Printing nametags:
Requires labels same size as Avery 5163, or 2 in. x 4 in.  We purchase Office Depot brand.
Also requires the Andy Bold font.  It can be downloaded from our website.
1.  Open Publisher and find where you have stored the file "FSnametags5163.pub", open the file.  After the first time you do this, it will warn that it will open the file "firstclass.txt" and asks if that is ok.  Say yes (even though you don't have that file, but it thinks it's still looking in my computer.  The steps below will redirect to the new file you will create on your computer).  
2.  Go to the co-op site, login.  At the top, click on Data Export.  Select the "Individual Records", and then select "Attend Friday School".  It will bring up a page of names and information.  Select all the info there (Click anywhere in the page and then Control-A), then copy (Control-C).

3.  Go to your Start menu>All Programs>Accessories>Wordpad.  Wordpad is a miniature word processor.  On the new page there, click anywhere and then Control-V to paste the information.  Then save, and save the document in text format as "nametags.txt", in the same folder where you have stored the " FSnametags5163.pub " file.  

4.  Go back to publisher, with the " FSnametags5163.pub " file open.  At the top menus, choose Tools>Mail and Catalog Merge>Mail and Catalog Merge Wizard.  On the left of the screen, then the wizard appears.  Be sure that "mail merge" is selected, rather than "catalog merge"  At the bottom you see "Step 1 of 5", click on "Next: Select Data Source"

5.  At that screen, choose "use an existing list".  It will let you browse and open the file "nametags.txt".  It will bring up a small window called "Text File Connection Parameters".  Of the first three choices, select "Other", and in the window to the right type in a | mark (shift and the key above your Enter key).  Be sure that "First row of data contains column headers" is selected.  Click OK.  It will bring up a window "Mail Merge Recipients".  In that window, you can sort the list by "Home ID", making it easier for you to keep the families together (many families with foster children with different last names).  Click on the words "Home ID" at the top of the list.  Then click OK.
6.  You should then see a nametag in the screen with one name filled in.  It will only show one label there, even though it is planning to print multiples on the page.  The next step below is "Create your publication" which has already been done, so ignore it and go choose File>Print Merge.  The resulting screen will allow you to "Print two rows as a test".  Try that on plain paper.  If it works, put your labels in the printer and then print the lot.  
7.  Cut labels apart and staple them together in family groups, stacking them alphabetically.  Either staple or paperclip the labels by families (remember, some children have different last names than the parents). At Friday School, lay them on the table in alphabetical order or put them in your family folders. 

If there are any new families that enroll the first (or second even) week (there always are!) or any corrections to be made, follow all these steps again.  

After all corrections are made, you can skip steps 2 through 5.  Instead, go to the file menu, and there select Print Merge.  Then go to step 6.  
Thank you! 

