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Tool Search: User Account Letter Builder

The User Account Letter Builder allows you to generate user account-based letters for specific
Campus users based on filter criteria.

User Account Letter Builder 1% User Management > User Account Administration > User Account Letter Builder

Account Activation Letter Builder

This tool will merge an Ad Hoc filter with a letter design to create letters. The output will be in PDF format. Select one letter format and one or more filters to limit the data.
MNote: The result of student based ad hoc filters is based on the calendar selected in the Campus Toolbar. The census based ad hoc filters do not take the selected calendar into consideration.

Saved Filters (select 1 or more) Saved Account Activation Letters
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Filter Type:
| Census/Staff based Ad Hot Filters (Portal Accounts) v

I Fitter for persons without a user account

Set Operation:

Sort Options @ Alpha ) Zip

Build Letlers

Prerequisites

e Filters need to be created within Filter Designer.
e Account letter formats need to be created within the Account Letter Designer.

e |f sending Campus account activation letters using an import file Ad hoc filter, a file must first
be imported via the User Account Batch Import Tool.

Building an Account Letter

This tool is calendar-sensitive. Please select a calendar before using it, or you will receive an error

message.

In order for an account letter to be generated, a person must have at least one relationship
established in their household.

1. Select which Saved Filter(s) to include within the letter.
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2. Select which Saved Account Activation Letter format will be used to build the letter.

This field is populated by letter formats created in the Account Letter Designer tool.

3. Select the Filter Type.

1. Census/Staff based Ad Hoc Filters (Portal Accounts) - Filters saved filters to only
those containing census/staff fields. When building a letter, only active staff members
with a Homepage = 'Campus Portal' (System Administration > User Security > Users >
User Account > Homepage) will have a letter generated.

2. Census/Staff based Ad Hoc Filters (Staff Accounts) - Filters saved filters to only
those containing census/staff fields. When building a letter, only active staff members
with a Homepage = 'Campus Instruction' OR 'Campus Application' (System
Administration > User Security > Users > User Account > Homepage) will have a letter
generated.

3. Student based Ad Hoc Filters - Filters saved filters to only those containing student
fields.

4. Guardians of Student based Ad Hoc Filters - Filters saved filters to only those
containing guardian fields.

4. Mark the Filter for persons without a user account checkbox to limit letter recipients to
persons without a Campus user account.

5. If more than one Saved Filter is selected, determine how the letter will filter data by selecting
the Set Operation. For more information about this field, see the Filter Operations section
below.

6. Select the Sort Option.

7. Click the Build Letters button. The letter will appear in a separate window in PDF format.

The following table describes each field and its functionality:

Field Description

Saved Filters This field contains all Ad hoc filters created within the Filter Designer. You can
select more than one filter to use when generating letters.

Saved This field contains all Ad hoc letters created within the Account Letter Designer.
Account

Activation

Letters
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Field Description

Filter Type e Census/Staff based Ad Hoc Filters (Portal Accounts) - Only active staff
members with a Homepage = 'Campus Portal' (System Administration >
User Security > Users > User Account > Homepage) will have a letter
generated.

e Census/Staff based Ad Hoc Filters (Staff Accounts) - Only active staff
members with a Homepage = 'Campus Instruction' OR 'Campus Application'
(System Administration > User Security > Users > User Account >
Homepage) will have a letter generated.

e Student based Ad Hoc Filters - Only students will have a letter generated.

e Guardians of Student based Ad Hoc Filters - Only users established as
guardians of active students will have a letter generated.

Filter for When marked, only people identified by the selected Ad hoc filter(s) who do not
persons currently have a Campus user account will generate a letter.
without a

user account

Set Operation If multiple filters are selected, this field determines how Campus combines the
filters when reporting data. See the Filter Operations section below for more
information.

Sort Options Sort options are defined as follows:
e Alpha - Data is sorted alphabetically by recipient last names.
e Zip - Data is sorted by address zip code (used for bulk mail rates).

Account This date determines when the Unique Link Activation URL indicated in the letter
Activation expires. If the Unique Link Expiration Date field is included in the letter, it will
URL report the date entered in this field. If this date is not modified, it defaults to 48
Expiration hours after generating the letter.

Date

This field only appears if the Saved Account Activation Letter selected
includes the accountManagement.uniqueLinkActivationURL and
accountManagement.uniqueLinkExpirationDate fields.

Build Letter Initiates generation of the letter.

Filter Operations

When two or more Saved Filters (Ad hoc filters) are selected on the Account Letter Builder editor,
users must determine how Campus will combine these filters when reporting data. Users must
select one of two Set Operations:

Union Operation - This operation combines two or more filters by appending one to the other. An
example of this would be all Baseball Team members and all 10th grade male students. The
following diagram explains this union:
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Image 2: Union Operation

Intersection Operation - This operation is used to find data that one or more filters have in
common. An example of this would be all baseball team members who are also 10th grade male
students. The following diagram explains this union.

Image 3: Intersection Operation

Account Letter Builder Examples/Scenarios
The following are examples of useful ways to use the Account Letter Builder.

e Build Activation Letters for Newly Imported/Created Campus Portal Accounts
e Remind Staff their Campus Portal Account is About to Expire

Build Activation Letters for Newly Imported/Created
Campus Portal Accounts

Once user accounts are imported and created via the User Account Batch Import Tool, a filter is
automatically created within Campus. This allows users to easily send letters and/or emails to
these users, informing them of their new account and asking them to activate the account.

Step 1. Design an Activation Letter

The first step in this scenario is to design an activation letter within the Account Letter Designer.
This letter should include the following:

The accountManagement.username field.

The accountManagement.uniqueLinkActivationURL field.

The accountManagmeent.uniqueLinkExpirationDate field.

A line about what the person should do if they fail to activate their account before the URL
expiration date.

For example, in the image below (Image 4), a letter was built including these items, and an
example of how this letter will look once generated is shown.
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Account Letter Designer

This wizard will walk you through the creation of a new letter format intended for User Security

notifications.
*Name
|JMM Username and Link Letter |
Format
1T B I U = = = &= G 5 ® = — A [F

Thank you for using the Infinite Campus portall

Your Campus Administrator

Organized To:

Dylan

- ER

Crystal, MN 55427-1553
Hello Dylan

Your new username is: Dabboud

Your URL link is: http:ff & 58 % 5800 unigue-link/TOWvagwpx X SW8BtCj?appName=513-55898iemn

Please logon by 09/04/2014 -f—

Thank you for using the Infinite Campus portal!

You local administrator

Image 4: Example of Activation Letter
Step 2. Build Activation Letters Using the Import Ad Hoc Filter

The next step is to build letters using the Ad hoc filter created when accounts were imported via
the User Account Batch Import Tool and the letter format created in Step 1. The filter will contain all
users who had accounts generated via the import.
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Filters created via an import are saved as UAM - the date and time the import was generated -
the file name. For example, UAM-2014-08-13-12-35-23-file20.csv (see Image 5).

Upon import of a file, the Import Results Summary will list the newly created Ad hoc filter (see
below).

User Account Batch Import Results:
1 new user accounts inserted.

| Ad Hoc Filter "UAM-2014-09-05-10-24-36-staff-file.csv” created.|
1 Total Valid records. T

Account Activation Letter Builder

This tocl will merge an Ad Hoc filter with a letter design to create lefters. The oufput will be in PDF format. Select one letter format and one 4
Note: The result of student based ad hoc fitters is based on the calendar selected in the Campus Toolbar. The census based ad hoc filters g

Saved Filters (select 1 or more) Saved Account Activation Letters

+ [ mgtest L] LizTestActivationLink

£ LizTest2 [7 mgtestt.0.1

M 54 L1 Usemame and Link Letier Example
£al ADMIN QUERY

§_3& Dave Test

20 cPa Access

£3 inaclive enroliments

£ Justin's Test Filter

M Kevins Filter of Everyone
£ LDAP Test

i mg test

£ S15-107300 Test

~F Students Lacking User Accounts Edit Delete

§_3(L Students Lacking User Accounts Filier Designer

~F Students wio User Accounis Filter Type:

2l Test Filter Student based Ad Hoc Filters (Portal Accounis) v
%_J(L test meeting

3l test_rolling_cum

jh UAM-2014-08-13-11-44-52testUserdmport 1

jh UAM-2014-05-13-11-45-27-testUserimport 1 txt A A
[B. UAM2014.08-13-12-35 23 fle20 csv < Irf'lpnrt ﬁ]t.ers begin with TAM, tl'fe date and
5 time the import was run and the import file
name.
Set Operalien: | |nion v

Sort Options  '®' Alpha Zip

1. Select the import filter within the Saved Filters window (see image above).

2. Locate and select the activation letter created in Step 1 within the Saved Account
Activation Letters window.

3. Select the Filter Type. This determines whether the letter will be built for students, staff, or
guardians.
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4. Click the Build Letters button. The letter will appear in a separate window and is ready for
printing and/or sending to users.

Remind Staff their Campus Portal Account is About to
Expire

Another useful scenario is generating a letter for all staff whose Campus Portal accounts are about
to expire.

In the example below, an Ad hoc filter was created finding active staff members with user accounts
about to expire and a letter was created containing the username and account expiration date

(Image 6).

Page 7



Infinite (.~
fCam"b%

Select fields to use for crealing a filter for which logic and output formatting may be applied. Click a field within the All Figlds window, or use the £
a field from the Selected Fields window, select the field(s) and click the back amow <--. The output will sequence the fields in the order selected;
least one field must be selected fo continue

Field Selection = Filter Parameters = Ouiput Formatting = Grouping and Aggregation

*Query Name JMN Staff Accounts about to Expire
Short Descripion: | This Ad Hoc query will find staff with existing user accounts that expire shortly.

Long Description: 22 1 | can use Ad Hoc to create a query for groups of Staff members. +

Select categories & fields

Filter By \Search|Clear|
All Fields Selected Fields
+- ©3 Person @ng@v!gua: personglum
. individual person
£F
¥l €2 Demographics individual lasthiame
+- &2 Census individual firsitame
+]- ¥ Staff pcontact email
+-- €3] Meetings uUsage.usernams
+- 23 FRAM usage forceChangePassword
) contacis.guardian
+-- 23 Point-of-5ale contacts.portal
+- €3 Campus Learning usage expiresDate
+- &2 Campus Usage employment. active ]
4] €3 Custom Tab: Custom People schoolEmployment active

Account Letter Designer

This wizard will walk you through the creation of a new letter format intended for User Security
notifications.

*Name
Portal Account Expiring
Format

1 B I u = E E E u B & = —

1=
-

Hello, this is a friendly reminder that your Campus Portal account will expire on
the date indicated below.

Please contact the district if you have any questions]

Organized To:
User Account ¥

Save Format
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Once the filter and letter have been created, select a Filter Type of 'Census/Staff based Ad Hoc
Filters (Portal Accounts)', locate these within the Account Letter Builder, and generate letters by

selecting the Build Letters button (Image 7).

Account Activation Letter Builder

This tool will merge an Ad Hoc filker with a lefter design to create leiters. The oufput will be in PDF format. Select cne letter format and one
Note: The result of student based ad hoc filters is based on the calendar selected in the Campus Toolbar. The census based ad hoc filters

Saved Filters (select 1 or more) Saved Account Activation Letters

# (] mgtest L1 LizTestActivationLink

£ ** mg uniq link [] mgtest1.01

ST CampuslLearningSubscriptions Usemame and Link Letter Example

{3, jemacertest [B PotalAccountExpiing
22 1dap users

£l mgtest 1.0.1

£ TestLdapCensus
£l JMM Single Parent Que

i

£ JMM Staff Accounts about to Expire

Edit Delets
=] ===

Filter Type:
Cenzus/3iaff based Ad Hoc Filters (Portal Accounts) v

Filter for persons without a user account

Set Operation: | Unicn v

Sort Options  '®' Alpha Zip

Build Lefiers "//

Informing Users of Newly Created User Accounts

You can inform all users who have a newly created user account or who have never logged into
their user account to log into their account and update their account password. This scenario is
especially useful for user accounts created automatically via Account Security Preferences.

In the example below, an Ad hoc filter was created which includes the total login count
(usage.totalLoginCount) and if the account is flagged to require a password change
(usage.forceChangePassword). These fields are important as they can be combined with Filter
Parameters to identify only users with a Campus user account who have never logged into their
account and need to change their password (which will be the case for any accounts auto-

generated via Account Security Preferences).
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Use the following values to ensure a proper list is generated (see Image 8):

e usage.totalLoginCount
o Operator: =
o Value: 0

¢ usage.forceChangePassword
o QOperator: =TRUE

Ad Hoc Query Wizard - Field Selection

Select fields to use for creating a filter for which logic and cutput formatting may be applied. Click a field within the All Fields window, or use the Add
Function option to add the field to the Selected Fields window. To remove a field from the Selected Fields window, select the field(s) and click the
back arrow <--. The output will sequence the fields in the order selected; however, the sequence can be changed on the Output Formatting screen.
At least one field must be selected to continue.

Field Selection > Filtter Parameters = Output Formatting » Grouping and Aggregation

*Query Mame: Users with a New User Account

Short Description:

Leng Description: +

Select categories & fields

Filter By Search Clear
All Fields Selected Fields
usage.totalLoginCount
+- €31 Student usage.forceChangePassword
2* Demographics student firstName
€3 School Boundaries ?SIJ:“TEEE::J:HF'IE
€3 School Calendar = -

< District
¥ Learner
23 Counselor

Fy
¥
¥
+- 23 School
¥
¥
Fy

Ad Hoc Query Wizard - Filter Parameters

Parameters are used to filtter data based on specific logic. Use the operators to apply logic b designated fields. Logic 1
not being output. Click the Add Field button to apply additional logic criteria to a single fie]f already assigned an Opera
Expression (optional) to set conditions for the operators using AND, OR, and NOT congiftions. If a Logical Expression !
wil be applied to all operators. If using Logical Expression, include all fields that have @fperators or the Operator for th

Field Selection = Filter Parameters = Output Formatting = Grouping and Aggreggfion

*Cuery Name: Users with 2 Mew User Account

Short Description:

Long Description: \ /
Filter the data /

ID *Field Operator Value
b4 1 | usage totalLoginCount Tr|= T D
)(_ 2 | usage forceChangePassword ¥ || = TRUE v
b 3 | student firsthame v v
> 4 | student lastMame v v
* 5 | usage.username v v
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Once this filter is created, use the Account Letter Designer to design a letter which will generate for
each one of these users.

This letter should include the following Campus fields (see Image 9):

e The accountManagement.username field.
e The accountManagement.uniqueLinkActivationURL field.
e The accountManagmeent.uniqueLinkExpirationDate field.

Account Letter Designer

This wizard will walk you through the creation of a new letter format intended for User Security
notifications.

*Name
|User Account Motification |
Format

I|I
I
[

1 B I u = = A B

[]]
A
il
|
i

You now have a Campus user account! The following are your login credentials:

[ttt dind 1
'
'

accountManagementuniquelLinklsername

_________________________________________________

Username:

complete this process.

Thank you.

Organized To:
| User Account v

Image 9: Building a Letter to Inform Users who Need to Log Into Their Account
Once the filter has been created and the account activation letter has been build:

1. Select the Filter Type.

Filter criteria is important when generating this letter. Only users who match the filter
criteria selected (e.g., Student based Ad Hoc Filters, Census/Staff based Ad hoc Filters
(Portal Accounts), etc) will have a letter generated.

Page 11



Infinite

w

Cam{p@;

For notifying Staff, please consider the following:

o If notifying staff of their newly created staff Portal accounts (System Administration >
User Security > Users > User Account > Homepage = Campus Portal), use the
Census/Staff based Ad Hoc Filters (Portal Accounts) filter option.

o If notifying staff of their newly created Campus Application accounts (System
Administration > User Security > Users > User Account > Homepage = Campus
Instruction OR Campus Application), use the Census/Staff based Ad Hoc Filters

(Staff Accounts) filter option.

Select the filter from the Saved Filters window.

Select the letter from the Saved Account Activation Letters window.

Enter an Account Activation URL Expiration Date. This is the date the unique activation
URL contained in the message will expire (see Image 10). Users will need to select this URL

prior to this date.
Click the Build Letters button. The letters will appear in a separate window.

Account Activation Letter Builder

This tool will merge an Ad Hoc filter with a letter design to create lefters. The output will be in PDF format. Select one letter format and one or more filtery
Note: The result of student based ad hoc filters is based on the calendar selected in the Campus Toolbar. The census based ad hoc filkers do not take th

Saved Filters (select 1 or more) Saved Account Activation Letters /

3 Anna's Queries |_ User Account Notification
STATE AD AOC TEMFLATES

[ Course Reports Fis
[:] Course Reguests - By Hallman
7] Hallman Go Live Fitters

3 Scheduling

(@, =ADMA

(@, =aDM_ADA

=*delaCruz

=*EndStatus001

EN
=
% **gradedx

=*SDeVries

AKR Edit | | Delste

EmptySihy ==
£ Users with a New User Account Fitter Type:

Student based Ad Hoc Filters v
*Account Activation URL Expiration Date: (D6/0S/2017 3

Set Operation: | Linicn v

Sort Options  '®' Alpha '/ Zip

Build Letters

Below is an example of a generated letter using this scenario (Image 11).
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Mililani, HI
You now have a Campus user account! The following are your login credentials:
Username: 234030

Please go to: https:fiie.infinitecampus.comfielunique-link/ ZappName=iehi. This will require you
setup a new account password.

You have until 06/09/2017 to complete this process.

Thank you.

Image 11: Example of a Letter
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