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:
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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)
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Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 1Q Administration
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Student Directory Good Shepherd Parish. Lima
Class List ~ Calendar 2015/2016
Tarm: 2015/2016 - AZ A B CDETFGHTIIKLMNOGEPRQRSTUV W X Y 7
9 0 1 2 3 4 5 & 7 8 g CFiterCriteria: Filter Column: Student Name Clear Filter
View By: | Class ~ Ascending
+ AddStudents + B N ov Gic:@ S H List of Quick Reports v 25 records |+
2015/2016 Deselect All _ _
[ Student Name A Class Grade Birth Date Age M/F Family Last
Cl Students
ass uaen [ Altman, Lauren First Grade 1 09/19/2008 6 F Altman
1st Reconciliation 0
Parent/Student Mtg [0 Aschenbrenner, Brock  Kinder Class K 09/24/2009 5 M Aschenbrenner
First Grade 5 [ Aschenbrenner, Reese  Kinder Cass K 09/24/2009 5 F  Aschenbrenner
Kinder Class 3 O Bradiey, Barbara Fist Grade 1 03/11/2000 6 F  Bradey
Kindergarten o [] Flemming, Sloan Kinder dass K 06/03/2010 5 F  Flemming
Ministry Day - 2015 0
[0 Kube, Joel First Grade 1 08/22/2008 7 M Kube
Second Grade 0
[ sedlacek, Rile: First Grade 1 09/03/2008 6 F  Sedlacek
[ Wollet, Adyson First Grade 1 12/17/2008 6 F  Wollst

3) To print off labels with just information on them, like the student name, class and
grade for their books, go the the 1Q tab at the top of your Connect Now screen.
(indicated above)

4) The 1Q screen will look similar to the one below:



HELP - CONTACT - HOME - 3IGN OUT

St Joseph Parish, Baraboo
Delaney_Anna (Anna Delaney)

=
ConneciNow Family Suite

Home Family Directory Religious Ed. Offering Ministr

Query Builder

Tuition 10 Administration

Intelligent Query
& NewqQuery M save Query B Save Query As B My Querizs @ Recent Queries Wb QueryTags Q ViewSQL  Q Model Properties
Column Picker Result Columns

[]Batches A  [Add new column
> []Contributions

[JFamilies
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> [[]Fund - Organization Summary
[IMinistry Scheduler

» [JMembers
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5) Click on the My Queries area, seen above and you will get a search popup similar
to the one below:
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1 My Queries *
Ol Filter by Query Tags e
Query Name Query Tags Date Created Date Modified Owner Global

Edit Delste  aca expart Families 12/11/2012 2/4/2015 Delaney, Anna ]
Edit Delete  anniversary Report 9/22/2014 9/22/2014 Admin, Diocesan
Edit Delete  pnnual Fund Amounts for Families 9/18/2014 7/16/2015 Delaney, Anna O
Edit Delete  girthday Report 9/22/2014 9/22/2014 Admin, Diocesan
Edit Delete  piocesan Statistical Report Deaths 0 to 6 12/10/2014 12/10{2014 Delaney, Anna [}
Edit Delete  pigcesan Statistical Report Deaths 18 and older 12/10/2014 2/4/2015 Delaney, Anna O
Edit Delete  pjpcesan Statistical Report Deaths 7 to 17 12/10/2014 12/10/2014 Delangy, Anna 0
Edit Delete oty with Notes 2/27/2015 2/27/2015 Delaney, Anna O
Edit Delete  Family workgroup without email 10/23/2009 4/15/2015 Admin, Diocesan
Edit Delete  Fyng Descriptions and DUIDS 10/1/2014 10/1/2014 Delaney, Anna O
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6) Click the page numbers, shown above to scroll till you see the query that has the
following name: RE Student Grade Room Class
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7 My Queries *
Ol Filter by Query Tags s
Query Name Query Tags Date Created Date Modified Owner Global

Edit Delete | apels for RE Mailing 6/25/2015 6/25/2015 Quinn, Pamela
Edit Delete  piedge Info via Fund 7/17/2015 8/4/2015 Delaney, Anna
Edit Delete  piadge Info via Fund original 8/4/2015 8/4/2015 Delaney, Anna O
Edit Delete  pleqge test 7/17/2015 7/17/2015 Admin, Diocesan
Edit Delete  pigdge test from PS 7/17/2015 7/17/2015 Delaney, Anna O
Edit Delete  gE 1nfa Query 8/26/2015 8/26/2015 Delaney, Anna ]
Edit Delete g | ahels between birthdate range 7/15/2015 7/15/2015 Delaney, Anna
EditDelete  gE stydent Book Label 9/24/2015 9/24/2015 Delaney, Anna O
Edit Delete  gE gtdent Grade Room Class 9/24/2015 9/24/2015 Delaney, Anna
Edit Delete  pegistered, Active, Members By Age 9/23/2014 8/3/2015 Fitzpatrick, Daniel
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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:
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Query Builder

Intelligent Query

+ NewQuary M4 save Query [ SaveQuery As @ My Queries i Recent Queries W QueryTags Q ViewsQL  Q Model Properties

Viewing Query RE Student Grade Room Class Q. Query Properties
Column Picker Result Columns

I []Batches ~ Expression Title

b [ Contributions Members First Name (Informal/Nickname) Members First Name (Informal/Nickname) ~
b ] Families Members Last Name Members Last Name

b []Funds Religious Education Class Name Religious Education Class Name

b []Fund - Organization Summary Religious Education Room Name Religious Education Room Name >
I [ Ministry Scheduler Religious Education Grade Level Religious Education Grade Level

Add new column

b [JMembers

I [[] Organization Query Conditions

b []Pledges Select records where all of the following apply

[[1Religious Education

b []Sacraments and Religious Education Student DUID is not null
I []StatusAnimarum and Religious Education SchoolYear starts with 2015
I» [[] Subscription Manager v
® Add new condition
Query Results - 0 Return All results [ unique Records Only | @ Execute Query =5 Query Results v+ *

"'+ Refreshing Results, Please Wait...

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:
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Column Picker Result Columns
I []Batches o Exprassion Title
b [ Contributions Members First Name (Informal/Nickname) Members First Name (Informal/Nickname) o
b []Families Members Last Name Members Last Name
b []Funds Religious Education Class Name Religious Education Class Name
b []Fund - Organization Summary Religious Education Room Name Religious Education Room Name >
I [ Ministry Scheduler Religious Education Grade Level Religious Education Grade Level

Add new column]

b [JMembers

I [[] Organization Query Conditions

b []Pledges Select records where all of the following apply

I []Religious Education b = Grad fear s and

b []Sacraments and Religious Education Student DUID is not null

b []StatusAnimarum and Religious Education SchoolYear starts with 2015

I» [[] Subscription Manager v

@ Add new condition

Query Results - 0 Return Al results [ unique Records Only @) Execute Query = Query Results v ,*

"2 Refreshing Results, Please Wait...

10) You should get records showing up, similar to the screen below:
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o NewQuery M Save Query M Save Query As [ My Queries [ Recent Queries Wb QueryTags Q ViewSQL QU Model Properties

Viewing Query RE Student Grade Room Class @ Query Properties
Column Picker Result Columns

I [] Batches A Expression Title

b ] Contributions Members First Name (Informal/Nickname) Members First Name (Informal/Nickname) ~
b [] Families Members Last Name Members Last Name

b []Funds Religious Education Class Name Religious Education Class Name

© []Fund - Organization Summary Religious Education Room Name Religious Education Room Name "
&> ] Ministry Scheduler Reliaious Education Grade Level Religious Education Grade Level

Add new column

I [[]Members

P[] Organization Query Conditions

b []Pledges Select records where all of the following apply

b []Religious Education M 5 Graduation Year is and 2030

b [ Sacraments and Religious Education Student DUID s not null

b [ StatusAnimarum and Religious Education SchoolYear starts with 2015

b []'Subscription Manager v

@ Add new condition]

Query Results - 12,280 Retumn Al results Unique Records Only @ Evecute Query = Query Results v #

Members First Name (Informal/Nickname) Members Last Name Religious Education Class Name Religious Education Room Name Religious E A
Castilla 4K Pre K 4K
Webber K Pre K K
Cunningham 4K Pre K 4K

Corbin Snell 4K Pre K 4K

Adrian Sosa K Pre K 4K

Cyana Stanek K Pre K 4K

Kartyr Schommer 4K Pre K 4K

Andrew Schultz 4K Pre K 4K

Samuel Madigan 4K Pre K 4K v



11) If you get more than you anticipate, then you can click the Unique Records Only
b_ox and then click the Execute Query button again.

= NewQuery [ saveQuery | Save Query As [ My Queries [ Recent Queries W Query Tags Q View SQL Q) Model Properties

Viewing Query RE Student Grade Room Class Q, Query Properties
Column Picker Resuit Columns
I> [ Batches ~ Expression Title
b [] Contributions Members First Name (Informal/Nickname) Members First Name (Informal/Nickname) o
[ Families Members Last Name Members Last Name
[]Funds Religious Education Class Name Religious Education Class Name
[ Fund - Organization Summary Religious Education Room Name Religious Education Room Name >
[[] Ministry Scheduler Religious Education Grade Level Religious Education Grade Level
Add new column
[] Members
I> [] Organization Query Conditions
b []Pledges Select records where all of the following apply

I» [[] Religious Education
and Religious Education Student DUID is not null

I [[] Sacraments
and Religious Education SchoolYear starts with 2015

[] StatusAnimarum
[[] Subscription Manager v
@ Add new condition
Query Results - 427 Retumn All results. || [¥] Unique Records Only @) Execute Query =5 Query Results v | 2
Members First Name (Informal/Nickname) Members Last Name Religious Education Class Name Religious Education R Export to CSV
\
Boerke Grade 1 Room 5 Mail Merge
Bravo Grade 2 Room 5 Generate Email Address List
Castillo 4K Pre K
Cunningham 3rd Grade 3rd Grade Create Family Workgroup
Cunningham aK Pre K Create Member Workgroup
Cunningham 6th Grade Grade 8 Room 6
Cunningham oth Grade Basement 9
Del Rio-Badell Grade 2 Room 5 2
Duran Bautista Grade 2 Room 5 2 v
Flores 3rd Grade 3rd Grade 3
< >

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

Query Results - 427 Retumn All results [ w| [ Unique Records Only @) Execute Query = QueryResults v | ,*

Members First Name (Informal/Nickname) Members Last Name Religious Education Class Name Religious Education Room Name  Religious E .
Boerke Grade 1 Room 5 1
Bravo Grade 2 Room 5 2
Castillo 4K Pre K 4K
Cunningham 3rd Grade 3rd Grade 3
Cunningham 4K Pre K 4K
Cunningham 6th Grade Grade 8 Room 6
Cunningham §th Grade Basement 9
Del Rio-Badell Grade 2 Room 5 2
Duran Bautista Grade 2 Room 5 2 V]
Flores, ard Grade 2rd Grade 3

< >
Do you want to open or save gb-results-635787106543307335.csv from connectnow.parishsoft.com? Open Save | T Cancel

14) The file will open in an Excel spreadsheet, similar to what is seen below:
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b-results 635787 106543307335, cov ™ Micrasoft Excel T oo = e

| Sl
Home | Insert  Pagelayout  Formulas  Data  Review  View  Adddns o @ o & =
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A B C D E F G H 1 i) K L M N o P Q R s ;
1 Members Members Religious R ous Religious Education Grade Level
2 Aaron Martinez- Confirmat TBD EI
3 Abby Pynenber 8th Grade Grade 6 Rt 8
4 Abee Williams Grade7 Room3 7
5 Abigail Delkamp 8th Grade Grade 6 Rt 8
6 Abigail Kroeger 8thGrade Grade6R¢ 8
7 Abraham Garcia 3rd Grade TED 3
2 Ada Bustaman 2nd Grade TBD 2
9 Adair Castro  3rd Grade TBD 3
10 Adam Hilgendor 9th Grade Basement 9
11 Adam Wilhelm  4th Grade 4th Grade 4
12 Addison Sukup 2nd Grade 2nd Grade 2
13 Aden Edwards 4th Gradejdth Gradel 4
14 Adrian  Ruiz-Mart 7th Grade TBD 7
15 Adrian  Sosa 4K Pre K 4K
16 Ailinne Diaz Confirmat TED HS
17 Alayna Tucker Grade7 Room5 7
18 Alejandro Lopez Confirmat TBD HS
19 Alek Severson Confirmat Gym Confirmation
20 Alex Armenta 3rd Grade TBD 3
21 AlexandelRomero 6th Grade TBD 6
22 AlexandelSosa 3rd Grade 3rd Grade 3
23 Alfredo VelazqueiGrade2 Room5 2
24 Alicen Henke  8th Grade Grade 6 Rt 8
25 Alicia Vazquez ConfirmatTBD HS
26 Allen Stupinear 4th Grade 4th Grade 4
27 Allicia Bulin Confirmat Gym Confirmation =
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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:
—

Organize v Mew folder g @
@ Microsoft Excel * Name : Size Ttem type Date modified i i
4 Libraries I
- Favorites A Anna Delaney
A B Desktop 18 Computer
|8 Downloads | ¥ Network =
‘%l Recent Places 1 . For Any database Cleanup File folder 6/6/2014 2:28 PM
. Sacrament Templates File folder 8/28/2014 941 AM
4 Libraries 1 St Cecelia to update File folder 9/1/2015 9:13 AM
%) Documents 1 Stuff to Getrid of File folder 9/21/201512:12 PM
Jﬁ Music Lo 1 Testing File folder 9/23/2015 2:31 PM
[ Pictures [zl anna.delaney (I) - Shortcut 2KB Shorteut 2/6/2014 4:09 PM
B videos ) Anna's house plants and shrub infouxlsk 14 KB Microsoft Bxcel W...  5/19/2014 3:32 PM
@ BuffaloCity_Familylnfo.xdsx 10KB Microsoft Bxcel W...  9/23/2015 4:25 PM
1% Computer ] Darlington NEW.xsc 11 KB  Microsoft Bxcel W...  9/24/2015 3:48 AM
5® Network Drives (B:) 5 & Darlington To Checkadsx 39 KB Microsoft Excel W...  9/24/2015 9:49 AM B
\ File name: RE Grades.xsx -
\ Save as type: | Excel Workbook (*.xlsx) -
rs: Anna Delaney Tags: Add atag Title: Add a title Subject: Specify the subject
Save Thumbnail
A - ide rolgers Tools v | swe | [ cancel

16) Then click Save.
17) You will be back at your “Excel” type document again.
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2 Ada Bustaman 2nd Grade TBD 2
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13 Aden Edwards 4th Gradejdth Gradel 4
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24 Alicen Henke  8th Grade Grade 6 Rt 8
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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:
e Next, open a blank MS Word document, similar to what is seen below:
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e Click on the Mailings tab, then Start Mail Merge icon then Labels, as
seen below:
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£ Find Recipient

Envelopes Labels | |Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B
Merge - |Recipients - Recipient List | Merge Fields Block Line Field 2] Update Labels | pesuits 9 Auto Check for Errors
Create | Letters ‘Write & Insert Fields | Preview Results
mail M I - S B S ]
s E-mail . . ‘ : . : .
Envelopes..

Labels... /
Directory

Mormal Word Document

AE DD L DD

Step by Step Mail Merge Wizard...

¢ You will get a screen similar to the following, select your template size,
then click OK

Label Options
Printer information
() Continuous-feed printers
@ Page printers Tray: |Defau|t tray (Automatically Select) |Z|

Label infarmation

Label vendars: | Avery US Letter |Z|

Eind updates on Office.com
Product number: Label information

5226 Print or Write Hanging File Tabs Type: Easy Peel Address Labels
5227 Print or Write Top View Hanging File Tab Height: 1

5260 Easy Peel Address Labels )
5261 Easy Peel Address Labels Width: 263
5262 Easy Peel Address Labels Page size: 8.5"x 117
5263 Shipping Labels

Details... ] ’i!edeJd ] | Delete

e You will see a new template, as seen below:
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e 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.

COrganize v New folder = O @

@ Microsoft Word * Name . Size Item type Da =
Darlington NEW.xlsx 11 KB  Microsoft Excel W...  9/2 J

5 Favorites ) Darlingten To Checkalsx 39KB Microsoft Excel W... 9/

P Desktop ] DuplicateCelebrants.docx 2201 KB Microsoft Word D, B/¢

§ Downloads & FreeConferenceCalling.docx 1,754 KB Microsoft Word D... 171

‘] Recent Places [@. How To's - Shortcut 2KB  Shortcut 9/c

£ [ Metwork Drives (B) - Shortcut 2KB Shortcut 27

= Libraries [E] Online Giving Scenarios.xdsx 12KB Microsoft Excel W... 6/

@ Documents Pardeeville_St Marys_FamilyList.xlsx 11 KB Microsoft Excel W...  9/4

Jg Music ParishSOFT Tracking - Shertcut 3KB Shortcut 9/

=] Pictures [2). ParishSOFTData - Shortcut 2KB  Shortcut 974
B videos [E] PS Contract Servicesxlsx 12KB  Microsoft Excel W...  7/] =

~ [@. PSDatabases to view - Shortcut 3KB  Shortcut 9/

1% Computer ‘ RE Grades.xlsx 24 KB Microsoft Excel W... 9/

59 Network Drives (B:) StudentList.xlsx 10KB Microsoft Excel W...  9/4
& Windows (C:) Time off Online Access_Employ Type: Microsaft Excel Worksheet 670 KB Microsoft Word9...  8/f +

. HP RECOVERY (D) - 4 Authors: Anna Delaney — 3
Size; 9.43 KB
Date modified: 9/24/2015 2:52 PM
File name: RE Grades.lsx ~ [l Data Sources (*.odc;".mdb;* - |
Tools - I Open Ivl [ Cancel ]

e Your file should appear similar to the one below:
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e 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:
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o 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.
o 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.
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Should appear as:
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e Keep pasting after each of the <<Next Record>> listings. Your whole

«Next Record»

document will appear similar to the one below:

Home  Inset  Page Layout

Start Mail  Select Edit
Merge = Recipients = Recipient List

Start Mail Merge

References | Mailings

Create

EIE

Highlight Address Greeting Insert Merge
Merge Fields Block

Table Tooks.

Review ew | Design  Layout

Rules =

@3 Match Fields

Line Field ~ |£] Update Labels

‘Write & Insert Fields

H 41
£7Find Recipient
12 Auto Check for Errors
Preview Results

«Next Record»

P ————————
<]

Preview
Results

"M

Finish &
Merge ~
Finish

| R SO N

2 8 N B N B

[ AR B

s gEL &
SERE

«Members_First_Name_InformalNickn
ame» «Members_Last_Name»
«Religious_Education_Class_Namex»
«Religious_Education_Room_Name»
«Religious_Education_Grade_Level»

«Next
Record»«Members_First_Name_Infor
malNickname»

«Members_Last Name»
«Religious_Education_Class_Name»

«Next
Record»«Members_First_Name_Infor
malNickname»
«Members_Last_Name»
«Religious_Education_Class_Name»

«Next
Record»«Members_First_Name_Infor
malNickname»
«Members_Last_Name»
«Religious_Education_Class_Name»

«Next
Record»«Members_First_Name_Infor
malNickname»
«Members_Last_Name»
«Religious_Education_Class_Name»

«Next
Record»«Members_First_Name_Infor
malNicknames»
«Members_last_Name»
«Religious_Education_Class_Name»

«Next
Record»eMembers_First_Name_Infor

«Next
Record»«Members_First_Name_Infor

«Next
Record»«Members_First_Name_Infor

e Click the Preview Results and you should see the labels with the different
students names/grades on them, similar to the image below.
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e 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)

Organize « New folder == - @
B Desktop “  Name : Date modified Type Size
& Downloads §
N .. For Any database Cleanup 6/6/2014 2:28 PM File folder
1=l Recent Places ) §
.. Sacrament Templates 8/28/2014 9:41 AM File folder
. X | 5t Cecelia to update 9/1/2015 9:13 AM File folder
=l Libraries . )
| Stuff to Get rid of 9721720151212 PM  File folder
@ Documents - . y
J‘ . £ | Testing 9/23/2015 231 PM  File folder
e {8 anna.delaney @ - Shortcut 2/6/2014409PM  Shortcut 2KB
[ Pictures
B vid 2 How To's - Shortout 9/9/2015 4:45 PM Shortcut 2KB
raeos {2 Network Drives (B) - Shortcut 2/6/2014 :09PM  Shorteut 2KE
\ ParishSOFT Tracking - Shortcut 9/9/2015 4:45 PM Shortcut 3KB
1% Computer )
). ParishSOFTData - Shortcut 9/23/2014 413 PM  Shortcut 2KB
5 Metwork Drives (B:) )
2. PS Databases to view - Shortcut 9/9/2015 4:45 PM Shortcut 3KB
a Windows (C) c -
- @ RE Book Labels.dotx 9/25/201511:18 AM  Microsoft Word T... 20 KB
un DECAUEDY M
\ File name: RE Book Labels.dotx -
™~  Saveastype [Wmd Template (*.dot) hd

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

]

Opening this document will run the following SQL command:
I\ SELECT *FROM "'ob-results-6357871065433073358"
Data from your database will be placed in the document. Do you want to continue?

Show Help >>
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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.



Organize New folder
@ Micrasoft Word ™ Name : Size Ttem type Da =
@ FreeConferenceCalling.docx 1,754 KB Microsoft Word D...  1/1 i
S Favorites @ How To's - Shortcut 2KB Shortcut 9t
P Desktop Members.docx 18KB MicrosoftWord D...  9/2
& Downloads [# Metwork Drives (B) - Shortcut 2KB Shortcut 27¢
‘2 Recent Places @ Online Giving Scenarios.xlsx 12KB Microsoft Excel W...  6/:
£ Pardeeville_S5t Marys_FamilyList.xlsx 11 KB Microsoft Bxcel W...  9/2
4l Libraries ParishSOFT Tracking - Shortcut 3KB Shortcut 9/t
@ Documents [#). ParishSOFTData - Shortcut 2KB Shortcut 9/
Jj Music @ PS5 Contract Services.xdsx 12KB Microsoft Bxcel W... 7/
= Pictures [# PS Databases to view - Shortcut 3KB Shortcut 94
B8 Videos RE Book Label.docx 20KB  Microsoft Word D...  9/dg
I @ RE Book Labels.docx 20KB MicrosoftWord D... 9/
18 Computer | B RE Gradeuisx 22KB  Microsoft Excel W... 974
8 Netwark Drives (B:) RE Student Book Label dotx 18 KB Microsoft Word T... 9/
ﬁ Windows (C:)  Time off Online Access_Employee Guide.doc 670 KB Microsoft Word9... 8/ «
= HP RECOVERY (D3 ~ [l i I >
File name: RE Grade.xlsx ~ |4l Data Sources (".odc;".mab; ~ |

Tools ~ I Open |v| I

Cancel l

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

Select Table

N

Description  Modified Created
9/25/2015 11:20:05 AM  §,25/2015 11:20

'gb-results-635787106543307335¢'

LU}

First row of data contains column headers

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
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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
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25) If you wish to only print ¢ “some” of the grades/studé:rlfs off, then go o the section
at the top, to the icon that says Edit ReC|p|ent List seen below:

Pagelayout  References Review Design  layout
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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.

o e repens =

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list. Use the
chedkboxes to add or remove redpients from the merge. When your list is ready, dick OK.

Mailings

Preview Results Finish

Data Source |7 Members First Name (|... « | Members Last Name « | Religious Education Cl... | Rel =
RE Grades.xsx | Garcia Mendoza Grade 2 n
RE Grades.xlsx |7 Baron Martinez-Hernandez Confirmation I TEI
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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.

! |

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the

checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.
Data Source |7 Members First Mame (|... « | Members Last Name | Religious Education Cl... » Rel =
RE Grades.xlsx | Garcia Mendoza | 4] Sort Ascending ED
RE Grades.xlsx |7 Aaron Martinez-Hernandez il Sort Descending TEI
RE Grades.xlsx [v Abby Pynenberg Grz
RE Gradesdsx [V  Abee Williams (Al Ro
RE Grades.xlsx [¥ Abigail Delkarmp (Blanks) Grz
RE Grades.xlsx |7 Abigail Kroeger (Nonblanks) Gre
RE Grades.xlsx |7 Abraham Garcia (Advanced...) TEI
RE Grades.xlsx |7 Ada Bustamante ZrugTaue TEI I
:_|_ - — [T B | T i

Data Source Refine redoient list

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.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the checkboxes to add or remove
recipients from the merge. When your list is ready, dick OK.

Data Source | |_ | Members First Name {]... v| Members Last Name v| Religious Education C... vl Religious Education R... v| -

RE Grades.xlsx
RE Grades.xlsx
RE Grades.xlsx
RE Grades.xlsx
RE Grades.xlsx

Ben Boehlke 10th Grade Grade 7 Reom i:I
Tarren Gruber 10th Grade Grade 7 Room 1
Emma Pynenberg 10th Grade Grade 7 Room

Ben Horzewski 10th Grade Grade 7 Room

Dylan Brown 10th Grade Grade 7 Reom

RE Grades.xlsx Meolly Mayer 10th Grade Grade 7 Room

RE Grades.xlsx Mate Pillow 10th Grade Grade 7 Room

RE Gradesxlsx Anna | Douglas | 10th Grade | Grade 7 Room

RE Grades.xlsx Haolden Snell 1st Grade 1st Grade

RE Grades.xlsx Kendal Hale 1st Grade 1st Grade

RE Grades.xlsx Leo Stendahl 1st Grade TBD

RE Grades.xlsx Hannah Shanks 1st Grade 1st Grade

RE Grades.xlsx Grant Linscheid 1st Grade 1st Grade

RE Grades.xlsx Grace Schubert 1st Grade 1st Grade

RE Grades.xlsx Isabel Marquardt 1=zt Grade 1zt Grade
[ |

AR AE

(e e e

Data Source Refine redpient list

RE Grades.xlsx 4| sort...

¥ Filter...
E Eind duplicates. ..
4 Eind redpient. ..

Validate addresses...

f you click OK, you may your labels like the image below:
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AnnaDouglas
10th Grade
Grade7 Room

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 showmg 1.
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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.



