Mailing Labels and EDDIE

EDDIE enables you to select the data to be printed on your mailing labels. After you have
selected and saved the data, use your own mail merge in Microsoft Word, or other
program or utility, to layout and print the labels.
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The EDDIE application is located at: http://apps.schools.nc.gov/eddie
EDDIE information is online: www.ncpublicschools.org/fbs/accounting/eddie/

The names and addresses are entered in EDDIE by the LEAs and charter schools.
Contact the LEA, school, or charter school to report errors or omissions.
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Basic Instructions
To select data for mailing labels go the EDDIE application. You do not need to log in.

In EDDIE, on the Welcome — Main Menu screen, in the blue box, under Reports Menu
choose either:

e Mailing Labels — LEA (central office staff)
or
e Mailing Labels — School (principals, charter school directors)

e Make selections for your Mailing Labels in EDDIE.
e Save the generated file (suggestion: on your desktop) as Excel or CSV and close it.
e Open a new, blank document in Word.

e Follow the instructions at the end of this document for Mailing Labels using MS
Word 2003 or Word 2007.

o If you don’t have either Word 2003 or Word 2007, use your search engine
(Google, Bing, etc.) to search for instructions on how to mail merge, or create
mailing labels, with the name of the product you want to use.

Please read the detailed instructions below. If you have questions about EDDIE, email
eddie@dpi.nc.gov. Please do not contact EDDIE for questions about using mail merge or
how to print labels.

Detailed Instructions
e Keep reading! Scroll down or click on the bookmarks to the left.
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LEA LABELS

Use LEA labels for mailing to central office staff at the Local Education Agency (LEA / school system) level.

A) Mailing Label Type

Read Option 1 and Option 2 in the table below. Based on your needs, use the drop-down box in EDDIE to
choose a type. Use the table to help choose the type of labels you need.

Choose Option 1 or Option 2:

Type

Fields printed on the Mailing Label

Option 1. Create labels for LEA positions
provided in EDDIE.

Positions in EDDIE:

e Superintendent

e Asst. Superintendent
e Assoc. Superintendent
e Academics

e Accountability

e Career Technology

e Child Nutrition

e Exceptional Children

o Facilities

e Finance Officer

o NCWISE Coordinator
e Personnel Administrator
e Public Information

e Technology

o Titlel

e Transportation

Note: if an LEA has not entered a person’s
name for a position, a name will not appear in
your list.

Select either Name
First Class oo
(Default) Al
Address
City, State, Zip
Or Select Name
Courier Position
LEA Name
(Courier is used by | City

State Agencies)

Courier Number nn-nn-nn

Option 2. Create labels for LEA central
office positions NOT provided
in EDDIE. Names of
individuals are not available.

You type in a title or position.
(Note: Disregard instruction -then click
“GENERATE” button.)

Title examples:

e Director of School Improvement
e Auxiliary Services Office
e Athletic Director

Select either
Generic First

Class
And enter a title

Title

LEA Name
Address

City, State, Zip

Or Select

Generic Courier
And enter a title

(Courier is used by
State Agencies)

Title

LEA Name

City

Courier Number nn-nn-nn

If you chose Option 1: either First Class or Courier, proceed to B.

If you chose Option 2: either Generic First Class or Generic Courier, skip B and proceed to C.
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B) LEA Personnel Selection Options

EDDIE has provided positions (titles) from which to select (e.g. Superintendent, Child Nutrition,
Technology, etc.) If the position you need is not in the box, go back to Step A and use Option 2, the
“Generic” option and type in the position or title you need.

Use the box on the right to indicate which positions (titles) to choose. If you want labels for all of the
positions, click on the double arrow to move everything to the right side. If you don’t need everything,
click on the individual position(s) you want on the left to highlight them, then use the single arrow to
move them to the right.

C) LEA Operational Status

Use the drop-down box to choose:

e Both (Open and New)
e Open (Has been operating for at least one school year)
e New (First year of operation)

D) LEA Name OR Number Selection Options

Use either box to indicate which LEA Names OR LEA Numbers to choose. If you want all of the LEAS,
click on the double arrow to move everything to the right side. If you don’t need labels for all of the
LEAs, click on the individual LEA(S) you want on the left to highlight them, then use the single arrow to
move them to the right.

After you have made your selections:

GENERATE Using Above Selection Criteria

e Click on the button labeled “GENERATE Using Above Selection Criteria“. A list will appear on
the lower portion of your screen. You may have to scroll down to see the list.

e Your results will be based on choices made in steps 1-5. If they don’'t seem correct, double-
check and change your selections.

e You can click on the column headings to sort the list, or you can sort it after you download and
save it.

e To download it, scroll down to the end of the list and click on CSV_Output.

e If you get a pop-up box, please click on Open to open the file. A spreadsheet will open in
comma separated values (CSV).

e Near the top of the spreadsheet, click on File then Save As. Choose somewhere on your
computer to save the file (suggestion: on your Desktop). Choose a File Name and change the
Save as Type to your preferred format (i.e. Excel or CSV).

e Check your results to ensure you got the data you expected. You may have to delete LEAs you
don'’t need, such as LEAs for federal schools or other state agency schools.

e Close the spreadsheet.
e Open a new, blank document in Word.

e Follow the instructions (scroll down or click bookmarks on left) for Mailing Labels using MS Word
2003 or 2007. If you don't have either Word 2003 or Word 2007, use your search engine

(Google, Bing, etc.) to search for instructions on how to mail merge, or create mailing labels, with

the name of the product you want to use.
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SCHOOL LABELS

Use School labels for mailing to school principals and/or charter school directors.

Note: DPI does NOT provide data for mailing labels addressed to individual teachers by name.
1) Mailing Label Type

Read Option 1 and Option 2 in the table below. Based on your needs, use the drop-down box in EDDIE
to choose a type. Use the table to help choose the type of labels you need.

Choose Option 1 or Option 2: Type Fields printed on the Mailing Label
Option 1.
To create labels for school Nam_e
positions provided in EDDIE. Position
. . First Class School Name
Positions provided: Address
¢ Principal City, State, Zip

o Director/Principal of Charter School

Option 2.
To create labels for school
positions NOT provided in EDDIE.

You type in a title or position. )
(Note: Disregard instruction -then click Title
“GENERATE” button.) Generic School Name
Title examoles: First Class | Address
pies. City, State, Zip
e 3rd Grade Lead Teacher
e Biology Teacher
e Math Department Chair

e School Counselor

If you chose Option 1: First Class, proceed to 2.
If you chose Option 2: Generic First Class, skip 2 and proceed to 3.

2) School Personnel Selection Options

Use the box on the right side to indicate which title or titles to choose. If you want both of the titles, click
on the double arrow to move them to the right side. If you don’t need both, click on the title you want on
the left to highlight it, then use the single arrow to move it to the right.
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3) School Status

If you need clarification regarding these terms, click on the blue text in EDDIE.

Use the drop-down boxes in EDDIE to choose:

Operational Status

(o}
(o}
o

Both (Open and New)
Open (Has been operating for at least one school year)
New (First year of operation)

School Designation

(o}
(o}
o
o
(o}

All

Charter

Federal

Other (i.e. other state agency schools)
Public

School Schedule

(o}
(o}
(¢}
o

All

Block
Quarter
Semester

Extended Hours

o
o
(o}

All
Yes
No

School Calendar

0

o
o
o
o

All

Modified

Traditional

Traditional and Year Round Combination (schools that offer two or more calendar types)
Year Round

4) Grade Levels

Check the box or boxes for the grade levels you want. If you don't check any, you will get all grade
levels. If you need clarification regarding the meaning of the grade levels, click on the blue text in

EDDIE.

Grade Match Condition (use if Grade Levels are checked):
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AND - All of the grades checked in the selection parameter must be in a school’s record for it to

be considered a match.

OR

- If ANY of the grades checked in the selection parameter are in a school’s record it is

considered a match.
Choose carefully! “AND” is very restrictive, “OR” will give you more schools.
This "AND/OR" parameter is ignored if no Grade Levels were selected.
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5) School Selection Options

You may have to scroll up and over to the side to see these options on your monitor / screen.

A)

B)

C)

Indicate by LEA. Your results will include all applicable schools (based on choices made in
steps 1-4) from those LEAs.

Indicate by Charter School(s). Your results will include all applicable charter schools (based on
choices made in steps 1-4).

Indicate the LEA, and then choose individual schools within that LEA, results are based on
choices made in steps 1-4.

Use the boxes to indicate which LEA Names, Charter Schools, and/or individual schools to choose. If
you want all of the choices in a box, click on the double arrow to move everything to the right side. If you
don’t need everything, click on the name(s) you want on the left to highlight them, then use the single
arrow to move them to the right.

NOTE: Try not to make selections in both A and C at the same time as they may conflict, use one or the

other.

After you have made your selections:
GENERATE Using Above Selection Criteria
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Click on the button labeled “GENERATE - (always click here after making selections)”
A list will appear on the lower portion of your screen. You may have to scroll down to see the
list.

Your results will be based on choices made in steps 1-5. If they don’t seem correct, double-
check and change your selections.

You can click on the column headings to sort the list, or you can sort it after you download and
save it.

To download the list, scroll down to the end of the list and click on CSV_Output.

If you get a pop-up box, please click on Open to open the file. A spreadsheet will open in
comma separated values (CSV).

Near the top of the spreadsheet, click on File then Save As. Choose somewhere on your
computer to save the file (suggestion: on your Desktop). Choose a File Name and change the
Save as Type to your preferred format (i.e. Excel or CSV).

Check your results to ensure you got the data you expected. You may have to delete schools
you don’t need, such as federal schools or other state agency schools.

Close the spreadsheet.
Open a new, blank document in Word.

Follow the instructions (scroll down or click bookmarks on left) for Mailing Labels using MS Word
2003 or 2007. If you don't have either Word 2003 or Word 2007, use your search engine
(Google, Bing, etc.) to search for instructions on how to mail merge, or create mailing labels, with
the name of the product you want to use.
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Mailing Labels using MS Word 2003

After the EDDIE report has been generated in the CSV file; open the CSV file
and remove all columns that have no data. Then save the file.

Step 1 of 6

1. Open MS Word 2003
2. Click the Tools menu.

3. Highlight Letters and Mailings.

4. Choose Mail Merge.

5. Click the Labels radio button.

6. Click “Next: Starting document”.

T} pocument2 - Microsoft Word El@l@\
Edk Yew [nsert Fomat Jook Table Window Help Type 4 question for help (3 X
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Select document type
What type of documert are you
working on?

O Letters

) E-mail messages
TR

@ Labels

) Directory

Labels

Print address labels For a graup
mailing.

Click Next o continue.

% Nexk: Starting document




1. Click Label options.

Step 2 0f 6

2. Choose the type of label to be used.

3. Click OK.

Label Options

Printer information
() Dot matri

(®) Laser and ink jet Tray: |Default tray (Default tray) v

Label information

Label products: | Avery standard

4|

Praduct number:
- Card
- File Folder
- Name Badge:

- Diskette
- Diskette

T

Labed information

Type:
Height:
Width:

Delete

Page size:

Address

™

263"

Letter (8 4 x

11in)

Cancel

Select starting document
How da you want ta set up your
maiing labels?

Use the current document
(&) Change document layout
© Start from existing document

Change document layout

Click Labe| options to choose a
_Fﬂ_ha el Size

2 Label options...

4. Click “Next: Select recipients”.

1.

2.

3.

4.

Click Browse.

Click Open.

Step 30of 6

Navigate and select the appropriate file.

Ensure the radio button to the left of “Use an existing list” is chosen.
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% Nexk: Arrange your labsls

5. When the Select Table window appears; ensure there is a check next to “First
row of the data contains column headers”.

—
Mail Merge Recipients |X|
To sort the lisk, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by citw, click the arrow next ko the column heading, Use the check boxes ar
buttons to add or remove recipients From the mail merge,
Lisk of recipients:
Linel =| Line2 =| Line3 =| Lined e

(%] [ Director... | Alamanc... | 1712 va.. E

Alexand,.. 7F00Lle.. Taylors...

Direckar..., Allegha... &5Peac... Sparta...

Direckor,..,  #AnsonC... 320Ca... ‘Wadesb..,

Direckar,.. Ashe Co... PO Box ... Jeffersa..,

Direckor... Ashebor... PO Box... Ashebor...

Direckor...  Ashewill... POBox ... Ashevil...

Direckar,,., &very C... 775 Cra,, MNewlan...

Direckar,.. Beaufor... 321 Sm... ‘Washin...

Direckor... Bertie ... POBox 10 ‘Windsor..,

Direckor... Bladen ... POBox 37 Elizabet...

Direckor...  Brunswi... 35Refe... Bolivia M.,

[l Dirertor Euncom 175 Rin Asheill N
[ Select Al ] [ Clear all J [ Refresh ]

[ Eind...

] [ Edit...

] [ Yalidate ]

6. Click OK.

7. Click “Next: Arrange your labels”.



Step 4 of 6

1. Click More items... at the top of the task pane.

2. Click Insert to insert all the fields that will be included on the label.
(List will be made of the column headers from the CSV file.)

T4 Document3 - Microsaft Word

Type a question for help (%1%
| e
R —
[=] RN L B Cd 5. . mH 6 I . 8 i MEiEiiii - x
Arrange your labels
€2 IF you have not already done 5o,
[ [ Iay oLt your label using the first
- p [abel on the shest,
«LinelsaLine2p«Line3s«Lineds dMNezt Recor, JiErer il ‘il «Linely To add recipient information to
Insert: yaur label, click alacation in the
. = first |abeel, and then dlick one of the
O tiddress Fields () Database Fields i
Bl 3 Address block...
Line1
«Next RecordsaLine In «MNext Becor I[:::g «Linely BlELnalibe
-} Sectoric pastage. .
Il Postal bar code.
I =] Mare items... I
When you have finished arranging
«MNext RecordnaLine 1» «MNezt Recor, «Linels yaur label, click Mext, Then you
can preview sach recipient's label
and make any individual changes.
Replicate labels
- Yau can copy the layout of the Firsl
Match Fields. .. nsert Close T
il «Iext RecordpaLine 1y «Mezt Recor, e «Linely page by clicking the button beow,
i Update al labels
«Next RecordsaLine In «Mext RecordsuLinels «Mexzt RecordneLineln
@ Hexk: Preview your labels
seE|zw4¢
Vprawr g ‘n&tgﬁhapesv NN OO A
Page 1 Sec 1 111 AL 0.8"

B
ln1l Cols

s Galect cocilent
|
=7

& B0 0V 101w

3. Click Close after inserting all the necessary fields.

4. After inserting all of the items; they will appear to be side-by-side on the same

row. This can be adjusted in the blank label before moving to the next step.
Insert your cursor between each line and enter to move the line down.

5. Click the “Update all labels” button.

All the labels will have the same layout as the label where the spacing
changes were made.

6. Click “Next: Preview your labels”.



2l Document3 - Microsoft Word
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Step 50f 6

Director Academics
Alamance-Burlington Schools
1712 Vaughn Road
[Burlington NC 27217-2916

Director Academics
Alexander County Schools
700 Liledoun Road
Taylorswille NC 28681

Director Academics
Alleghany County Schools
85 Peachtree Street

Sparta NC 28675-9210

Director Academics
Anson County Schoels
320 Camden Road
Wadeshore NC 28170

Director Academics

Ashe County Schools

PO Box 604

Jefferson NC 28640-0604

Director Academics
Ashebere City Schools
PO Box 1103

Ashebore NC 27204-1103

Director Academics
Asheville City Schoels
PO Box 7347

Asheville NC 28802-7247

Director Academics
Avery County Schools
775 Cramberry Street
Newland NC 28657-1360

Director Academics
Beaufort County Scheols
321 Smaw Road
Washington NC 27889-3837

Director Academics
Bertie County Schools
POBox 10

Windsor IC 27983-0010

Director Academics

BEladen County Schools
POBox 37

Elizabethtown INC 28337-0037

Director Academics
Brunswick County Schools
35 Referendum Drive
Eolivia NC 28422

Director Academics
Buncombe County Schools
175 Bingham Road
Asheville NC 28806-3800

Director Academics

Burke County Schoels

PO Drawer 589

Morganton MC 28680-0389

Director Academics
Cabarrus County Schools
PO Box 388
Concord NC 28026-0388

Director Academics
Caldurall Cannte Sehaale

Director Academics
ammden Cannty Sehasle

Director Academics
(arterat Canntw Puklie Qehanls

Type a question for help 1w (X

e -

Preview your labels

Some of the merged labels are
previewed here. To preview
another label, cick one of the
following:

Recipient: 1
I3, Find a recipiert...
3

Make changes

Vou can als changs your recipient
lisk:

[ Edit recipient list...

When you have finished
previewing vour labels, dick Next
Then you can print the merged
labels or edit individual labels ta
add personal comments,

| step5of6

% Hext: Complete the merge

& Previaus: Arrange your labels

swE|lzwe E7
[ b | Auoshopes - N % 0O =]
Page 1 Sec 1 111 At 1" tn4 Coll

1. Ensure that the labels are formatted properly.

If changes need to be made to the labels:
a. Click “Previous: Arrange your labels”

b. Make the appropriate changes to the labels.

c. Click “Next: Preview your labels” to verify the changes to the
labels. (You will only see the 1% page of the document)

2. Click “Next: Complete the merge”

Step 6 of 6

1. Click Print to print the labels. (Make sure your label paper is in the printer)

Type 5 question For hel

El

Complete the merge
Mail Merge is ready ta praduce

vour maiing labels

ieels To personalize your lsbels, dick
“Edit Indivicual Labels.” This wil

° ment with your
merged labels, To make changes to
all the labels, switch back to the:

s

1103 9 Edit individual labels.

ols

2-3937

hools

ols

388

Step 6 of &
[ @ Previous: Preview your labels




Mailing Labels using MS Office Word 2007

1. Click on Mailings tab.

;ﬁj.i) H9-0 7

Home Insert Page Layout References Mailings Review View

Ciocume

Add-Ins

2. Click Start Mail Merge.
[ o920 7

Home Insert Page Layout References Mailings

e

Select Edit Highlight Addi
Recipients = Recipient List || Merge Fields Blo

Start Mail
Merge =

Envelopes | Labels

Create

art Mail Merge

3. Click Labels...

e TeToTT — —
Merge = |Recipients = Recipient List || Merg
=] | Letters

(=1 | E-Mail Messages
=1 Enyelopes..

|[_|] Lgbels...r\
g Qirn&:::tu::ur‘_n.rh‘E

ﬂ_? MNormal Word Document
y
(=3

Step by Step Mail Merge Wizard...

4.  Select the appropriate Label Options, and then click OK.

Label Options

Printer infarmation

) Continuous-feed prinkers

{3_} Page prinkters Tray: |Bypass bt

Label infarmation

Label vendors; !.ﬁ.very 115 Lekter |
Praduct number:; Label infarmation
5143 Al Type: Easy Peel Mailing Labels - Fill &crass
| gi:g Height: 1"
5159 Page size: 85" % 11"
S0

[ Details. .. ] [Mew Label... ] Dielete [ O, ] [ Cancel




5.

8.

Click Select Recipients.

|"fﬁﬂ H % u v
} ~_ i3

Home Insert

Page Layout

Envelopes Labels Start M4l Select

Create

Click Use Existing List.

= = =

TEITT TTTETTITTIT

Recipients =| Recipient List || Merge Fields
E Type Mew List...

Use Existing List... [

85 select from Qutlook Clntacts...

Select Data Source

Locate and open the CVS/Excel document you saved from EDDIE.

9
Compuker

%My Metwork
Places

Look in: | My Data Sources M | @ @ X uE-
7 My Recent [:|+C0nnect ko Mew Daka Source
Documents D FhewSQLServerConnection
@ Deskiop
aw
Documents

File narne: i|

Files of type: |AII Data Sources

=

Tools -

. | Mew Source. .,

] [ Cancel

]._

You might get this box: (if you don’t get this box, skip to step 9)

Select Table

Description
'EDDIE C5Y_Mailing_Label_Cutputd!

£

Modified
12:00:00 AM

Created Twpe
12:00:00 AM - TAELE

Firsk row of data contains column headers

a. Verify “First row of data contains column headers” box is checked.

b. Click OK.




9. Click Insert Merge Field.

Mailings Review View Add

Highlight Address Greeting]Insert Mergg
erge Fields Elock Line

Write & Insert Fields

10. Verify Line 1 is highlighted and click Insert. Repeat process to insert Lines 2 — 4
(or as many as you need).

Insert Merge Field

Inserk:

i) Address Fields (%) Database Fields
Fields:
Line2
Line3
Liret
Lines
Linet

Match Figlds. . ] I Insett ] [ Cancel ]

Your screen should look similar to this:

«linel»«line2»uline3»«linedsaline5» «Mext Records» «MNext Records»
«Next Record» «Next Record» «Next Record»
«Next Record» «NextRecord» «NextRecord»




Move each line to a separate row:

«Linel»
«Line2»
«Line3»

«lined»

«Next Record»

«Next Record»

«Next Record»

aNext Record»

«Next Record»

aMavt Rarards

Click Update Labels.

#Mavt Barnrdw

|
Hd-Ins Design

%] Update Labels

Layout
=P Rules ~ @ H 4 ij
4 Match Fields Find Recip|
Preview

Results | = Auto Chec
Preview Resul|

Your screen should look similar to this:

aMavt Barards

«linels»
«Line2»
«Line3»

«Lineds»

«Next Record»«Linel»
«Line2»
«Line3»
wLined»

«Line5»

«Next Record»«Linel»
«Line2»
«Line3»
«Linedw»

«Line5»

«line2»
«line3»

«lined»

«Next Record»«linel»

«Next Record»alinel»
«Ling2»
«Line3»

«linedy

«Next Record»ulinel»
«Line2»
«Line3»

«lined»

«line2»

al ina2w

«Next Record»«linels

«MNext Record»alinel»
«Line2»

wlina2wn

«Next Record»ulinels

«Line2»

alinaw




12.

13.

14.

15.

Click Preview Results. (You will only see the 1% page of the document)

Hd-Ins Cresign Layout

2P Rules ~
4% Match Fields

Preview
\#] Update Labels | pesuits || S Auto Chec

Preview Resull

You may not see all lines in each label; the next steps will fix that.

Click and drag your cursor to the end of the document to highlight the entire

document.

Click the Home tab.
!;.ﬁ;'-!\.'l H EJ' - ,‘j -

i

. Insert Page Layout
J‘ I 3205 Times Mew Rom
~— 34 Copy

Paste -
- ¥ Format Painter sl

Clipboard ]

Click Line Spacing Options.

t=-[ 8- -] [ 1hormal NG

1.0
W || 115
1,5
2.0
2.5

2.0

Line spacing COptions..
r\\ v

Add Space Before Paragraph

=M 15

Remove Space After Paragraph




17.

18.

19.

16. Change the Spacing to zero (0) and click OK.
Paragraph

Indents and Spacing | Line and Page Breaks

General

Alignment: iLeFt W i

outline lewel: I Body Text w |

Indentation

Left: [0 B Special:

=
: | ] |
Right: (o.07"  |& | (none) w | | e
rSpan:ing
Before: iLEI pk ;';_| Line spacing: ak:
9 &fter: iLEI pk ;';_| |Siru;||e v| || =
[ ] Don't add space between paragraphs of the same style
Preview
et O TR
[ Tabs... ] [ Default,.. ] [ 4 ] [ Cancel ]

Click the Mailing tab at the top of the page. If you want to, click on Preview
Results. (You will only see the 1% page of the document)

Click Finish & Merge.

Layout
. ‘}} Find Recipient i Dl
Preview Finish &
Results | S Auto Check for Errars || perge -
Preview Results

Click Print document. (Make sure your label paper is in the printer)
e
Merge =

=

Edit Individual Documents...

i3 Print Documents... I} ]

£y Send E-mail Messages.‘.}.
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