STEP-BY-STEP DIRECTIONS FOR PRINTING PATRON CARDS USING THE STUDENT ID NUMBER FOR CIRCULATION

DYMO Version 6.0.5.3


If you wish to upgrade to the newest version of Dymo software:

· Go to the website at www.dymo.com.  
· If you have never been to Dymo.com before you may be asked to select a country.  Select the “United States”.  
· From the home page select “Support” and then select the “LabelWriter 330 Turbo.”
· On the support page for the LabelWriter 330 Turbo select "Drivers & Downloads."   
· From here you want to download and install DLS606_full.exe.  This will upgrade your software to the latest version.

These directions tell you how to transfer patron names from Follett and import them into Dymo for printing
Step One

FOLLETT
· Open Patron Maintenance
· Go to File choose Export Patrons
· Select the patron names that you wish to export - (I suggest choosing a small group the first time for practice)

· Save the exported file to your desktop by clicking on the Browse button

· Close and exit Patron Maintenance when the export is complete.


Step Two
EXCEL

· Open Excel
· Go to File and choose Open
· Navigate to the desktop

· Change “Files of type” to “All Files”
· Select “Patrons.Out” (from Follett)
· The “Text Import Wizard” opens
When it opens, select “Delimited
“
Start at Row 2
· Click next to go to step 2

· Choose “Comma as the Delimiter” (the preview should show columns)

· Click next (I don’t change anything here)

· Click finish
· Your Excel spreadsheet should appear with data

· Save your spreadsheet now
Name it “patrons for Dymo”

Change Save as type to “CSV comma delimited”

Save to the desktop

· In Excel select the columns of information you do not need and go to Edit and choose Delete
I (Stephanie)  keep these columns:  student id #, last name, first name, middle name***(, and teacher. You may want to include grade also. 
· Save again

· Close Excel
***Note from Cindy:  I have discovered that if you have students you have entered without middle names or middle initials, it will throw a “kink” in the process.  In the schools that I have worked with, I deleted the middle name column.  


STEP THREE
DYMO Version 6.0.5.6
· Open Dymo

· Open the Patron Card template (For Dymo Diskette Labels #30324) 

Go to File  and choose Open


You will choose to open the template called Patron Card
· Go to Address Book (found on the toolbar at the top) and make sure there is a check next to “View Address Book”
· Now choose Import  (Note from Cindy:  I will either delete all entries in the Address Book or export them all for future use each time before I begin the process.  It helped me to know specifically who I was choosing to print)
· Navigate to the desktop and choose the CSV file that you created in step three “patrons for Dymo”
· Click Open
· Now you must select the fields you want imported in the correct order

1.  In the empty “Import Results Box” on the right in the top line put a forward slash and a zero.  It will look like this /0

2.  From the fields on the left select the student id and click on the arrow button.  The student number will now look like this /0202917

3.  Hit the enter key on your keyboard to go to the next line down in the “Import Results Box”
4.  Now select the student’s first name from the “Available Fields” box and hit the arrow key
5.  Repeat for the middle and last names
6.  Hit the enter key to go to the next line in the “Record”
7.  Select the teacher’s name and hit the arrow key
· Now click the Import button.

· A box should pop up telling you how many records you have imported

· Now you can print by choosing entries from the Address book”.

· You can select more than one record to print at a time by selecting the first name you wish to print, hold down the shift key and scroll down until you find the last name you wish to print.
· NOTE: This version is new to me and I haven’t quite figured out the Address Book part yet. (Stephanie)  
· Also, it may look as though there is only a student number in the Address Book, but I think you will find that the whole record is there.(Cindy)

· If you need to delete entries in the Address Book you can easily do so by clicking on the first name you wish to delete, hold down the sift key and click on the last name (remember holding the sift key lets you select an unbroken range of entries, while holding the down the control key let you do a random select) then press the Delete key.  That should take care of them.  (Cindy)

TIPS
Dymo labels are heat sensitive so you must cold laminate them

The barcode needs to be about one inch tall to scan

When you scan the patron card it will probably need to be within 4” to scan properly
**When you get new students during the year it is easier to open your patron card template and just double click on the text and change it to your new student’s information. Print that one and then do the next one.

I think you will have to go into Follett System Set Up – Patron Maintenance and change the Patron Defaults Required Patron Field to “ID”
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