PARENT ACCESS WEBSITE SET UP

There are 2 separate processes that must occur in order to create merged letters or
labels. First convert the Progress Book data file to an Excel file, then merge the
Excel file with a letter or labels.

Create User Accounts

1. Run "Create User Accounts" from PB Home, Tools menu Message will state
accounts have been created.
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Convert the Progress Book data file to Excel Format

1. Run "Extract Data for Letter" from PB Home, Tools menu.
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2. Complete the prompts that will generate a comma delimited data file for a
district, school building or teacher. Once the file has been created, on the
browser tool bar click File, then Save AS

3. The SAVE Web Page window opens. In the SAVE IN box select the folder
to save the data file to (recommend DESKTOP or MY DOCUMENTS), and
rename the file (optional). Make sure that the file extension remains ".TXT"
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Open Excel. Click FILE, then OPEN on the toolbar.

From the Open window select the folder where the .txt file is saved (look in

DESKTOP or MY DOCUMENTYS).

Select “All Files” in the Files of type

window at the bottom of the screen. From the list of flenames, click the .txt

file and click Open. Or double-click on the filename.

The Text Import Wizard window opens.
Follow the Text Wizard step-by-step instruction screens.

Step 1 - Select Delimited

Text Import Wizard - Step 1 of 3

The Text \Wizard has determined that vaur data is Delimited.
IF this is correct, choose Mext, or chonse the data bype that best describes your data,

riginal data bype
Choose the fils byps that best describes wour data:
(O - Characters such as commas or tabs separate sach Field.

- Fields are aligned in calumns with spaces between each field,

437 1 OEM United States -

ixed width
m =

Prewiew of file C:\Documents and Settings)Juli, . .'|,caSttav3wnunpqmquschw45122h.txt.

Skart impark at row: File origin:

1 EchoolNane, School_dbid,Gradelevel, Roon, LastName, FirstName , Middl
Z ECA Test , 263,02 EOTH,ALEX, DON, 000001336, ALEXANDER JEDOL11336,
= ECA Test,269.,03_,CM{PBELﬁ,ALEX&NDET{,KAHARIA, L 000001527, ALEXAMN]
4 ECA Test,Z&9,05, ROHE,ALLEN, ETAUNNL, ,DDU.DDlD3D,ﬁ.LLEM{DllD3D,A
5 LALLEM, III,DANIEL, ,00000136%5,ALLEN,ITIDO11

8

MDECL Test, 263,02,

| |

Cancel = Bach | Mext = I Eiriish |




Step 2 - Select Comma

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains, You can see
haw waur kext is affected in the preview below,
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Step 3 - Select General data format, then Finish

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set
the Data Format,
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The PB data file has been converted to an EXCEL file so it can be merged with a
Parent Letter form or labels. Save and Rename (optional) the Excel file to the
DESKTOP.

Ready for Mail Merge.






