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Guide for data extract and merging for labels:

The example used here will be for creating labels using the following fields:

Surname, Given
Grade

Teacher

Year 2007-2008

o Enter the Reports tree. Go to Specify Extract Criteria. Clear the Extract and then Run
Extract to ensure that you will be accessing all of your student data. Exit to return to the
Reports tree.

Exporttad Hoe File

e Then, select the Export/Ad Hoc File
¢ In the Export window select your fields. Then click Create File.

S Surname

Service Learning Haurs First Mame

State Grade

Street Name Hrm 51 Teacher Mame

Street Mumber

StudentParent Consent Signed

nn

Export Help Saved Expors Start Ower Create File
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o Make sure the Detail Selected screen has the following settings and use the Save As
function to define a name and path for the file.

% Detailed Select

®Mone  QiTah

Create Export.
e You have now extracted the data needed from BCeSIS.

Open Microsoft Excel.
e Select Open a document

@ el 9 -
D MHew

— N
far Open % |
=l




Updated: 18-Oct-07

e Navigate to your extracted file. Make sure that you have Files of Type, set to All Files;

then Open your file.

open
I@ Deskiop
—

Look in:

5 @-3 X -

2]

=1 My Documents

B on Credit Modified Courses, doc
'_J My Compuker

@SDUS Crder Skatus Summary, xlsx

&

My Recent Ity Network Places |5 5harkout to BCesis
Doruments i Adobe Reader & QShortcut to M19-TeacherAssistant FOIPPA-v03, exe
P ,;.._ Google Earth .:_i spybotsdiS.exe
|_ ¢ Imagebase [Z] shuff bt
Dieskkop -2 Mozilla Firefox EUItraVNC Wigwer

@] ‘Work Ak Home Rights Order Entry,htm

class size verification

EL

Students

‘Work Ak Home Rights Order Entry_files
-|07_08_exam_schedule,pdf

/ bresis on webserver

[y Metwork
Places

File name: I

Files of kype: IA" Files (*,%)

Tools |- |

e Inthe message field below select, Yes.

Microsoft Office Excel

AN

a trusted source before opening the File, Do en the File now?

The Ffile vou are trying to open, 'label_test', is in a different format than specified by the File extension. Yerify that the file is not corrupted and is from

¥es | Mo I Help
N —
e Choose Delimited, and click Next.
2x

The Texk Wizard has determined that your data is Delimited.
IF this is cotrect, choose Mexk, or choose the data tvpe that best describes vour data.

tiginal data type

Choose the File type that best describes vour data:
* Delimited

" Fixed width - Fields are aligned in columns with spaces between each Fisld,

Stark impark at o Il 5‘ File origin:

- Characters such as commas or tabs separate each Field.

437 + OEM Urited States

Preview of file C:\Documents and Settingsidlevine\Desktop'label_test,

1 BlmasLondon0lZ Tremblay, Michelle -
ZPlmasFirsten054 Smith, Tara

3 Pabin-TMagmerEyral33 Horn, Hrista
4 BaesHaitlynn0lZ Tremblay, Michelle
5
&l

EacsHarleeO22 Horn, HKrista

Cancel < Back

Einish
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e In the screen below, make sure you include all of the settings shown. Click Next.

Text Import Wizard - Step 2 of 3

This screen leks wou set the delimiters your data contains, You can see how wour text is affected in the prewiew

2l xi

below,
~Delimiters
¥ 1ab
™ Semicolon ¥ Treat consecutive delimiters as one
v Comma
- Texk qualifier: " j
v Space
[ other: I
~Daka preview
lwmas ondorn 1 remblay Mlichelle -
lmas irsten E mith ara
abin-Wagner Eyra 3 orn rista
ass aitlynn Pl remhlay Michelle
ass arles 2 orn rista -
A :
Zancel < Back |

e From the last screen select Finish.
e Once in the spreadsheet, adjust your data how you wish. Using the fields I chose above, I
then deleted columns “D” & “F”; homeroom and teachers’ given names.

F
Michelle
Tara

G H |

Michelle

Krista Calibi ~|11 ~ A" A" § =~ % + F

Krista

Negan
Krista
Negan
Krista

G i o<

Negan
Tara
loanne
Michelle

Paste Special...

Insert

Delete
Clear C-:uﬂten%

e Then, place your cursor in the top left cell (A-1).
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e Insert a row for headings.

fpemasagy o=
Home Insert Page Layout Formulas Data Review View Add-Ins L!_JJ
== ) - T i T (LLT] m— S [nsarti - L
& Eoftbin Y A A= E||-§p~v| S Wrap Text General - }':J R [ A 5= losert x &7 ‘3
B 53 = =] =l o9 Insert Cells
Paste B I U-~-|ii~|d- A-~|||= = =||2E sE|| = Merge & Center~ ||| $ - % 9 |[%9 ;98| Conditional Format  Cell — i
= J l L o | = Sl |£F 25| Hvers l ° || o6 55| Faormatting = as Table - Styles ~ j'G Insert Sheet Rows €
Clipboard ™= ant i (P Alignment I Mumber fa Styles 4{ WiSErESHast galumr%
| Al v S | Almas = nsert sheet
n ~ ~ - - ~ T f ‘ [ : wE W a3
e Type in your headings.
| - ke 1
L

1 |Surname Given Grade Teacher

e Choose “Save As” to save the file as an Excel (xIsx) spreadsheet.

File name: IIaI:ueI_test

Save as type: DOk, [

Ll L

e Now open Microsoft Word. This is where we create the merge for the labels.

e Click on the Mailings tab.

e L e

Insert Page Layout References Mailings Re
=
=l
Envelopes Labels Start Mail Select Edit Highlight Address
Merge = Recipients = Recipient List || Merge Fields Block
Create Start Mail Merge

e Select Start Mail Merge > Labels

=

Start Mail Select dit g
Merge ~ |Recipients = Recipient List || M

m
&

Letters
E-Mail Messages [

Envelopes...
Labels.. %
Directory

Mormal Word Document

PEREIDLD D@

Step by Step Mail Merge Wizard...




e Make sure to select the options shown below.

Printer information
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" Continuous-Feed prinkers

¥ Page prinkers Traw: IDeFault traw ¢ Automatically Select) j

Label information

Label vendors:  |&wvery US Letker j
Product number: abel information
Tvpe: Easy Peel Mailing Labels - Fill Across
Height: 1"
Siidth; Z.63"

Page size; &.5" % 11"

Details. .. | Ty Lal:nel...l Delete | QK I Cancel

e Now click on the Layout tab and select View Gridlines.

{’D@ H 9= L Mecc il Document3 - Microsoft Waord
~ Home Insert Page Layout References Mailings Review View

Ny A=

Select View |Properties | Delete Insert Insert Insert Insert Split Split
x Gridlines - Above Below Left Right ells  Cells Table
Table% Rows & Columns (] Merge

e Return to the Mailings tab.

e Next, you will Select Recipients > Use Existing List

~ |Recipients ~|Recipie
E Type Mew List... |
Use Existing List...

85 Select from Cutlook Montacts..,
-

Table Tools

Design Layout

a[] Height: |1°

AutoFit | = width: |2,63"

-

Cell



¢ Navigate to your file and Open.
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Lack in: I@’ Deskiop j @- 3 X [CulE-
LMy Documents

&

:} My Computer
LMy Metwork Places
) class size verification

4 My Recent
Documents

) work At Home Rights Crder Entry_files
~otlabel_test.xlsx
4 bresis on webserver

My Documents

_"_]SDU& Order Status Surmmari
|57 Shortout bo BCesis
F=j skuff. kxk

Lij ‘Work At Home Rights Order Entry.htm

Iy Metwork
Places

File: pame: | \ x| Hewsawce... |

Files of bype: IAII Data Sources (*.odc; *.mdb; *.mde; *.accdb; *.accde; *.ols; *.ade;\w.udlj * dsn; *.xls:j

Tools v| Caneel |
A

e Click Ok in the Select Table screen.

Select Table i |

Tame Descripkion | Mified | Created Tvpe

[E=label testt 10/1NZO07 1:24:26 PM  10{16/2007 1:24:26 PM TABLE

|
[v First rows of data contains column headers oK I cancel |

e You should now be looking at a document like that shown below.

«Next Record» «Next Records»

«Next Record» «Next Record» «Next Records»

«Next Record» «Next Record» «Next Record»
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e At this point you can choose to Edit the Recipient List if necessary, which will give you

the following screen.

Edit Address

= Recipient List Block

lerge

S o

Greeting Insert Merge
Line Field =

S & Match Fields
2rge Fielc _fj Update Labels
% Mail Merge Recipients

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

I S [ B M =
Find Recinient 'Q?"_:_.i
Finish &

e Auto Check far Errars || perge =
2]

Data Source -
""""""""""" Iabel_te ; [v .C\Imas 5 bz

label_test.xlsx [v¥  Babin-Wagner Kyra 3 Harn

label_test, xlsx [V Baes Kaitlynn 1 Tremblay

label_test,xlsx [v Baes Karlee 3 Harn

label_test, xlsx [¥ | Beingessner Rilery 7 Reidel

label_tesk.xlsx [¥  EBeingessner Davna 3 Harn

label_test, xlsx [¥  EBerryman Lila 5 Reidel
..................... label_test,xlsx [v  Billkiowski Odessa 3 Harn
extR d label_test.xlsx [¥ EBohdan Kenneth 7 Reidel
cXiLccoray label_test, xlsx [¥ Bohdan Jozef S Smith

label_test,xlsx [v  EBooty Trenk 1] Steedman

labeel_test,xlsx [¥ | Botho Adam 1 Trembla X

Data Source Refine recipient list

label_test,xlsx ;I 41 sort...
; ] W7 Eiter...
ext Records o
‘21 Find duplicates...
_| %! Find recipient...
il validate addresses...
Editi ;s Refresh |

extRecord)

7

e Once you are satisfied with the recipient data you need to, Insert Merge Field selecting

and arranging your fields in the first cell. You will note that | manually arranged the
fields and added the year at the bottom myself. | went back to the Home tab and adjusted
the font size; you might also want to adjust spacing.

‘age Layout References Mailings Review View Design L
: == == S =T Clicking on the - in the
g8 (g4 5 5 | 28] . Insert Merge Field will
Select Edit Highlight Address Greeting linsert Merg give you the drop down
ecipients = Recipient List || Merge Fields Block Line Field = %] Updati list shown
art Mail Merge Wirite & Ir) Surname ! .
Given
‘ Grade ‘
Teacher
® i Iy
| «Sumames, «Givens

| Grade: «Grades
Teacher: «Teachers
Year: 2007 - 2008

«Next Records
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e When your label arrangement is complete, it is time to Update Labels. This will copy the
fields to all of the other labels.

cas Mailings Review View Design Layout

| B 82 B o
: ' ' ==l E% Match Fields

Highlight Address Greeting Insert Merge
Merge Ficlds Block  Line Field~ | (2] Update Labels

Write & Insert Fields

e You will now want to Preview your results. | found this feature to be deceiving. If you
use the arrows to move ahead, labels will move one cell for each page shown. This is not
how the label sheets will print out however, they will print out as expected.

<«§e._:.{31|]<.1<11 P

¢z Find Recipient
Preview

Beasults —:l/ Auto Check far Errors

e You are now ready to print the labels by going to Finish & Merge > Print Documents.

& -'>JI IH 4| oM e .
‘ ‘t{ T P, You can choose, Edit
[Preview| | Finish &| Individual Documents which
Results || ¢ Auto Check for Errors Merge =

will allow you to save the

Preview Results [

| Edit Individual D ents.. I -
sig] £ BONITLE DA MED | document as a Word file and
y Print D ents... - -
s23  Brint Documents N not as a mail merge file.
| &1y | Send E-mail Messages... |

e If you managed to survive this far, then don’t forget to Save your mail merge labels
document for future use. If your student data changes, do another extract creating an
Excel file with the same name to overwrite the older version. Then open your labels file
and it will automatically pull the new data into your labels without having to change
anything else.



