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· Edline provides two ways to print parent/student activation codes.
· Superusers may either print activation codes for (1) distribution or (2) mail merge activation codes into a Microsoft Word document.
· Student and parent activation codes may be printed either together or separately.

Login to Edline and select Manage Users:

To print by class:
1. Choose “Print Activation Codes”
2. Choose “Grouped by class”, [Next]
3. Click “Show All” to show all classes
4. Click the “Select All” link to select all classes, [Next]
5. Choose “Group students and parents together”, [Next]

To print the entire school alphabetically:
1. Choose “Print Activation Codes”
2. Choose “Alphabetically by last name”, [Next]
3. Choose “Users who meet the following criteria”
4. Choose “User Type”, [Next]
5. Choose “Group students and parents together” or separately, [Next]

Select an option by clicking on the appropriate selection: 
1 As a web page I can print out
a) Choose [Print]
b) Print activation codes and cut for distribution

2 As data I can copy into a mail merge program
a) Click on [File], [Save As] in the Internet Explorer browser
b) Change the save location to either My Documents or some other location easy to find
c) Enter a file name
d) Click [Save]

Microsoft Word 2007 Merge Instructions

1. Open the mail merge letter (SDPBC Parent Activation Letter.doc) in Microsoft Word
2. Select “Mailings” tab on the ribbon
3. Select “Select Recipients”
4. Select “Use Existing List”
5. Click [Open]
6. Edit merge field(s), if needed
7. Select “Preview Results”, check data prior to printing
8. Select “Finish & Merge”, “Print Documents”
9. In “Merge to Printer” box, select “All”, click [OK]
10. Printer dialog window will appear, select printer to print merged letters
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