Data Mining — Address Labels

This document will explain creating address labels from a Data Mining report for all active
students. Data Mining allows you to create reports that pull data from multiple areas of
Skyward (profile, family, scheduling, grading, etc.)

1. Navigate to Students -> Students -> Data Mining

You can pull Address Labels from an already existing report or create a new template. If
using an existing template, you can skip steps 3-7.

3. Click Add to Create a new data mining report
Setup your Report Information
a. Name your report (i.e. Active students)

b. Select student ranges. In this example we will select All Active students in the
current default entity

* Report Name: |Active Students Save and
* Report Title: |Active Students - * pdiget
S Temporary Report - Automatically deleted arter 24 hours of creation Save
Report Orientation: ® Portrait O Landscape O Include Parameter Page fack
I Student Status: Q. Active O Inactive O Both I a Show Counts Only

Student NY Status: O Active O Inactive @ Both U include GRG Page
Excel Export: ® Use Default Field Lengths O Use Template Field Lengths & Limit U.S. Zip Codes to 5 digits @
I Default Entity: ® vyes O No O Both I S
Student Class Status: @ Active O Dropped O Both

5. Click Save and Add Fields
6. Add Fields

a. For address labels, the data mining report must at least contain Other ID or
Name

i. Inthis example, we will add Last name and Other ID
b. There are 2 ways to find fields:

i. Use field selection to find the field based on where the data is keep in the
student profile screens. l.e. Last Name is found under General -> Profile.
Double click General, Double click Profile, Double Click Name, and Double
Click Last Name. This will place the field in the “Fields on report.”
**All field lists in the Field selection are in Alphabetical order **
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ii. Use the Field Search Option
1. Search for Other ID, double click to add to Fields on the report

O Field Selection | ® Field Search

Field Search |
Field Lookup: fother D] ] ‘

#* Type 3 Text Characters to Start Search **

Available Fields
lOther ID [Profile] 1

Selected Field Location
General
Profile

Selected Field Fields on Report ;
Etu:‘lent Last Name [Frofile]

ther ID [Profile]

Description: Other ID

7. Once your fields are selected click Save and Back.
8. Navigate back to Students -> Students -> Data Mining
9. Highlight the report you created, and click Address Labels on the right:

<4  Data Mining & v A B @ 5y ravortesy ] New Window €5 My Print Que

Repart to Disply:
Views: [Report Information  wv| Filters:[ *A11 Reports v b ARy Add
I [S |Defaut | C | P RIR Edit
Report Name & Report Title Favorite Created By Editable | S |S  Entity o P w| 0 Delete
1» 1
2 » 1 Clone
3 P Active Sth Graders Active 9th Graders w TRAINUSE000 Y N A Both 55 P 1 i"g‘ﬁ'o
4 b Adive Students Active Students # | TRAINUSE000 [N [a [Both [ | [ e1]p [ ] Records
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10. Click Add to Add a new label template.

11. Select how you would like your address label to look (i.e. Parent or Guardian of: or
Guardian of).

12. Select who the label will be printed for (i.e. Family 1 and 2, or Family 1 only)

13. As you make label setup options you will see the Label Appearance update in the
bottom right of your screen

14. Select the Label Setup button to find your type of label (i.e. Avery 5160).

| Address Labels Maintenance JA )
‘ Template Settings Save
1 * Template Description: 5160 | Sa;?;nd

(O share with other users in entity 010

, Label Setup
O print Greenbar Q‘ Back

Address Label Setup S
@ Line 1 Line 2
; O Student's Name None - Following Line(s) Will Be Moved Up
Q Guardian of (Student's Name) Student's Name
® parent or Guardian of Guardian of (Student's Name)
| O First Parent or Guardian's Name First Parent or Guardian's Name
||| O First and Second Parents or Guardians' Name Family Title
1| O Family Tite

O To The (lastname) Family
O Generic  Resident

mabel Options @Label Appearance

Name Order: @ First Last O Last First PARENT OR GUARDIAN OF
Family Number: to JOHN DOE
All Uppercase 5233 COYE DRIVE
’ PO BOX 123
Use Mailing Address If Available STEVENS POINT WI 54481

O 0nly Families Receiving Report Cards
m] Only Families Receiving Forms
O pane Rrask an Primary Gart [7]



15. Select the type of Label you are printing from the dropdown options.

16. Leave all other Overrides and settings as defaulted.

17. Click Save
Label Options

A N ISR~

Label Export Options

® Skyward Labels: | Stk Mailing Lzr Avery 5160

4=Q

O MS Word (This option will generate a csv file that can be used for a merge)

Save
O=F >

mretvemides
Number of Labels Across:
Number of Positions to Indent:

Number of Labels per Person:

Start With Label:

Label Sort Order: |0r‘der Created

dneivelBefraietonivg
Margins Label Dimensions Pitch Number of Labels
Top: 2 Height: 5 Vertical: i Across: 3
Side: 0 Width: 30 Horizontal: 3 Down: 10
“Fageserap
Lines Per Inch: 6 1pi - Normal ~  Label Type: Laser v
Char Per Inch: 12 cpi - Elite v Orientation: Portrait “

18. Click Save and Print

**Only the students on the data mining report will get labels.**
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