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Printing Student Address Labels





Log Onto SMS


Click on Reports
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3) When the next page opens up, Scroll Down until you see Student Mailing Address Label and Click on it.
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4) This window will pop-open. Click on the Down Arrow to expand the menu on Output Options.
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5) When this window pop-up click on the Dot beside Adobe Acrobat





6) Click on Run Report





NOTE:  PLEASE BE PATIENT!!! THE REPORT MAY TAKE A WHILE TO RUN!! DO NOT CLOSE THE WINDOW OR YOU MAY LOCK UP THE PRINTING QUE. If it is taking longer than 15 minutes please call the ET.





7) You should see a window stating that it is “Generating Reports.” While the report is working, load your printer with the mailing labels.





8) You should see a window with your student addresses on it. Click on the Print Icon to print out the labels.





*Note you will need the Avery Mailing Labels 5160 to print out the labels.
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