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OHIO'S PreK-12 DIGITAL LIBRARY

Printing Student Barcodes with each class of students starting on a new page.
The INFOhio report, LBL: User Labels, can be set up to run once to create barcode labels for all your
students with each class of students starting on a fresh page based on either their homeroom or teacher.
A sample for each option can be found at the end of these directions.
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1. Under REPORT AND NOTICES R d Noti 1
. rt t
2. Click on SCHEDULE NEW REPORTS SPOr- ane morices
3. On the INFOhio tab Report Session T
4. S . & Schedule New Reportse CAS : Age of COHeCtIOh
. Select LBL: User Labels CAS : Value of Collection
5. Either % Scheduled Reports CAT : Reports for Consolidation
. Finished Reports CAT : Shelf List
Double click on the report CIR - Active Loans
Or CIR : Overdues and Notices
Click SETUP & SCHEDULE button CIR : Receipts
LBL : Dumb Labels
LBL : Item Labels
LBL : User Labels ' 4
PAT : List Users
g’ce;:gu%e iew Modify @Cc
6. Go to the USER SELECTION tab |__Userselection ) User Status Selection Sorting
7. Click on the gadget for LIBRARY e 7
User profile: &
Grade: K
Job Title: K
e

Language:



8.

10.

11.

12.

Move your library code from the left (List to
choose from) to the right (List selected)

You can do this by either

Selecting the library code and clicking on the
arrow

Or

Double clicking on the library code

Click the OK button

Click on the gadget for USER PROFILE

Move the profiles of your students from the
left (List to choose from) to the right (List
selected)

You can do this by either

Selecting the STUDENT# code and clicking on
the arrow

Or

Double clicking on the STUDENT# code

Click the OK button

Gadget : Library

@ Includes selected policies
O Excludes selected policies
O Contains invalid policy

O Contains no policy

List to choose from

List selected

DISTRICT
MAHS
MAKIM
MAMS
MANM
MARB

TESTO2
TESTO3
TESTO04

TESTOS
TESTNA
<

Basic User Options User IDs User Selection User Status Selection !

Library: TESTO1

User profile: |
Grade:
Job Title:

Gadget : User Profile

®Includes selected policies
OExcludes selected policies
O Contains invalid policy

O Contains no policy

List to choose from

TESTO1

=
=

OK | Cancel

List selected

REPAIR
RESERVES
SCANNER
SHADOW
SIPCHK
SIRSI
STAFF
STUDENT1
STUDENT2

STUDENT4
STUDENTS
STUDENT6

- STUDENT1
STUDENT2
STUDENT3

Cancel



13. Go to the SORTING tab

14. Select how you want your students sorted
To sort by Room#, select
library/room/name

To sort by Teacher Name, select
library/teacher/name

By selecting one of these sort options, either
the ROOM# or TEACHER name will appear as
the first label (see examples on next page)

15. Go to the LABEL OPTIONS tab

16. Place a check in the box PAGE BREAKS
(this is the magic that makes each ROOM# or
TEACHER name appear as the first label)

17. Click the RUN NOW button

18. Click the DISPLAY FINISHED REPORTS button
19. When the report appears, select it and click
on the VIEW button

20. You only need the VIEW RESULT option
selected
21. Click the OK button

22. The barcodes will open ready to print with
each Room or Teacher starting on a new

page

Basic User Options User IDs User Selection User Status Selectio 13 5]

Sorted by: library/ barcode v
library/ homesch/ grade/ room/ teacher/ name ~
library/ homesch/ name
library/ name/ barcode
library/ prog/ grade/ room/ teacher/ name
library/ prog/ name
library/ room/ grade/ name

14

library/ teacher/ name v

Basic User Options User IDs User Selection User Status Selection Sorting|Label Options @

Label Type
®Patron Barcode Labels © Patron Address Labels
Label Options
& Print School District
“ Print School/Libra

“IPage Breaks (3]

1 Show User ID Barcode &Show User ID Barcode Value

OShow User Alt-ID Barcode O Show User Alt-ID Value

Run MNow (b)

Display
Finished Reports

Report to view: Students by Homeroom Mumber
[ ] view log
View result

[ ] Foermat report



Samples:
Student barcodes by Room#

Test School District
Test Library 1
CONTRERAS, Kristin

20790950052858

90550052

Test School District
Test Library 1
HARRELL, Nicholas

20790950027195

Test School District
Test Library 1
HOWARD, Mariann

20730950052441

Student barcodes by Teacher

Test School District
Test Library 1
KELLER, Brandon

20790950055576

Test School District
Test Library 1
RICHARDSON, Christopher

20790950030854

ANKROM K

Test School District
Test Library 1
CONTRERAS, Kristin

20790950052858

Test School District
Test Library 1
HARRELL, Nicholas

20730550027195

Test School District
Test Library 1
HOWARD, Mariann

20730950052441

Test School District
Test Library 1
KELLER, Brandon

20790950055576

Test School District
Test Library 1
RICHARDSON, Christopher

207905950030884




