Create Labels for Students that have their Alt ID and Barcode

1. Go to Report and Notices — Click on Schedule New Reports
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2. Click on the INFOhio tab, choose LBL: User Labels, Click Setup & Schedule at the bottom.
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3. On the Basic tab, change the Report Name field to LBL: User Labels for ISearch.
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4. Onthe User Selection tab, in the Library field, click the gadget and choose your library.
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5. Onthe Sorting tab, scroll to the very bottom and choose “library/teacher/name”. (Or your own

preference.)
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6. On the Label Options tab, check the two boxes: Show User ID Barcode Value, Show User Alt-ID Value.

Check the box to show your library name.
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7. The resulting label may be affixed to business card stock, index cards or anything else and then given to
the student to carry with them. This will have their 14 digit barcode and their alt ID below it.
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