How Do | Create a Student-Parent Mailing Query
to Identify Families with Siblings?

Go to Student/Parent>Mailings>Family

f Ascendance Student/Parent - { Test 5choal )
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Family Directory
Student Directory

Word Processing

Click the magnifying glass next to the Query List to create a new query

Family Mailing >
Labels/Envelopes |Build Merge File
Options Output Type
Show Count Farm Type s | | Form Optionz
Ewsclude Blank Addreszes Start at Label
Include Active Addrezzes Only Row 1 Columin 1
[ ]Inchude Do Mot Publish Fields
[ Show nest vear's information Uuery List .
(] Show SAL Name | Family Maiing ["DEFALLT) v @,
[ ] Cloze ‘wWindow
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Print Run WP
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Click on the New button, to create the Query.

Cuery List { Family Mailing )

(e Mame D ezcription Type ~
*DEFALILT Family b ailing S
1USE Farnily Mailing - P1,P2 S
115E2 Farnily Mailing - P1.P2 5
B-12TH Family b ailing [Guide-Summer] Do not edit 5
ADMISYR Farmily Mailing - Hew ta Prep [farmula) S
ADMITYR Family bailing - P1.P2 by Admizszion “r'ear 5
By DATE Family b ailing Mew Familes by date 5
BYGRADE Farmily b ailing - F1.P2 by grade and schoal id 5
B I DM Farmily Mailing by Individual |
EMPLOY Farent employment info 5 A

] | Cancel | =T E dit Delete Copy Print Setup

Give the query a name that will make sense to the user, then highlight the row and select Edit,
to add the query conditions.

Chuery List { Family Mailing ) *

Cuery Hame Dezcription Type "
= | SIBLIMNG Family Mailing - Familiez with Siblings 5
*DEFALLT Farnily b ailing 5
1USE Family Mailing - P1.F2 5
1U5E2 Farnily M ailing - P1.P2 5
B-12TH Family M ailing [Guide-Summer] Do not edit 5
A0KISYR Farnily b ailing - Mew ta Prep [formula) 5
ADKMITYR Farnily Mailing - P1.P2 by Admiszion vear 5
By DATE Family Mailing Mew Familes by date 5
Bv'GRADE Family M ailing - P1.P2 by grade and school id 5

B IM D Farnily Mailing by Individual I hd

] =T Delete Copy Print Setup
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Use the Add Before button to add the first criteria for the query (this will be the P1 address on
the Student record)

Cuery Parameters ( Family Mailing - SIBLING ) *
and for A% @ @ = g
8| & s | Ll B| & | D
Conditions | Serting Add Before | Add After Delete Formula Cut Fows | Copy Rows [ Faszte Rows
And/Or Table Mame Field / Formula Hame Operator Walue
-+ OR ADDR_FAMILY ADDR_CODE 5 1
Legend Cancel

User the Add After button to add the next query criteria (in this case, select the Student Group
of Student):

Query Parameters [ Family Mailing - SIBLING ) *
and for ] @ @ = SR
& | RY Lyt 1l B | & | 23
Conditions | Sorting Add Before | Add After Delete Forrnula Cut Rows | Copy Rows | Faste Rows
AndsOr Table Mame Field / Formula Mame Operatar Walue
—+ 0OR ADDR_FaMILY ADDA_CODE = F1
=+ AND 5P STUDENT STUDEMT_GROUP = STUDENT
Legend Cancel
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The third line of the query will be a FORMULA. Creating the FORMULA will indicate to the
system that to run the report for these Family Addresses, there is a little more advanced
processing that needs to be included (specifically, we want to know if there are any siblings).

Click the Add After button, then select *FORMULA** as the Table Name.

Cuery Parameters ( Farnily Mailing - SIBLING ) >
and/or £ Eb @ = g
& | kY e 1| B | & 23

Conditions | Sorting Add Before | Add After Delete Formula Cut Rows | Copy Rows | Paste Fows
And/Or Tahle Mame Field / Farmula Mame Operator Walle
-+ oR ADDR_FaMILY ADDR_CODE = F1
= AMD iSP_STUDEMNT STUDENT_GROUP = STUDENT
=+ AMND
ADDR_FAMILY
SP_STUDEMNT
Legend Cancel

Click into the Field/Formula Name section to activate the Formula button at the top of the screen

CQluery Parameters ( Family Mailing - SIBLING ) b
ondfor A% @ @ 13 = 3=
& | RE 6 B 2| s
onditions | Sorting AddBefore | Add After Delete Farmula Cut Rows | Copy Rows | Paste Rows
And/Or Tahle Mams Figld / Formula Mame Operatar Walue
=+ 0OR  (ADDR_FaMILY {ADDR_CODE = F1
= AND (5P STUDENT STUDENT_GROUP = STUDENT
= AND =FORMULA™ | v
Legend Cancel
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Give the Formula a Name, then use the Table and Type drop-lists to build the Formula (select
the SP_STUDENT table and set the Type to Count. For the Calculation line, use the drop-list to
select the SP_STUDENT.ID entry. This will indicate that the information you desire (families
with siblings) is found on the SP_STUDENT table, and the records selected should be counted
as part of the query criteria).

Formula Editor oo
=| =
» | D|ea| ==
Add Before | Add After | Delete Row Cut Rows | Copy Fows | Paste Bows
Farmula
Mame |[SIBLIMGS Table |SP_STLDEMNT w Tupe | Count w

Calculation

And/Or| SP_STUDENT.LANGUAGE

SP_STUDEMT.LAST_MAME
SP_STUDEMNT.LAUNDRY_NO
SP_STUDEMWT.LOAMN_GROUP
SP_STUDENT.LOAM_GROUP_MO
SP_STUDEMT.LOCKE_MUMEER
SP_STUDEMT.LOCKER_MUMBER
SP_STUDEMNT.MIDDLE_WAME
"""""""""""" SP_STUDEMT.MIDYEAR_ENTRAMCE
....................... SP_STUDEMT.MEXT_GRADE
SP_STUDEMT.MExT_GRADE_SORT
SP_STUDEMT.MExT_SCHOOL_ID
SP_STUDENT.PLATOOM
SP_STUDEMT.POSITION i
SP_STUDEMT.PREFERRED_MAME -
SP_STUDEMNT.RACE
SP_STUDEMT.RAME.

-~ CTHIRPCRIT AARI CSOnT —
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Again, use the Add Before button to identify records where the child(ren) is in the Student Group
of Student

Formula Editor s
Add Before | Add After | Delete Hm‘ Cut Rows | Copy Rows | Pazte Rows
Forrnula
Mame | SIBLINGS Table |‘3F_STUDENT w Type  Count o
Calculation |SF‘_STLIDEHT.ID v
And/Or Table MName Field / Fommula Name O peratar Y alue
-+ 0OR SP STUDEMT STUDEWT _GROUF = STUDEMT e

| Ok I Cancel _ Delate

Click OK to save the FORMULA and return to the original query.
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In the query, add the Operator > (greater than) and a Value to complete the FORMULA line for
the query (1, indicating use the FORMULA to count all children the Student Group of Student
with the same family ID, and return only those where the number of children is greater than 1).

Cuery Pararneters { Family Mailing - SIBLING ) >
S| B p|la |l 8ls|
=2 LW eﬁ. . = '@ ﬂ/{j
Conditions | Sorting Add Before | Add After Delete Sub-Query Cut Rows | Copy Fows | Pazte Rows
And/Or Table Mame Field / Formula Hame O perator Y alue
-+ oR ADDR_FAMILY ADDR_CODE = F1
=+ AMD iSP_STUDEMWT STUDEMT_GROUP = STUDEWT
=+| AMD =FORMULA™ *SIBLIMGS > 1| e
Legend Cancel
Click OK to save the query.
In the Query List, select the new query and click OK
Cuuery List ( Family Mailing ) >
Query Mame Drescription Type ~
By DATE Family Mailing Mew Familes by date S
BYGRADE Farnily M ailing - P1.P2 by grade and schoal id 5
BYINDIV Family Mailing by Individual |
EMPLOY Parent employment info 5
FAMCOUNT Familiez Count 5
Fab_MEW Family tailing - P1.P2 5
GRADE-LF Family Mailing - F1 P2 by grade and schoal id 5
GRANDP Family M ailing - P1 P2 5
SIBLIMNG Family Mailing - Families with Siblings 5
SUMMER Surmmer Programs S hd
Ok, Cancel MNew Edit Copy Frint Setup
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At the Family Mailing screen, choose an Output Type and make sure the new query is selected,
and choose to “Print” the file.

Family Mailing x

Labels/Envelopes |Build Merge File

Optionz Cutput Type
Show Court Form Type |Eny. #10(41/8x91/2) | |Fomn Options
Exclude Blank Addresses Start at Label

Include Active Addresses Only Row 1 Caolumn 1
[]Include Do Mot Publish Figlds

[ ] 5how nest year's information
[ ]5how 50L Mame  |Family Mailing - Families with Siblings [SIBLING) VI le
[ Cloze ‘Window

Include Send b ail Orily

[uerny List

np

| oM |

A confirmation message will appear showing the count of families that have siblings.

Family Mailing

MNumber of items selected is 135,
Do you wish to continue?
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