2103 Saint James Place
Wise NC 28610 (319)000-5143
Blackhurn, 10 GR 10 = 2935 = Education Lane
Wise NC 28658 (319000-2564

Estevez, J 10 GR 10 = 2331 5 Education Lane
Wise NC 28655 (319)000-2054
Schraiber, 10 GR 10 = 3455 S Education Lane
Wise NC 28655 (319)000-1567
Rivenbark, 10/GR 10 = 411 5 Education Lane
Wise NC 28650 Unlisted

Brock, Jak 10/GR 10 F10 310 & Education Lane
Wise NC 28650 (919)000-1579

Martinez J 10 GR 10 - 4812 5 Education Lane

Wiise MC 28650

(549)000-1548

Note: The columns are often skewed and may require resizing to view the data. Place the
cursor on a line between two column headings to change it to the crossbow and double
click. All fields will be adjusted to the correct width.

eSI1S 9.1 —11/19/2007
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Saving the File
To save the file:

1. From the Excel Menu Bar, select File > Save As. The existing filename will have
quotes around it for example, “10" Grade Labels.xls” and the Save as Type will be
Text (tab delimited).

2. In the Save 1in field, select the location where you want to save the file.

3. Highlight the existing filename and quotes and type the name you prefer for the file
in the File name field.

Note: If you do not specify a different name for the file, then a message will appear
asking whether you want to overwrite the existing file.

4. In the Save as type field, select Microsoft Excel Workbook (*.xls). The xls
extension will be added to the file.
savens 21|

Save in: I‘:' Lahels j - & X 5 ~ Tools ~
@ 10th Grade Labels, xIs
Hiskary
,of.j
My Docurnents
@
Deskkop
Fawvarites
& |
= = File name: 10th Grade Labels, xls =] Save
Iy Webwork =
Places VRN ST H i <ok Eoccel Woarkbook (%, =[5 j Cancel |
5. Click the Save button.
eS1S 9.1 -11/19/2007 NCDPI NC WISE Page 18 of 29

Doc # 8 — Doc Rev. 1.0



ncwise

Creating Labels Using the Export Function

Step 5: Mail Merge the Label File into Microsoft Word®

To open the Mail Merge window in Microsoft Word®:

1. From the user desktop, launch Microsoft Word®.
2. From the Menu Bar, select File > New (Blank Document).

",:.9 Speling and Grammar. ..
Language
Fix Broken Text...
word Count...

ij Adbosummarize. .
Speech

i5r Track Changes
Compare and Merge Documents., ..
Protect Document. ..

Online Collaboration

F7

CtrH-Shift+E

Letters and Mailings

Toals on the Web. ..
Macro

Templates and Add-Ins...

Mail Merge Wizard. .. [

Show Mail Merge Ionlbha“r
Envelopes and Labels. .,

Letter Wizard. ..

2= AutoCorreck Options. ..

Customize. ..

Opkions...

3. Using the Menu Bar, open the Mail Merge window by selecting:

‘ Navigation: Tools = Letters and Mailings > Mail Merge

Step 1: Setting up the Labels
1. In the Mail Merge pane that appears, select the Labels radio button.

4 % Mail Merge * X

Select document type

What tvpe of document are wou
warking on?

i Letkers
i E-mail messages

i Ervvelopes
%L}abels
irectary

Labels

Print address labels For a group
mailing.

2. At Step 1, click the Next: Starting Document link at the bottom right hand side of
the screen to proceed to the next step in the mail merge process.

eSI1S 9.1 —11/19/2007
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3. Select the Change document layout radio button.

4 & Mail Merge * X

Select starting document

How dio wou want ko set up your
rnailing labels?

{2 Use the current document
i Change document layout
i Skart from existing document

Change document layout

Click Label options to choose a
label size.

EY Label options...

4. Click Label Options to open the Label Options window.

Printer information
" Dak matriz
i |aser and ink jet Traw: IManuaI Feed j

Label information

Label products: I.ﬁ.very skandard j

Product number:
5366 - File Folder

_I abel information

5353 - Mame Badge Type: Address
5395 - Name Badge Height: 1"
5596 - Disketk ==

e Width: Z2.63"

5597 - Diskette
5911 - Business ard
L0200 - Address

Details.. . Mew Label. .. [eleke | (] 4 I Zancel

Page size: Letter (8 Y2 x 110n)

5. The radio buttons in the Printer Information area allow the user to select either
Dot Matrix or Laser and Ink Jet. Tray is used to indicate where the labels will be
loaded. Select the Label products and Product number that best matches the type
and measurements of the label to be printed.

6. Click the OK button. A blank document appears on the screen. This document shows
formatting changes to accommodate the label type selected by the user.
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Step 2: Selecting Recipients

1. In the Step 2 area, click the Next: Select recipients link at the bottom right
corner of the screen.

Step Z of B

or Mext: Select recipients

4@ Prewious: Select document type

2. In the window that appears, select the Use an existing list radio button.

4 % Mail Merge * X

Select recipients

i Use an existing list
i Select from Qutlook contacts

0 Type a new list

Use an existing list

IJse names and addresses from a
file or a database,

Browse, .,

Edit recipiertk list. ..

3. Click the Browse link.

Select Data Source

I@Labels j e~ 8 X O E - Took~

21|

Look, in:
3|

Hiskory

ﬁ

My Documents

m

eskbo

sl

Faworites

=
g=

Iy Mebwork
Places

[w]
-

@ 10th Grade Labels.xls

File: narne: | j Mew Source, ., | open

Files of Eype: I.ﬁ.II Data Sources (*,odc;* . mdh; *.mde;’j Cancel |
&
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Note: Be sure to verify that the Files of Type field is set to All Data Sources

(*.odc; *.mdb; *.mde;, etc.).

4, In the Look In field, select the correct destination where the label file was saved.
5. Click the Open button. The Select Table window opens.

Select Table i |
EN= Descriptinn| Maodified | reated | Type

=} 10th Grade Labels$'

1

IV First row of data contains column headers

o |

7/28/2004 11:30:01 M 7j28/2004 11:30:01 AM  TABLE

| &

Cancel |

A

6. Verify that the correct label file displays, and click the OK button. This opens the Mail

Merge Recipients screen.

Mail Merge Recipients

To sork the list, click the appropriate column heading.  To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or

buttons ko add ar remove recipients from the mail merge.

List of recipients:

2%

| | puPlL mumeer | =1 puplL mMamE | *| GR.. | *| crapE pEsc | w| H.[ ¥l s

36110 Acoska, Ankanika s —
Wise MC 28610 0 {1
Orkiz, Dariel 10 GR 10 R 26
Wise MC 25650 ] {91
izrant, Chester 10 @R 10 RS 511
Wise NC 28650 0 fo1
Waddell, Mathaniel 10 GR 10 F10 511
Wise MC 28610 ] {91
Blackburn, Dominic 10 GR 10 L 29;
Wise MC 28658 0 fo1
Estevez, Julian 10 R 10 LT 23
W Wise MC PRAGS n =y
4 | ,
Select all | Clear all | Refresh |
Bod.. | edi. | velidate |

7. Click the Select All button.
8. Click the OK button.
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Step 3: Arranging the Labels
To arrange the labels:

1. Select Step 3 — Next: Arrange your labels at the bottom right hand corner of the
screen.

Step 3of 6

g Mext: Arrange your labels

#a Previous: Starking document:

2. The Arrange your labels pane opens. Select the More Items link in order to set
the format of the label.

4 % Mail Merge * X

Arrange your labels

If wou have naot already done sa,
law out your label using the first
label on the sheet,

To add recipient information to
waulr label, click a location in the
first label, and then click one of the
items below,

F‘] address block, ..
D areeting line. ..

* Electronic postage, .,

Il Postal bar code. ..

El Mare items...

whien vou have finished arranging
vour label, click Mext, Then wou
can preview each recipient's label
and make any individual changes.,

Replicate labels

ou can copy the lavout of the Firs
label to the other labels on the
page by clicking the button below,

IUpdate all labels |

3. On the Insert Merge Field window, verify that the Database Fields radio button
is selected.

eSI1S 9.1 —11/19/2007 NCDPI NC WISE Page 23 of 29
Doc # 8 — Doc Rev. 1.0



ncwise

Creating Labels Using the Export Function

«PUPIL_MAMEs «GRADE» %

«STT ADDRESE1x
«HFIy

Insert Merge Field ﬂil

Insert:
" Address Fields {* Database Figlds
Fields:

PUPIL_MUMEER -
PUPIL_MAME

GRADE_DESC

HFM

STU_ADDRESS!

STU_ADDRESS2

STU_ADDRESS3

STU_ADDRESS4

STU_ADDRESSS

STU_PHONE

PAR_ADDRESSL

PAR_ADDRESS?

PAR_ADDRESS3

PAR_ADDRESS4

PAR_ADDRESSS |
PAR_PHONE

STU_SORT_ZIP_CODE |

Match Figlds... T lnsert Close |

4. Select the fields one by one in the order in which they should appear on the label:

a. Select the first field to be included on the label, and click the Insert button.

b. Click the Close button.

C. Move the cursor on the label to the position where the second field should
appear.

d. Select the More Items link to choose the next field to be included.

e. Select the field to add and click the Insert button.

f. Click the Close button.

g. Repeat this process for all fields needed on the label.

5. Click the Update All Labels button to add the field names to each label.
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Step 4: Previewing Labels
To preview your labels:

1. Click the Step 4 — Next: Preview your labels link.

Step 4 of 6

o Mext: Preview vour labels

48 Previous: Select recipients

2. Labels are displayed on the screen populated with the data fields selected and
formatted by the user. View your labels to verify that they are formatted correctly.

Arosta, Antanika 10
4561 E William St 1|
k=

Wize NC 28610 0
(91:000-3313

Wige M 28650 0
(315000-9161

Grant, Chester 10

510 Saint Tames Place
=

Waddell, Mathaniel 10
5103 Saint James Flace
F10

Wise NC 28610 0
{(919000-5143

Schreiber, Bandy 10
3455 5 Education Lane
E = = 4

Wize PIC 28650 0
Tnlisted

Rivenbark, Arthur 10
411 5 Education Lane
E = = 4

TWige MO 28650 0
(91%000-157%

Martinez Ir, Jim 10
4812 5 Education Lane

ok

Wise NC 28658 0
(919)000-1567

Step 5 of 6

Ortiz, Danel 10

2694 East Groveland 3t
k=

TWise MO 28650 0
{(91M000-5224
Blackburn, Dominic 10
2935 5 Education Lane
A

TWize NC 28638 0
{91%000-2054

Brocl, Jake 10

310 2 Education Lane
Fl0

Wize MC 286350 0
($1:000-1548

g Mext: Complete the merge

4 Previous: Arrange vour labels

Step 5: Completing the Merge
To complete the merge:

1. Select Step 5 — Next: Complete the merge link at the bottom right corner of the
screen.

2. In the Menu Bar, select File > Save As to save the new labels. As mentioned in the
previous steps, insert the name that you want to appear for the labels (for example,
“Final 10" Grade Labels.doc”). The file extension will automatically be added if the
File Save as field is set to Word Document.

Note: At this point in the process, it is recommended that before you print the
entire job, you only print one page of the labels onto plain paper. Hold it up to
the light with a sheet of the labels lined up behind the printout. Verify all data
lines up correctly. If it does not, open the label document and reformat either
the label size or type.
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Additional Label Examples

Listed below are some examples of other types of labels that can be created using exported
data from eSIS.

[To the Parent / Guardian of
Cohen, James Anthony

617 M Main St

Wake Forest, NC 27587

To the Parent / Guardian of:
“Weathersby, Cassidy Arin
610 M Main 5t

Walke Forest, NiC 27587

To the Parent / Guardian of:
Pickard, Eyle Thomas

615 N Main 5t

Wale Forest, NIC 27587

To the Parent / Guardian of:
Strickland, Matthew H

610 N Main 5t

Walce Forest, NI 27587

To the Parent / Guardian of:
Laufer, Timothy D

615 N Main 5t

Walce Forest, NC 27587

To the Parent / Guardian of:
Johnzon, Summer Diane
610 N Main 5t

T aden Taweat BT 27507

To the Parent f Guardian of:
Miller , Michael Tason

610 I Main 5t

Wale Forest, I 27587

To the Parent f Guardian of:
Ttt, Micole C

619 M Main 5t

Wale Forest, I 27587

To the Parent f Guardian of:
EBaker, Andrew Eewin

617 N Main 5t

“Wale Forest, I 27587

To the Parent f Guardian of:
Zhaw, Stephanie

619 N Main 5t

Walce Forest, I 27587

To the Parent f Guardian of:
Eiley, Pamela Ruth

610 N Main 5t

Walce Forest, ITC 27587

To the Parent / Guardian of’
Toung, Joseph
619 N Main 5t

TIFaden T asmat BT S50

Mailing labels for all ninth grade students

To the Parent / Guardian of:
Sutay, Kewvin Scott

617 M Main S5t

Wale Forest, I 27587

To the Parent / Guardian of:
Smith, Alisha L

617 M Main S5t

“Wale Forest, I 27587

To the Parent / Guardian of:
Collins A, Jomarcus D

616 N WMain 5t

Walce Forest, I 27587

To the Parent / Guardian of:
Komaus, Dinh

617 N Main 5t

Walce Forest, I 27587

To the Parent / Guardian of:
Eehler, Tanva Marie

610 N Main S5t

Walce Forest, I 27587

To the Parent / Guardian of:
Willlames, Arroen Fichard
610 N Main S5t

TTadra Tawaar WIS 507

File folder labels with student’s name and address

Cohen, JTames Anthony
617 I Main St
Wake Forest, N 27587

Ifiller , Michael Tason
610 M Main St
“Wale Forest, INC 27387

Sutay, Kevin Scott
617 M Main St
“Walce Forest, N 27587
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Index Card with sample added text - “Homeroom, Student Phone & Parent Phone”

Cohen, James Anthony 42668 GE 09 Homeroom 622
617 17 hfain St

Walce Forest, IC 27587

Student Phone (9193821-2123

Parent Phone

1.63” for round or square labels with student’s name and address.

[Cehen, Tames

Anthony Miller , Michael Jason

617 I¥ Main St 610 N Main St
“Walke Forest, MO

Wale Forest, MC 97557

27587

T, Micele O Smith, Alisha L

619 N Main St 617 N Main 5t

TWalke Forest, MO “Wale Forest, I

27587 27587

|dentification Card format.

Cohen, JTames Anthony 42668 GR 09
Homeroom # 622

(919)821-2123

617 N Main 5t
Walkce Forest, IC 27587

Fold over Name Tent (Actual size — 1.75” x 7.5”)

Coher, Tames Anthony 42668 GE 02
{919)821-2123

617 M Main St
Walke Forest, IIC 27287
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Creating Specific Labels

There are specific labels available in eSIS that may be generated based on demographic
extract information. To generate these labels, the process is the same as discussed
previously in this document with the exception that data does not have to be exported, and
there is no need for the use of Microsoft Excel® and/or Microsoft Word®.

To create labels in eSIS:

1. Click the Reports icon on the eSIS Main Start screen.

Yga Start Program Instance: iltitnr

SELECT SELECT CALL TO

iy

STUDEHT

hns
OFFICE

SCHOOL

2. The Student Information System Reports screen appears. Expand the Mailing
and Correspondence Report Group.

Student Information System Reports screen

dent Information Systermn Reports
High School 1847
Reports

7] BoardiDistrict Level -l
7] Class

17 Course Credit And Diplorma

:} Courses and Course Selections
7] Daily Reporting

7] Demoaraphic &d Hot Report
:} Enrollment f Registration

Sample Report

Exportidd Hoc File

§ FARM Eename AdiHoc Fields
'l General Office

:} Mailing And Correspondence

] Create Label Records Export ExportiSingle
5 Letter
L il o

' Locker Labels Specify Extract Criteria
& Mailing Labels

Ll Mailing Labels for NT Printers
£ Print Suspension/Discipline Letter
R egistration Labels

%) Student Correspondence Selections Queue Manager

L1 Teacher Lefters 4!
QfE

Build Manual Extract

3. Double click the canned label to be created (for example, Registration Labels,
Mailing Labels, Locker Labels, etc).
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4. Click the Specify Extract Criteria button on the Student Information System
Reports screen. Follow the instructions included in Step 2 in order to produce a data
extract containing students needed to appear on the labels.

5. The Registration Labels parameter form displays, allowing the user to make
selections.

Registration Labels parameter form

i

T8 Redistration Labels

School: High School 1847 School Year: 200372004

Extract: 2004-07-23 03:38 Ah Home Room Semester: |1 vl
Home Room Term:| 'vI

Report Title

Registration Lahels |

Sort |alnha =

Print in hacl{gruund?lm vI

6. Select the appropriate parameters from the drop-down fields. In this example, the
Home Room Semester chosen is 1 and the Sort method is Alpha.

7. Click the Print button to preview the labels in Adobe Acrobat Reader®.
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