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Happy Tuesday Fabulous Office Managers!

            I just wanted to update you on an Ad-Hoc Filter that was built to help you generate your Health Folder labels.  This will pull your kinder data, which you can export
as a Delimited Values (CSV) file.  Once you save that file, you can use it as the data source for creating a Mail Merge in Word for the label template of your choice (based
on which labels you are using).  The filter is called student KN Health Folder Labels and is listed under the Secretary/Office Professional group as well as the Health
Clerk/Nurse group.

If you need to brush up on how to do a Mail Merge, here’s a link to get you started(https://support.office.com/en-us/article/Create-and-print-mailing-labels-for-an-
address-list-in-Excel-d9ae0b60-9fd0-4a90-9da9-0ec3a4b011b2).  Hope this is helpful!

Thank You,

Rebecca Wall
Health Services Technician
Health Services Department – Box 764
Sacramento City Unified School District
(916) 643-7963

Have you read our Wellness Policy? 
Username: saccity  Password: public

Got TDap? 

HealtHy Fundraising ideas!

Disclaimer: Contents of this e-mail may contain confidential student information and is not for the cumulative file.  Do not forward this email; delete and remove email
immediately after reading.  If you received this email in error, please notify the sender and delete the email from your folder.  These actions are critical to maintain
confidential records, protect the student's privacy and to comply with HIPAA and FERPA regulations.
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