STUDENT LABELS FROM DSL
Labels can be generated in Word, using Mail Merge after creating a report (in Excel format) from DSL that contains address information.


Part One – Generate Report from DSL in Excel format

1. Login to DSL –Enter – click Reports in the blue bar at the top

2. Under SIS Reports click SIS Student Search

3. Select school, grade, anything else if needed – Reports

4. Put a checkmark by Last name, Given name, Address line 1, City, State, Zip, anything else

5. Under File & Download Options - Select a file type – Excel

6. Select a Download method – save to disk 

7. Name your report - your choice; click the Generate Data button

8. New window opens – click Save button (save in own folder on server with a filename of your choice- save) – wait patiently

9. Close the “Download Complete” window


Part Two – Create Labels in Word using Mail Merge
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Open Word

1. Tools – Mail Merge (Mail Merge Helper window opens)

2. Under main document click the Create button, click Mailing Labels, click Active Window

3. Under Data Source, click Get Data, then click Open Data Source, locate desired file (you will have to change the file type for an Excel file), double click it

4. Another small window opens that should have Entire Spreadsheet highlighted, click OK

5. Another small window opens – click Set Up Main Document

6. Choose your options  (usually labels 5160 – check the label box for correct number)

7. Click OK

8. Create Labels window opens, click Insert merge fields (a list of available fields will appear)

9. Click the first field you want to insert, add any spacing or punctuation, then click the next field you want to insert, continue until all desired fields are inserted

10. Click OK, Under Merge the data with the document, click the Merge button, 

11. If you only want certain records, indicate them, Click the Merge button

12. You should see the final labels in the new window

13. If all is well, save, print (be sure labels are face down in tray 1 – change printer properties to select this tray) – otherwise, go back and make changes

Two files will have been generated:

· the labels ready for printing (Labels 1)

· the “layout” file showing field place holders (Document 1) – you may save this for use later with different information
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