Printing Activation Codes for Edline Training

Modify the ‘Teacher Set Up Merge Letter’ for your school and save

Log on to www.edline.net as a Super User

Click ‘Manage Users’

Click ‘Print Activation Codes’

Select ‘Grouped alphabetically by last name’

Click ‘Next’

Select ‘Users who meet the following criteria’

Select ‘Teachers, Administrators, and Staff’

Click ‘Next’

Select ‘As data I can copy into a mail merge program’

Click ‘Print’

A text data page appears.  Select ‘File, Save As, and name it (School Name) staff data

Open your Teacher Set Up Merge Letter

Click ‘Tools, Mail Merge’

Click  1)    ‘Create’

Select ‘Form Letters’

Select ‘Active Window’

Click  2)    ‘Get Data’

Select ‘Open Data Source’

Select your saved (School Name) staff data file 

Click ‘Open’

Click  3)    ‘Merge’

Select ‘New Document’

Print

