
Printing off class lists for Registration day in Connect Now 

 

 

1) First, log into ConnectNow and you will be at your typical home screen, similar 

to the screen below: 

 
 

2) After you’ve set up your classes in the RE area, and the students in their classes, 

when you click on the Religious Ed. tab and then go to the Student Directory 

you will see a screen similar to the one below: (you can note the number of 

students in the classes on the left side) 

 
3) To print off labels with just information on them, like the student name, class and 

grade for their books, go the the IQ tab at the top of your Connect Now screen.  

(indicated above) 

 

4) The IQ screen will look similar to the one below: 



 

 
 

5) Click on the My Queries area, seen above and you will get a search popup similar 

to the one below:  

 
6) Click the page numbers, shown above, to scroll till you see the query that has the 

following name:  RE Student Grade Room Class 



 
Highlight the query, (as seen very lightly above) and click the Open button. 

 

7) The screen will close and you will see the created query in your screen, similar to 

the one seen below: 

 
8) Please verify that on the “query conditions” marked above, that the current school 

year is starting with the appropriate year. (ie: for 2015-2016 you’ll want to make 

sure the date is 2015) 

9) Next, in the buttons on the bottom right, click the Execute Query button.  Seen 

below: 



 
10) You should get records showing up, similar to the screen below: 

 



11) If you get more than you anticipate, then you can click the Unique Records Only 

box and then click the Execute Query button again. 

 
12) After you have the results you would like, click on Query Results and then 

Export to CSV, as seen above.   

13) You will see a message of what you’d like to do with the family information, 

click Open  

 
14) The file will open in an Excel spreadsheet, similar to what is seen below: 



 
15) Click File then Save As.  On the Save As screen, select your Desktop (or another 

location you know well) rename the file, and under the Save as Type select Excel 

Workbook from the dropdown, as seen below: 

 
16) Then click Save. 

17) You will be back at your “Excel” type document again.  



 Close the document by clicking the red X in the upper right corner. 

 

18) Next, find and open your label template.  If you have a template, go to step 19) 

listed below. If you don’t have a label template, follow the steps below: 

 Next, open a blank MS Word document, similar to what is seen below: 

 

 Click on the Mailings tab, then Start Mail Merge icon then Labels, as 

seen below: 



 
 

 You will get a screen similar to the following, select your template size, 

then click OK 

 

 You will see a new template, as seen below: 

 
 



 To set up the “insert fields”, click the Select Recipients icon, then the Use 

Existing List. At the next screen, click on the Desktop and then select 

your file, then click Open. 

 

 Your file should appear similar to the one below: 

 
 

 On the first box, click on Insert Merge Field and then select the 

information you would like to have merged in.  Your first box will be 

similar to the one seen below: 



 

 If you would like to preview the labels, click the Preview Results button 

seen above.  Then click on it again to be back at your layout screen.  

 If you like the first label, then highlight it all, right click and select Copy, 

then paste it in right after the <<Next Record>> in the second label over.  

 
 

Should appear as:  



 
 

 Keep pasting after each of the <<Next Record>> listings.  Your whole 

document will appear similar to the one below: 

 

 Click the Preview Results and you should see the labels with the different 

students names/grades on them, similar to the image below.  

 



 Click File then Save As.  In the options for the file type, if you want to re-

use this template over and over, you’ll select Word Template (in the 

dropdown area, as seen below)   

enter in a name you like, then click Save.   

 

19) If you have a label template and you’ve linked information with it in the past, you 

will most likely get the following message when opening your template. Click No  

 
20) Your template should open similar to what is seen below: 

 
 

21) Click on the Select Recipients icon, (seen above) click Use Existing List then on 

the screen, similar to below, select your document from your computer and click 

Open.  



 
 

22) You may get a warning, like the image below.  Click OK 

 
23) Your document will now show with the new Excel data file “attached” to it.  It 

will now have different mail merge abilities shown, due to this new data attached 

to it. 

 



24) Next, click the Preview Results button and make sure the labels look how you 

would intend them to.  If that is OK, then click Finish & Merge and Edit 

Individual Documents.  

 
25) If you wish to only print “some” of the grades/students off, then go to the section 

at the top, to the icon that says Edit Recipient List seen below: 

 
 

26) You will see a pop up screen similar to the one seen below.  In this area, given 

how you “sort” things and what you have selected with a checkmark, you can 

determine what you want printed on your labels. 

 



Either click the Sort button in the bottom ans specify how you would like it to be 

sorted, or click the down arrow on the right side of any column header and select 

the sort.  

 
When you’ve selected only “some” of your people in your list, it may appear 

similar to the screen below with only the “Grade 10” folks selected. 

 
If you click OK, you may your labels like the image below: 



 
If you know that there is more than one label, but you are only seeing one, please 

look to the left of the Preview Results button and make sure the number listed is 

only showing 1.   

 
27) To finish printing off the document, click Finish & Merge and then Edit 

Individual Documents if you think you may wish to edit the document before 

printing.   

28) Finally, close the original “template” Word document and don’t save it, which 

will maintain your main template for future use. 

 

 


