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Quick Print Envelope for an Individual Student/Family 
 

This document will walk you through how to quickly print an envelope for one family member by using 
the Quick Print option on the Family tab. 

 

Student Profile – Family – Quick Print – Select the Envelope size and click Run.  This will print an 
envelope addressed to the student. 

 

 

 

 

This is what your envelope will look like. 
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To set up a template to Quick Print to the Parent/Guardian:  Student Profile – Family – Quick Print – 
Click on the “Template” link – Select Family 1 Envelope – Letter – Click on Clone 

 

 

 

Name the Template – Select “Parent or Guardian of” – Click on Save 
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Highlight your new template and click on Select 

 

You will see your new Template – Click on Run 

Quick Tip:  You can click on Make Favorite and this Template will show up on the Family Screen so that 
you can print the envelope in one click for the future. 

 

 

 

 

 

 

This is what your envelope will look like 
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