Mailing Labels

Users can create an unlimited number of their own mailing label formats/templates. This label writer's purpose is to provide you with the flexibility of selecting what information to print on three different label types:

· Avery 5160  3 across by 10 labels down (1” x 2.5”),

· Avery 5161 2 labels across by 10 labels down (1” x 4”)

· Avery 5663 2 labels across by 4 labels down (2” x 4”)

CIMS will allow you to print various information on ONLY these four types of labels.  Labels can be generated as described below and are also included in all letter prints (SGH.526, ATT.580A, ATT.581A and STU.994) to produce labels that correspond with the letters being produced.

STU.250 Mailing Label Formats

Use STU.250 to create your label template. Note that ALL USERS of the District share their report formats. Make sure to label and name your mail format properly so that:

· People don't edit and muck up your template for their own needs

· People can use your template because your description was helpful 
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Recommendation:  Each template is recognized by a 3 digit code. Use the last digit of the code for A-Z (26 templates), utilize the first two digits as your location code. Eg:  Code  40A  would be location 40's first template.



 

The Left side of the screen allows you to design your label. Use the space provided to enter either text, eg: Line #1 might say 'To the Parent/Guardian of:'  or select from the item list provided, eg: #1 will slide the student name into the label.

The Sort By allows you to select how you want the labels sorted by. Select from the items listed at the bottom of the screen, ie: if you want the labels to sort by homeroom number/student name, select #14

The Per option allows you to select either 2 (ie: print one for each student), or 4 (ie: print for specific homeroom), or 5 (ie: print for students all having a particular tag), or 1 (ie: prints only one label per family#)

STU.519 Print Mailing Labels

Use STU.519 to print the labels. A selection prompt will appear based on the sort item# you have selected. For Example, if you wanted to run labels for a specific homeroom, the labels would have to be sorted by homeroom and the Per option must have #4 … otherwise that field would not appear on the print prompt.
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Label type: Select the size and format of the label sheets being used to print the labels.

Starting row: If you are putting in a new sheet of labels, starting row will be one. If you are re-using a label sheet, indicate what row the first non-used label appears in.

Labels can be run for current year or next year expected students.  If you are working to create labels for next year students change the option to 'N' (even if you are signed into the new school year)

The Label template is presented to you. If you do not like its format or the appropriate selection field does not appear, press F12 to cancel the print and go back to STU.250 to edit the format. 

Multiple Student: To print labels for a group of random students, enter a Y (YES) in this field to display a selection prompt for up to 72 student numbers.

Page/Line Break by Sort: To start a new sheet of labels for each sort change, i.e. if sorting by homeroom to start a new label sheet for each homeroom, enter a Y (YES) in this field. To leave a blank label for each sort change, enter an L (LINE) in this field.
Print for Label Writer: If you have a Ptouch Label writer attached to your PC, changing this option to Yes presents the label contents to the screen so that you may edit copy/paste it to the Ptouch application.




























Sort by Item #14 = Homeroom





Print one label per student





HINT:   The label is "tight" If you do not require to use all lines, leave top row blank … then the text centers nicely on the label.
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