Letter Format

Last Modified on 10/10/2025 1:37 pm CDT
Tool Search: Attendance Letters

Once the letter criteria has been entered, the text of the letter must be created. Letters are
formatted using the WYSIWYG editor.

The following information prints automatically on attendance letters, so there is no need to include
these in the body of the letter:

School address and phone number

Date the letter was generated

Student's mailing address

Student's grade level, birth date and student number

This uses the same text editor that is found in the Ad hoc Reporting Letter Designer tool.
Reference this article for more information on Campus Field properties and Campus sub-
reports.

Attendance Letter Wizard

The contents of the attendance letter can be formatted using the editor provided below. The default letter heading/mailing information included on each letter can be found here.

Attendance letters are printed using the default Preferred Language. Translated text may be entered for additional languages. Click here for more information regarding Preferred Language setup.
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es_Mx: Spanish (Mexico)

R
. 1has 5 unexcused tardies.
so0: Somali 1

hmn: Hmong

zh_CN: Chinese

ko: Korean Absences and tardies are marked as excused if they are for one of the following reasons AND the school has been
vi: Vietnamese contacted with the reason:

fr: French

ar: Arabic * |liness

* Pre-Arranged family trips

« Medical/Dental Appointments
« Religous Activities

« Family Emergencies

Organized To:

|User Account -

Save Format(s)

Attendance Letter Workflow

» Click here to expand...
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Step

1. Create an Attendance Letter.
Letter Criteria Screen

2. Name the attendance letter.

3. Select the letter type, and determine if student can requalify for the letter.
Learn about the different letter types.

Learn about Letter Requalification.

4. Select the type of attendance (status/excuse or attendance codes).
5. Enter the status/excuse values or the attendance codes that trigger a letter.
6. Enter a Weight value for each of the entered values or codes.

Learn about Weight values.

7. Enter the number of events the student must have to receive a letter.
Learn about gualification criteria.

8. Select the appropriate interval for the letter.
Learn about intervals.

9. Select which Teachers and Sections to include in the letter.

11. If available, select which Sections to exclude from the letter (non-attendance taking
courses, etc.).

Letter Format Screen
12. Write the letter in the designated Default Language.

13. Write the same letter in additional languages that can be sent to parent/guardians who
prefer to receive communications in that language.

Generate and Print Letters
14. Select the letter to generate from the Saved Letters list.

15. If desired, select a previously-saved Ad hoc Filter that includes the students who should
be receiving the letter.
Determine which operation to use when generating letters with an ad hoc filter.

16. Preview and Print letters.

17. Review the list of students that met the criteria of the letter, and remove their selection
as needed.

18. Preview the letters prior to sending.

19. Print the letters.

Write the Body of the Attendance
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Letter

1. Enter the text of the letter using the editor.

1. To insert a data element from Campus (such as guardian name or other data) to complete
a mail merge, select the Campus Field icon at the top right of the editor. NOTE: When
including guardian names, choose the mailingAddress.guardianXXX options from the
Campus Fields (within Student > Census > Mailing Addresses section).

2. To insert a pre-formatted table of information (such as an attendance summary), select
the Campus Sub-Report icon at the top right of the editor.

2. When finished, click Save Format. A letter may be saved to a user account (by having user
account selected in the organized to) or shared with a user group. When the letter is saved, it
will be available for future selection from the main page of the Attendance Letter Wizard.

3. To create letters in another language, see the Preferred Language Setup section.

More information on using the Campus Fields and Campus Sub-reports can be found here.

When writing the body of an Absenteeism Level editor, use the following Campus Fields, depending
on which mode you have selected:

Attendance Day Summary - Approximate
Attendance Day Summary - Exact
Attendance Day Summary - Exact Minute
Attendance Day Summary - Federal
Chronic Absenteeism

Details of these views are documented on the Student Attendance article.

Inserting an Image into a Letter

Images in any of the approved formats can be added to letters. If you have trouble with a .JPEG
image in FOP, try opening it with an image processing program (such as Photoshop or Gimp)
and then save it. Specifying 24-bit color output may also help.

For the PDF and PostScript renderers, most .JPEG images can be passed through without
decompression. Grayscale, RGB, and CMYK color spaces render properly; however, for other
output formats, the .JPEG images have to be decompressed.

Refer to the WYSIWYG Editors article for more information.

Preferred Language Setup

Step 1. Enter the Preferred Language Default Value | Step 2. Add Language To Attribute/Dictionary |
Step 3. Assign Preferred Language to Parent/Guardian | Step 4. Create the Letter in the Default

Language | Step 5. Create the Letter in Additional Languages | Step 6. Send the Letters
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This format screen allows the input of the actual body of a letter. Letters can be created in several
languages (see the Preferred Language Letter Setup section below). A school can create an
Attendance letter in however many languages are needed, but it must first be entered in the
selected Default Value.

Infinite Campus does not provide translation services.

Districts must use their own resources when creating communication to parents/guardians,
students, staff, etc. in another language.

Letters must exist in the assigned default language (see Step 1). Text can be entered for additional
languages, as needed for the district's population. Two things must be done:

e A language must exist in the Attribute/Dictionary and be marked active in the
Attribute/Dictionary tool.

e A language must be assigned as the Preferred Language on the Personal Contact
Information editor on the Demographics tab.

Existing language codes should not be modified. Access to letters is lost until the original code is
recreated. If that language code is assigned to any person, that assignment is lost as well.

Step 1. Enter the Preferred Language Default
Value

Tool Search: Core Attribute/Dictionary

Enter the desired Default Value for the Preferred Language. This value is used to show the Default
Language Preview when creating letters in other languages, and if no Preferred Language has been
assigned to an individual (Step 3), letters generate in this default language.

1. Expand the Contact object.

2. Click on Preferred Language element. A Campus Attribute Detail editor displays.

3. Enter the appropriate Default Value. This could be en_US, es_MX, or another abbreviation
that matches the Code assigned to the Languages entered in the Dictionary list. The entered
value must match the Dictionary Code for that language.
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Core Attribute/Dictionary ¥ System Settings > Custom Data and Links > Core Attribute/Dictionary

ﬂ Save

Campus Attributes/Dictionary Editor
Q] CareerTechnicalEducation
EREFT

: =T
Qj ContactLog
Q] Course

(I jerisisEvent
e
{ZjcTeProgram
{1y pailyHealthLog
{7y vataCertification
@ DataCertificationObject

Campus Attribute Detail
*Display Name *Screen Location

| Preferred Language |((contact v
*Field Name: “*Data Type

[ communicationLanguage ][ drop-down st ~

Max Size Hide Required

[ 1 b1 0o o

Default Value

Preferred language when receiving communications.

Preferred Language Default Value

Step 2. Add Language To Attribute/Dictionary

Tool Search: Core Attribute/Dictionary

Languages available here are used in the Preferred Language Selector and control the list of
languages.

1. Expand the Preferred Language attribute and select Dictionary. A Preferred Language
Dictionary Detail editor displays.

Click the Add Row button in the far right corner of the Detail editor.

Enter a Code, Name and Sequence for the language.

Mark the language as Active.

To add more languages, click the Add Row in the right hand corner, and repeat steps 3 and
4.

6. Click the Save icon when finished.

vk wnN

The Language Code can be up to 15 characters in length.
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Core Attribute/Dictionary ¥r

n Save

Campus Attributes/Dictionary Editor
(I yCareerTechnicaEducation
= ({jcontact

B Preferred Language
{2 Dictionary (2 Entries)

Iy contactlog
I ycourse
(I ycrisisEvent
Gyete
Iy CTEProgram
(I yDailyHeatthLog
(3 yDataCertification
gjnm«:emﬂmﬁnnnnject

System Settings > Custom Data and Links > Core Attribute/Dictionary

Preferred Language Dictionary Detail

Code Name Seq Value Standard Code  Ed-FiCode  Active
*  enls US English 1 X
®  es_MX Spanish (Mexico) 2 x
HageEnM [25 ~ | Rows Per Page 1-20f2

Attribute Dictionary - Preferred Language

All languages except en_US and the language identified in the Default Value field can be added
or removed. As the default preferred language, it is the assumed language when an individual does

not have a Preferred Language assigned. Letters do not generate at all if this language is removed.
The Code entered in the Dictionary must match the Default Value.

Attribute/Dictionary

E Save

‘Campus Attribute=iDictionarv Fditeor
-4 yBehaviorR) = gcontact
EBehaviorR © B Preferred Language

1 yBehaviors} " [} victionary (7 Entries)
i+-{{yBehaviorg) {IycontactLog

- {1 BehaviorT,
-y Behaviori)
-y Calendar

Preferred Language Dictionary Detail

| Add Row |

@ycampusT Code Name seq Value Standard Code  Active
5] Qi;“"‘“‘ ® I en_US I US English 1 X
L2 prefer
[ Di K es MX Spanish (Mexico) 2 x
- ContactLo

% zh_CHI Chinese 3 X

®  zh_zHO Chinese 4 X

Max Size eq Hide Required
L] i O O
[Default Value

fenvs ]

Preferred language when receiving communications

Default Value Matching Dictionary Code

Because of a configuration with Email Messenger settings, en_US should never be removed
from the Preferred Language Dictionary.
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Step 3. Assign Preferred Language to
Parent/Guardian

Tool Search: Demographics

Assign the Preferred Language to the parent/guardian who receives an attendance letter. This
field can be assigned to all persons in Campus, as well. It's used to send other sorts of messages to
parents/guardians, staff and students.

Parents/guardians can also select the Preferred Contact Language on the Contact Preferences
editor in the Campus Portal.

. Demographics ¥ Census > People > Demographics
0
Save Delete @ Person Summary Report - ics Data

Personal Contact Information

Messenger Preferences Contact Reasons

Behavior
General Priority Teacher

Contact Information Private

[~

Emai ) o o 0 (m] 0O O
Secondary

. [ (] o a o 0O 0O
Cell Phone:

CHCR=

Other Phone:

CICH T o

‘Work Phone:

CH I H g

T o

Preferred Language

en_US: US English v

en_US: US English

es_X: Spanish (Mexico)

Preferred Language Assignment

Step 4. Create the Letter in the Default
Language

Create the letter in the Default Language.
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*Name
|5 day Ietter |
L Active
Preferred = 9 B I U = = = ;= m BE © = — A [F| [§]
en_US: US English
A
= o Tt T T E T
ec CH: Chinese This letter is to inform you that; studentfirstName i1 studentlastName  inhas missed 5 or more school days so far
es SM: Somali this year. Per district policy, you must be meet with the Dean of Students when your student reaches this level of
em_HM: Hmong absenteeism.
ek_KN: Korean
i JP: Japanese Our goal at ISD #4321 is to ensure that all our students are successful. Because the correlation between good
ev_VT Vietnamese attendance and achievement in school is quite strong, we are concerned when a student misses school; yet we do
eh_HI: Hindi understand that occasionally circumstances arise that cause an absence.
ep_PL: Polish
eg_Gl: Gujarati Please contact the High School office to schedule an appointment with our assistant principal.
ea_AR: Arabic
en_RUS: Russian Thank you, v
Organized To:
[User Account ~
| Save Format(s) |

Preferred Language Display

Default Language: English

In the following example, en_US: US English is the Default Language.The Attribute/Dictionary has
been entered as follows:

e Preferred Language Default Value: en_US
e Preferred Language Dictionary Value Code: en_US

When the same letter is created in another language, the English version displays as the Preview.
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*Name
Course Term Letter |

Preferred L @ ptve g 5 1 y = = = = m =m » = — A [F [§
en_Us: US English

es_MX: Spanish (Mexico)
zh_CHI: Chinese Holal jAqui hay un ejemplo de una cartal
zh_ZHO: Chinese

s0: Somali
hmn: Hmong

ja: Japaneze

Organized To: Default language letter (US English):

| User Account - |

Here's an example of a letter!

Default Language: es_ MX

In the following example, es_MX: Spanish (Mexico) is the Default Language.The
Attribute/Dictionary has been entered as follows:

e Preferred Language Default Value: es_ MX
e Preferred Language Dictionary Value Code: es: MX
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B ’ Preferred Language

i [} Dictionary (7 Entries)
Qj ContactLog

e Detai
*Screen Location
Preferred Language Contact ~

*Field Name

.
dro
i € Hid]

Max Size &q

m

Preferred language when receivin

Attribute/Dictionary

n Save

11y BehaviorResponseRole
Qj BehaviorResponseType
Qj BehaviorResType
- j BehaviorRole

-1 BenaviorType

[+-{3y BehaviorWeapon
- calendar

11§ campusToolPublishedTab

i=-{Zj contact

=] ’ Preferred Language
- [0f} Dictionary (7 Entries}

{Zjcontactiog

~

v
Preferred Language Dictionary Detail | Add Row |
Code Hame Seq Value Standard Code  Active
* en_US US English 1 X
)(_ I es_MX I Spanish (Mexico) 2 X
bl S = =

Spanish Default Language Setup

When the same letter is created in another language, the Spanish version displays as the Preview.

*Name

Course Term Letter

Eicleied]| omﬂBIgE,EEE@ﬁc-:?—EIE@
en_US: US English
es_MX: Spanish {Mexico)
zh_CHL Chinese Here's an example of a letter!
zh_ZHO: Chinese
s0: Somali
hmn: Hmoeng
ja: Japanese
Organized To: Default letter ish (M
User Account -
Hola! jAqui hay un ejemplo de una carta!

Preferred Language in Spanish Letter Preview
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When finished, choose the applicable Organized To: option and click the Save Format button.
Follow your district's standard procedure to print and generate attendance letters. Letters in
English and letters in non-English generate in the same collection of letters. When a
parent/guardian is assigned a Preferred Contact Language that is not English, the letter prints in

that language.

Step 5. Create the Letter in Additional
Languages

After creating the letter in the Default Language, enter text for this same letter in a different
language by selecting the language in the Preferred Language list and type/paste translated text
into the WYSIWYG editor. That language becomes bold, and an Active checkbox becomes available.
A language version of the letter is only a draft until the Active checkbox is marked.

When it is determined that the draft letter can be sent, mark the Active checkbox, indicating the
letter is now ready to print for those individuals assigned that Preferred Language.

*Name

|5 Days Letter (do not edit)

Preferred Languageo Active

en_US: US English

ec_CH: Chinese
es_SM: Somali
em_HM: Hmong
ek_KN: Korean
e]_JP: Japanese
ev_VT: Vietnamese
eh_HE: Hindi

ep_PL: Polish
eg_GL Gujarati
ea_AR: Arabic

&n_RUS: Russian

es_MX: Spanish [Mexico)
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-
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Hola

T e
Esta caria es para informarle que ' studentfirstName 11 studentlastName 1 ha perdido 5 o mas dias escolares en
lo que va de afio. Segin la polifica del distrito. debe reunirse con el Decano de Estudiantes cuando su estudiante
alcance este nivel de ausentismo.

Muestro objetivo en |SD#4321 es garantizar que todos nuestros estudiantes tengan €xito. Debido a que la correlacion
entre la buena asistencia y el rendimiento en la escuela es bastante fuerte, nos preocupa cuando un estudiante
ierde Ia gscuela, sin embargo, entendemos que ocasionalmente surgen circunstancias que causan una ausencia.

Par favor, pongase en contacto con la oficing de la escuela secundaria al para programar una cita con el Sr. v

Letter in Spanish

Repeat these steps for the other languages in which letters need to be available.

Please adhere to any district policy that may exist for what needs to be included in the letters.

Step 6. Send the Letters

A letter is sent for each distinct Preferred Language associated with the parents/guardians in the
household marked to receive mailings. In the example below, one of the student's guardians
receives a letter in Spanish, because that is the Preferred Contact Language for that guardian, and
another of the student's guardians at a different mailing address receives the same letter in
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English. If there are two parent/guardians in the household assigned the same Preferred Language,
one letter generates for the household.

Parent/Guardian of: Student, Andrew
550 NORTH DRIVE
ANY TOWN, MN 55555

Hola,

Esta carta es para informarle que  Andrew ha perdido 5 o mas dias escolares en lo gue va de afio. Segun la politica
del distrito, debe reunirse con el Decano de Estudiantes cuando su estudiante alcance este nivel de ausentismo.

Nuestro objetivo en Infinite Campus es Parent/Guardian of: Student, Andrew

m{r&zl_aci:’)n gntrde ITa buena la;i:s_tenci:?) y 2520 RANNOT AVE N
estudiante pierde la escuela; sin embar| ANY TOWN, MN 55555
ausencia.

Por favor, péngase en contacto con la Hello,

Sr. Johnson.

This letter is to inform you that  Andrew has missed 5 or more school days so far this year. Per district policy, you
must be meet with the Dean of Students when your student reaches this level of absenteeism.

Our goal at Infinite Campus is to ensure that all our students are successful. Because the correlation between good
attendance and achievement in school is quite strong, we are concerned when a student misses school; yet we do
understand that occasionally circumstances arise that cause an absence.

Please contact the High School office at 483-555-1873 to schedule an appointment with Mr. Johnson

Thank you,

District Office

Letters in Multiple Languages

There may be certain foreign language characters that don't line up properly with other text when
using the Campus Fields or when fonts are mixed (like using phone numbers alongside non-English
characters). Try adding additional returns between lines.
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