Edline – Printing Parent / Student Activation Codes

Two ways to print activation codes:

Note: as this is a web based application remind users to be patient and that NEXT is understood at the end of each step. Also before you print to the printer review your results on the screen.

Each way begins with the Super User going to the “Manage User” section:

1. Choose “Print Activation Code” (located below list of first 50 users)

2. Choose “Grouped by Teacher”

3. Choose Teachers, you can choose select all or select multiple or single users by clicking in box next to their name.

4. Choose “Group Parents and Teachers Together”  

5. Now you have two options: (1) a web page (2) mail merge

6. Choose Print (prints to the screen for your review) 

If you choose web page

1. The next thing you will see is a screen with name an activation codes

2. You then need to use your browser (File, print) to print page or pages

You are done – multiple people per page – cut up and distribute.

NOTE: the Mail Merge Method below provides a more professional looking document but the first time through takes additional time. Some may want to use this just for the parent activation process for form letters or labels. 
If you choose mail merge

1. Choose “Select All” from the Edit Menu

2. Then select “Copy” from the Edit Menu

3. Open Microsoft Excel to a new spreadsheet

4. Select  “Paste” from the Edit Menu in Excel

5. Select “Text to Columns” in the Data menu in Excel

6. Select “Delimited” leave everything else blank

7. Select “Comma” 

8. Select “Finish” and Save file 

Now to Merge Word Document
1. Open your school’s Word Document provided  for Activation Codes

2. Go to “Tools” and choose “Mail Merge”

3. Menu will appear, #1 Create: choose Form Letter then Active Window

4. #2 Get Data: choose Open Data Source then choose the Excel File you created, Open and select entire spreadsheet

5. #3 Merge: select Merge

6. Go to Browser and print

You are done:  one activation code per page with instructions will be printed

