Online Tutorial: Printing Student Labels with Barcodes GREENDOT
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Step 1: Visit the current Green Dot Intranet at:

Technology Policies

http:/ /intranet.greendot.org /web /guest /technology Technology Instructions,

Training, and Documentation
Help Desk Policy

Step 2: In the left navigation bar, click “Download FOWERSCHOOL Tutorials

Barcode 39” under the “Quick Links” heading.

¥ Green Dot Wwebrail
¥ Animo Webrmail
¥ Powerschool - Log In

Opening DLFE-204.zip

Help Desk
‘fou have chosen to open [ DDWI’I'DEIEI EIEII'CDEIE 39
DLFE-204.zip
which is a: Compressed (zipped) Folder
from: htp:ffinkranet, greendot.org
What should Firefosx do with this file? Siep 3 . C I iCk “S ave 1.0 DiSk" an d save the fi I e 1.0

@®

() Save ta Disk

7 (derault) W your deSktop-

Do this automatically For files like this From now on

Step 4: Go to your desktop, locate the file labeled
“DLFE-204.zip,” and double-click on it.

| i

g ) FE-204 i
Step 5: Double-click on the “INSTALL.exe” file. — —
INSTALL. exe
Il:: Installing IDAutomation.com Code 3% Font
TUpruceedwwlhIhainslag‘?;iggé_l;lg:dn?tuz;;cfﬁﬁﬁtlhisL\canseAgrEemanl Si‘ep 6: Check fhe “I qgree..." box, dnd CIiCk “NeXf."

IDAUTOMATION SOFTWARE LICEMSE AGREEMENT -~

READ THE TERMS OF THIS SOFTWARE LICENSE AGREEMENT
[HEREINAFTER THE "AGREEMEMNT") CAREFULLY. BY
DOWNLOADING, INSTALLING, IMPLEMENTING OF USING THIS

SOFTw&RE PRODUCT, YOU AGREE TO THE TERMS AND
COMDITIONS OF THIS AGREEMENT. ¥OU AGREE THAT T

A . . 7 ”
T Step 7: Click the “Start” button.

l':: Installing IDAutomation.com Code 3% Font |z

¥ | agree with the ahove terms and conditions

Drestination Directany

Mest > Exxit C:“Program Files' DAutomation.com Code 39 Free Font

Required: 868 K.
Browse... |
T g I
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. . . . . ii!! Installing IDAutomation.com Code 39 F... [X|
Step 8: Click “OK” to finish, then click “OK” again to el a B S SInaHRN. COM 02 X/
create a shortcut on the desktop ¥ CrsteShotce) n Deckir

Step 9: Open Microsoft Word.

Formak | Tools  Table Window  He

|A Font... <

Step 10: In the menu bar, go to “Format-Font.”

=7 Paragraph...

:= | Bullets and Mumbering. ..

Step 11: Scroll down to find “IDAutomationHC39M.”

Borders and Shading. ..

Fonk | Character Spacing || Text Effects |

Fonk: Font skyle: Sizes
[iDautomationHC39M Bold 10
Harringkon -~ Regular g -~
High Tower Text ~ | |Italic Q =]
IDAUEomationHC39M 10
Impack Bold Italic 11
Imprink MT Shadow ~ 12 b

Step 12: If you've found it, you have successfully installed the barcode font. If not,
please repeat the steps above.

Note: You only need to install the barcode font once. You do not need to repeat the
steps above each time you want to print barcode labels.

Search Student
Step 13: Log into PowerSchool. earch Students

®

View Field List “iew Function Lizt How to Search

Step 14: From the start page, under the

“Browse Students” heading, click “All.” Browse Students

AR CDEFGHTIIHKLM
wor

S
K1Z224567829
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Fee Functions

ID/Fasswaord Assignment
LOAF Directory Synchronization
List Students

bass Enroll in Classes

bass Print A Student Screen
Mext School Indicatar

C 5CHODOLS

Step 15: From the drop-down menu, select “Select
Students by Hand.”

Erint HEFIDI‘T Hold down the CTRL key to make multiple selactions
Print Mailing Lakels [Additional options only display for 300 ar fewer students, )
Cluick Expaort

Fe-Enrall in School

Feports Menu

Sawve Stored Selection

search By GFA

=earch By GradesfAftendance
search For Perfect Attendance

Ahadie, Ermesto
Ahrams, Ronnisha
Abrams, Wayneisha
Ahrica, Erendira
Ahzun, Samantha

Abhzun, Sindy Militza

A

Aceituno, Jairo
Aceituno, Janice Rosary

Aceituno, Ju:u:elin Yaness

Acevedn, Janete &
Acevedn, Jose
Aceves, Andres
Aceves, Edwin Alfonso
Aceves, Gregory D
Aceves, Jaime Alberto
. Jon Sebastian
Aceves, Joselyn
Aceves, Katherine
Acosta, Adam T,
Arcosta, Absaro A,
Acosta, Ay
Acosta, Analy
Acosta, Andy A
Acosta, Clara Lucia

@ selected 5@

O Fernove selected students

Selections

Note: If you’re printing labels for a majority of these students, click the students who

oelect Students By Hand

Step 16: Holding down the “Ctrl”
key, click the students for which
you’d like to print barcode labels.

Step 17: Click “Keep selected
students.”

Step 18: Click the “Functions”
button.

(£

you do not want to print labels for. Then, click “Remove selected” students, and click
the “Functions” button.
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Function

Attendance Change Step 19: In the middle of the screen, click the “Quick
Counselor's Screen EXpOH’” link under the “Function” heCIding.

Enrollrment Surmrmary

Export Using Template

Fee Functions Step 20: Copy and paste the following into the quick
IDfPaszsword Assignrnent exporf text box:

LOAP Directory Swnchronization

Lizt Students Last IName

Mass Create Farmily Links LClSi'_NCIme FirsE_I\Ia:me

Mass Enroll FirSf_Name grade lewvel

) student nurber
Maszs Enroll Special Program -

grade_level
Mass Print & Student Screen

_ student_number
Mext School Indicator

Print Reports

Print Mailing Labels

Step 21: Click the “Submit” button. ——

Step 22: Save the file to your desktop.

Step 23: Find the file on your desktop and right-

H H & VAL Mi-:rF FFic Infath
click on it. Choose “Open With” and then [ Pronet e Pt Manager
"] ” [ I AP R v
Choose Program.

Always use the selected program ko open this kind of file

Step 24: Check the “Always use...” box, click on Microsoft Excel, and click “OK.”

Step 25: When Excel opens, it should have four columns | E
of student data. Type “Barcode” in cell E1. In cell E2 Barcode
type the following: =*“*“&D28&"*” |:II*II&D2&II*II
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Step 26: Copy the formula from cell E2 into the remainder of the column.

Save As E
. . Savein: @ ekl w @~ | Q 7y EH v Tools~
Step 27: Click on “File-Save As.” - L@Mfm;m L
'._—J 'j My Computer

Step 28: In the drop-down menu select
“MS Office Excel Workbook” and click

the “Save” button. \

Step 29: Close Microsoft Excel.

My Recent
Documents

Iy Documents

'y Computer

s

%My Metwork Places
@ PalmDeskropivindl4e

MMy Metwork
Flaces

[52POF

G TEST

Fils |"student.export.text“ v| i Save 1
Save as bype: F'-'IiEl'lIl';lIlft Cffice: Cancel

Step 30: Open Microsoft Word.

Tools | Table ‘Window  Help

'? apeling and Grammar...  F7

ﬂ Research... A+ Click,
Step 31: In the menu bar, select Language ,
“Tools — Letters and Mailings — Mail Word Court...
Merge.”. Speech

Shared Workspace. ..

Step 32: In the right navigation bar, | Letters and Maiings > || Mail Merge. ..
under “Select document type,” Custamize. . show Mail Merge Tookbar
select “Labels.” Options. .. =1 Envelopes and Labels.,

Select document type

What type of document are wou
working on?

O Letters

() E-mail messages
() Envelopes

() Labels

() Directory

Step 33: In the bottom right-hand corner of your
screen, click “Next: Starting document.”

| > % Mext: Starting document
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Step 34: In the right navigation bar, click “Label options...” Change document layout
Click. Label options to choose a
label size.

Label Options

Printer information

> - Label options. ..

" Dok matrix
£+ Laser and ink jet Traw: IDeFault kraw { Automaticalky Selnj SfeP 35: NeXT to “Label Pl’OdUCTS,"
Label information select “Avery Standard.”
Label praducts: @ j
oduict oumber: abel information Step 36: Under “Product number,”
| Tweei Address select “5160-Address.”
E162Z - Address Height: 1"
5163 - Shipping . o
5164 - Shipping width: 2.63
5165 - Full Sheet Page size:  Letter (8 % x 11in) Step 37: Click the “OK” button.
5167 - Return Address ;I

Step 38: In the right navigation bar, select “Browse...” under  Use an existing list

IUse names and addresses from a
file or a database.,

the “Use an existing list” heading.

> [# Browse...

Step 39: Find and open the Excel file you created in Step 28.

P —

Filz name: | vl [New SOUFEe, ., ] [ Open ]

Files of type: |,.:.||| Files (*.*) w |

Step 40: When the “Select Table” window appears, click the “OK” button.

Select Table |z|

Mame Description | Modified Created Type o
student# exports 12:00:00 &AM 12:00:00 &M TAELE

< | &

——
First row of data contains column headers < i Ok D Cancel |
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Step 41: In the bottom right-hand corner of your screen, select
-~ ”
Next: Arrange your labels.

% Mext: Arrange your labels

Step 42: Under “Arrange your labels,” click on “More ltems.” —— = Moreitems...

Step 43: Select each field and click “Insert.” Then, click “Close.”

Your first tab will look something like this: —— | “Last_Mame» «First_Name»
wStudent Numbers «Grade_Levels

«Barcodex
Step 44: Insert a comma and a space between

the “Last_Name” and “First Name” fields.”

Step 45: Bold the “Last_Name” and “First_Name” fields.

Step 46: Hit the “Enter” key after the “First_Name” field, and type in “Student #:”
before the “Student Number” field.

Step 47: Hit the space bar 12 times after the “Student_Number” field, and type in
“Grade:” before the “Grade_Level” field.

Step 48: Hit the “Enter” key after the “Grade_Level” field.

. . . . F E | Tool Tabl imud Hel
Step 49: Highlight the “Barcode” field and click on |fma [foos Table window e
Faonk...
“Format-Font.” ol =
= Paragraph...
I :=  Bullets and Mumbering. ..
Preview
— 1D A U T D_ maTZlDO _N HECSZm named “IDAU'romcHionHC39M"
This is a TrueTwpe Fant, This font will be used an bath printer and screen,
and click “OK.”
o) (o] |
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Step 51: Click the “Update all labels” link.

Step 52: In the bottom right-hand corner, click “Next: Preview

& Mext: Preview vour labels
your labels.”

Step 53: Assuming the sheet looks good, click on “Next: Complete the merge” in

the bottom right-hand corner.
& Mext: Complete the merge

Step 54: Load Avery 5160 labels into the printer and click “Print.” —— 5 Print...




