
To Print Extra Mailing Labels

1. Click Stored Searches 

 

 

2. Click Run Search next to the specified grade level

 

3. The current selection will display the students that have the Extra Mailing field populated.

number displayed 

 

4. From the drop down under the 

To Print Extra Mailing Labels 

Click Run Search next to the specified grade level 

The current selection will display the students that have the Extra Mailing field populated.

under the list of students, select PRINT MAILING LABELS 

 

 

The current selection will display the students that have the Extra Mailing field populated.  Click the 

 

 



 

5. Choose the label  

6. Click SUBMIT 

7. View completed job from Report Queue

 

View completed job from Report Queue 

 


