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Formatting the Mailing Labels generated from Welligent 

This is a quick guide on how to use the excel format mailing labels from any Welligent 

immunization report/s that generates the follow up letter. 

First Step: Watch this YouTube video. Please make sure that you’re signed-in to your Google 

account using your LAUSD single sign on to access this video. 

 

 

 

 

 

 

 

After following all the steps in the video, please follow the steps below in formatting the labels 

using the information in all the columns in the excel file. 

Click OK      Click OK

 

After the 2 steps above, the data in the excel file Match Fields is next, see below. 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=zSwI4mgEYtg
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Mailing Label Template    Welligent Excel Mailing Labels File 

 

 

                                                                   

                                                                The column labels for the Welligent excel file will be in   

                                 the drop-down option for each field         

                     First Name: select Label 

                                 Company: select Student Name 

                                                              City: select County (I will create a ticket to change 

                                County to City in the report) 

          State: select State 

                   Postal Code: select Zip 

 

 

 

Click Ok after making selections 

Click Update all labels. Follow the wizard prompt. Click Next: Preview your labels 

 

 

 

 

 

If the labels have extra spaces highlight the document and click on No Spacing 

 

 

 

 

 

 

 


