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Tool Search: Letter Designer

The Letter Designer allows districts to create custom letters using a WYSIWYG editor. Letter formats
created within the Letter Designer can be used by many users and generated as often as needed.

Letter Designer vr

Ad Hoc Letter Designer

Reporting > Ad Hoc Reporting > Letter Designer

This wizard will walk you through the creation of a new letter format

Saved Letter Formats

‘Welcome Letter
B Welcome Letter

3 School Supplies

Create a New Letter Format

(®) Blank Form Letter
() Addressed Form Letter

[Edt] [ Delete | [ Copy|

| New Format |

See the Letter Builder and Letter Designer Tool Rights article for information on rights needed
to use this tool.

See the Tool Rights article for more information about Tool Rights and how they function.

Letter Designer Field Descriptions

Field Description

Saved Letter Formats Formats previously created and saved that are available for use
in the Letter Builder tool.

Create a New Letter e Blank Form Letter: Generate the letter exactly as it was
Format created within the Letter Designer.

e Addressed Form Letter: Generate the same information

as the Blank Form, but include the student's address at the

top. This format is useful for letters printed and mailed to
parents/guardians.

Edit Opens the WYSIWYG editor when a previously saved format is
selected.

Delete Option to delete the selected saved format.

Copy Option to copy the selected saved format.
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New Format Opens the WYSIWYG editor to compose a new format.

Create a New Letter Format

Letter Designer ¢ Reporting > Ad Hoc Reporting > Letter Designer
Ad Hoc Letter Designer

This wizard will walk you through the creation of a new letter format.

| Name [

short Desciption: | ]

Long Description:

Preferred Language @  Active P
en_US: US English - -
‘es_MX: Spanish (Mexico)

Jorganized To:
User Account v
Save Format(s)

1 Enter a Name.
e This is used to identify the letter within the Letter Designer and Letter Builder tools.

2  Enter a Short and/or Long Description about the letter.
¢ Information entered in these fields will display to users when modifying or editing the
report. Text entered in the Long Description field will display on the screen when the
filter is selected within the Letter Builder and Letter Designer tools.

3  Select the Preferred Language for the letter format.
e |Letters can be created in several languages, but they must first be entered into the

selected default value. See the Preferred Language Letter Setup section below for
more information.

3 Select the Font, Size, Font Color, and any other formatting options within the WYSIWYG
toolbar to compose the letter within the text field
e Hover your cursor over each image for a description of the formatting tool.
e See the WYSIWYG Editor Field Definitions section below for more information.

4 Use the two buttons on the far-right side of the WYSIWYG bar to include dynamic Campus

Field options and sub-reports. See the Campus Field and Sub-Report Options section below
for more information.
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5  Expand the Organized To dropdown field to select a user group.
e This field allows users to designate which user group has the right to view and
generate this letter format.

6  Select the Save Format button. The report format has been saved and is now available in
the Letter Builder tool.

Preferred Language Setup

Infinite Campus does not provide translation services. Districts must use their own
resources when communicating in a language other than English.

Letters must exist in the assigned default language. Text can be entered for additional languages
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 also lost.

Step 1. Enter the Preferred Language Default Value

Tool Search: Attribute/Dictionary

Enter the desired Default Value for the Preferred Language. This value shows the Default
Language Preview when creating letters in other languages. If no Preferred Language has been
assigned to an individual (Step 3), letters are generated in this default language.

1. Expand the Contact object.

2. Click on the 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 Attr'lbute/Dictionary w System Settings > Custom Data and Links > Core Attribute/Dictionary

n Save

Csrrl_p‘us_ An_[\r.mles_llnlwctic-nary Editor
(FyBESEPMgt
(£ BiingualEducationProgram
() BirthTo3
- Calendar
{3y campusToolPublishedTab
(7 CareerReadiness
(L CareerTechnicaE ducation
= Contact
b
Dicticnary (2 Entries)
(ZjcontactLog
=y Course v

Campus Attribute Detail
“Display Hame Screen Location

| Preferred Language |[ Contact =
“Field Name “Data Ty

communicationLanguage || drop-down list

WMax Size &g Hide Required

CT 108 a

Default Value
en_US
mmen!

Preferred language when recsiving communications.

Preferred Language Default Value

Step 2. Add Language To Attribute/Dictionary
Tool Search: Attribute/Dictionary

Languages available here are used in the Preferred Language Selector to 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 Add Row in the top-right corner, then repeat steps 3 and 4.
Click the Save icon when finished.

oA WwWN

The Language Code can be up to 15 characters in length.
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Core A‘ttribute/Dictionary be System Settings > Custom Data and Links > Core Attribute/Diction|

[ s

C_.:xm_p'us_ Attributes/Dictionary Editor
(L BEISEPMgmt “
8 m BilingualEducationProgram

=y BithTo3

B (h Calendar

{1y campusToolPublishedTab

ZjcareerReadiness

[ m CareerTechnicalEducation

=y contact

=] ’ Preferred Language

{CI3 pictionary (2 Entries)
Ejcontact_og

Ejcourse v
Preferred Language Dictionary Detail
Code Hame Seq Value Standard Code  Ed-Fi Code Active
b4 en_US US English 1 X
¥ es_MX Spanish (Mexico) 2 X

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

Core Attribute/Dictionary ¥ L
[ save Core Attribute/Dictionary ¥

) save

Campus Attributes/Dictionary Editor
= L e
{ZJBEISEPMgmE

CG BilingualEducationPragram
{3 BirtnTo3

CG Calendar

Csm_p'us_ AttributesiDictionary Editor
{JJBEISEPNgMt
m BilingualEducationProgram T
{TyBirnTo3 -
Qj Calendar
{Z jcampusToolPublishedTab
Qj CareerReadiness
m CareerTechnicalEducation m CampusToolPublishedTab
EQ} Contact ' CG CareerReadiness
EI} Preferred Language m CareerTechnicalEducation

‘..[C[® Dictionary (2 Entries) = jcontact

H E|} Preferred Language

Dictionary (2 Entries)
m ContactLog

Campusg Attribute Detail (Ii Courze
*Digplay Name *Screen Location :
| Preferred Language |[ Contact
*Fiald Name “Data Type Preferred Language Dictionary Detail
|cummunicatiunLanguage |[ drop-down list ~ Code Name
Max Size eq Hide Red
_ 0 [] » | en_Us US Enaglish
LIELI 2Lz % es_MX Spanish (Mexica)
en_US | .
ro 4

Preferred language when receiving communicatf
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Due to a configuration in Email Messenger settings, en_US should never be removed from the
Preferred Language Dictionary.

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 is 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.

Personal Contact Information

Messenger Preferences Contact Reasons

Delivery Behavior Food
Contact Information Private Device Emergency Attendance Messenger General 3ervice Priority Teacher
Ernail:[ | [] Emai a
Secnqdary )
Ema| | O e O O O O o 0 0
*Aaron Household: Voice 0O 0 O O O O
(999)555-2925 Text 0O O O (| (] O
Cell Phone: Voice O O O O O
(o j=s fowe B | O e O 0O O 0O 0O O
Other Phene: \oice 0 O O O a a
L B = 0O O O O O O
Viork Phone: \oice 0O 0 O O O O
fooo o Homo W ] O o O O o O O
Pager:
C N K K Jp

* Household phone preferences apply to all active members of this household.

Preferred Language
en_US: US English v ]

en_US: US English
es_MX: Spanish (Mexico) Yy

- Modified by: Reed, Diane 08/14/2018 15:39

District Defined Elements

Same Display Hame Same Display Name

Step 4. Create the Letter in the Default Language

Tool Search: Letter Format
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Infinite (.~
fCam"b%

*Name
5 day letter |

=
Preferred L @ Active
en_US: US English

91T B I U = = &= /= @m B © = — A |F |S

ec_CH: Chinese

es_SM: Somali
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)

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

The English version displays as the Preview when the same letter is created in another language.

*Name
[course Term Letter |

Preferred Language @  Active
en_US: US English

es_MX: Spanish (Mexico)
2h_CHI: Chinese Holat iAqui hay un eiemplo de una carfa!

2h_ZHO: Chinese

s0: Somali
hmn: Hmong

ja: Japanese

Organized To: Default language letter (US English):

User Account v

Save Formatis) Here's an example of a letter!
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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

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

*Hame
[Course Term Letter |

Preferred Language @  Active
en_US: US English

es_MX: Spanish (Mexico)
2h_CHL: Chinese

zh_ZHO: Chinese

1T B I U = =2 = = @ B ® = — a [F [§]
Here's an example of a lefter!

0 Somali
hmn: Hmeng

ja: Japanese

Organized To: Default language letter {Spanish (Mexico)):
User Account v
Hola! jAqui hay un ejemplo de una cartal

When finished, select the appropriate Organized To: option, then 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 typing/pasting the 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 to indicate the
letter is now ready to print for those individuals assigned that Preferred Language.
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*Name

|5 Days Letter (do not edi) J

Preferred Lalgua_]eo Active Pt B I u = = = = = = . = _ A lE @

en_US: US English ~

es_MX: Spanish (Mexico) "
ec_CH: Chinese |:| u'gl\'a\’

es_SM: Somali

em_HM: Hmong ]

ek_KN: Korean

e]_JP: Japanese é‘ﬁjﬂﬁﬁ, Q&L@ ﬂ‘l’:@l Q@ W

ev_VT: Vietnamese

n_HE: Hindi Il huestro objetivo en 1SD#4321 es garantizar que todos nuestros estudiantes tengan €xito. Debido a gue la correlacion
ep_PL: Polish entre la buena asistencia y el rendimiento en la escuela es bastante fuerte. nos preocupa cuando un estudiante

eg_Gl: Gujarati [} pierde la escuela: sin embargo. entendemos que ocasionalmente surgen circunstancias que causan una ausencia.

ea_AR: Arabic [

en_RUS: Russian hd Par favor, pongase en contacto con a oficing de la escuela secundaria al para programar una cita con gl Sr. v

Repeat these steps for the other languages that require letters.

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, while
another guardian at a different mailing address receives the same letter in English. If two
parents/guardians in the household are assigned the same Preferred Language, only one letter is
generated for the household.
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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_(?bjeiivo en Infinite C:_ampu:j; es Parent/Guardian of: Student, Andrew
correlgunn gnlre la buena aglsﬁenua y 9590 RANNOT AVE N

estudiante pierde la escuela; sin embar| ANY TOWN MN 55555

ausencia. '

Por favor, pongase en contacto con la Hello,
Sr. Johnson.

understand that occasionally circumstances arise that cause an absence.

Thank you,

District Office

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

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

Certain foreign language characters may not line up properly with other text when using the
Campus Fields or when fonts are mixed (e.g., phone numbers alongside non-English characters).

Try adding additional returns between lines.

The information in the letter sub-reports uses data stored in the AttendanceDayAggregation
table. This means that attendance data for the current date is accurate as of the previous
night's attendance calculation or the last time the Attendance Aggregation Refresh was run. If
needed, the Attendance Aggregation Refresh tool can be run to force an attendance

recalculation to pull in the current day's data.

WYSIWYG Editor Field Definitions
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Formatting This option appears as the paragraph symbol in the

|:| --------------
editor and allows you to set different sizes as Attn Teachers:
desired. Available options include: % Hoader | Emmomtnecrmies
o Normal text - non-serif font, most often Arial,  Hoader2

size 10

¢ Quote - indents and italicizes the text

e Code - displays the text in a box and changes
the font to a Courier-style font

e Headers 1 through 5 - display the text in
varying sizes

Text can either be selected and a formatting option
chosen, or the formatting option can be set first.

(B)old Highlighting the text and selecting B makes it bold.
(I)talic Highlighting the text and selecting / displays the |
text in Jtalics. ]

(U)nderline Highlighting the text and selecting U adds
an underline.

Selecting this option adds a bulleted list to the text.
Bullets will continue to be added until removed.

e First bullet

e Second bullet

e And so on...

Numbers Selecting this option adds a numbered list to the
text. Numbers will continue to be added in numeric
order until removed.

1. Enter the first step.
2. Enter the second step.
3. Etc.

<Outdent Selecting this option removes the indent and moves
text to the left.

>Indent Selecting this option adds an indent and moves the
text to the right.

Insert Image Adds an image to the message, letter, etc.

Enter the URL (file location) of the image, select the
desired size, and enter any other required text.
Then, enter the desired width and height of the
image in pixels. When finished, click the Insert
button.

The URL must be a public literal URL
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The following types of images can be inserted.
Image file extensions are listed; extensions in bold
are the most common type.

Approved Image Types for Ul Display

.jpg or .JPEG .psd  .svg
.png .psp  .3dm
.bmp Rl .3ds
or
Liff
.dds .ai .max
.dng .eps  .obj
.gif .ps xcf

Inserting Images in Letters

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, JPEG images must be decompressed.

Inserting Images in Emails

The image types accepted depend on your email
client. It is recommended to use common file types
such as PNG and GIF in emails.
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Table Adds a table. First, select the Insert Table option
from the dropdown. The default table size is 2 rows
by 3 columns. Use the other options in the Table
dropdown to increase this size.

Available options are:
¢ Insert Table
e Add Row Above
e Add Row Below
e Add Column Left
e Add Column Right
e Add Head (adds a bold line below the top row)
¢ Delete Head (removes the bold line)
e Delete Column
¢ Delete Row
e Delete Table

Links Adds a URL link to an external site (outside of the
district) or an internal site (within the district).

Links could include websites, district-approved
videos, etc.
Videos are embedded and use the <embed> tag

All links open in a new window.

Alignment Determines placement of text. Options include: —

s s owm o omom e - 4

600 CoT.

e Align text to the left: Lines all selected text
up to the left of the margin/editor.

¢ Center text: Centers all selected text to the
middle of the editor.

e Align text to the right: Lines all selected
text up to the right of the margin/editor. :

¢ Justify text: Aligns all selected text along the : —
left margin, and letter- and word-spacing is
adjusted so that the text falls flush with both

margins
Insert Adds a line that displays across the text box,
Horizontal separating a section of the content from another
Rule section of the content.
Font Color Changes the text color from black to a chosen color.
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Campus Field Campus Fields and Sub-Reports allow the lettersto |+ * 7 v === == - o[f]s
dynamically pull and display specific student data

for each student within the generated letter. See
below for more information.

Sub Report 10 rimmamemnr = o E)

Campus Field and Sub-Report Options

Using Campus Fields and Campus Sub-Reports in letters allows the reports to dynamically pull and
display specific student data for each student within the generated letter.

Any fields displaying in red text have been deactivated. Use the Element Replacement tool to
replace them with updated fields.

Campus Field Options

To include Campus fields within a letter, select the small icon on the right-hand side of the text
format bar.

Once the Campus field options icon is selected, users are presented with the Campus Field
Properties editor. Much like other Ad hoc field editors, users can select Campus fields related to
student data.
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Ad Hoc Letter Designer

This wizard will walk you through the creation of a new letter format.

“Name Ad Hoc Behavior Immunization
Short Description:
Long Description:
Format
1 B I u = E = = W H & & 0 — A
Dear Parent,
. S
Your Student, | studentlastiame udent firstame ;. has the followiRs

immunizations and discipline events.

! Immunization |

Organized To:
User Account

Insert Campus Field

Select The Field To Insert
v Student
» Demographics
» 3chool Boundaries
» School Calendar
»School
» District
» Learner
+ Census
»Health
» Attendance
» Assessment
» Grading
» Learner Portfolio
» Locker
»Fee
= Transportation
= Activities
= Campus Usage
» FRAM
» Custom Tab: Homeless
» Response to Intervention

Custom Attributes cannot contain special characters when added to letters.

Select the field from the Campus Field Properties editor to insert Campus fields within the letter.
The selected field will appear within a dotted blue-lined box in the text field.
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Format

1T B I U = = = = @ 5 ® = — A [F [§
Dear Paren

Your Stude ,ihstudent.lastName !,Ekstudent.ﬁrstName . Inas the following
immunizatiogs and discipline events.

! Immunization

Campus Fields Display

The example above pulls a student's first and last names into the report. Every time this report is
generated, each student being reported will pull their unique data for these fields into the letter.

Campus Sub-Report Options

Select the small icon on the right-hand side of the text format bar to include Campus sub-reports
within a letter.
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Ad Hoc Letter Designer

This wizard wil walk you through the creation of a new letter format.

“Name Ad Hoc Behavior Immunization

Short Description:

Long Description:

Format

-
]
=
(]
1]
il
il
E
i
III
|
=
[

Dear Parent,

Your Student, | studentlastMame udentfirstame v h Insert Sub-Report *

immunizations and discipline events.

........................ . Select The Field To Insert
[l b blfiatondediant S > Learner

7777777777777777 \ = LearnerPlanning

| Immunization | - Attendance
"""""""" » Grading

= Behaviar

» BtudentPaortfolio

= Health

= Point of Sale

(Organized To:
User Account

Save Format

Campus Sub-report Selection

Once the Campus sub-report options icon is selected, users are presented with the Campus Sub-
Report Properties editor.

Select the sub-report from the Campus Sub-Report Properties editor to insert a sub-report within the
letter format. The sub-report will appear within a dotted red-lined box in the text field.
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immunizations and discipline events.

! Immunization

Campus Sub-report Display

Sub-Report Options

The following table lists the sub-report options for each area.

Area

Learner

Learner
Planning

Attendance

Grading
Behavior
Student

Portfolio

Health

Point of Sale

Sub-Reports

Student Schedule
Active and Dropped Student
Schedule

Course Requests
Course Plan

Period Mark Summary
Course Mark Summary
Whole/Half Day Summary
Exact Day Summary

Single Day Count Summary

Grade Detail
Term GPA Summary

Discipline Summary
Behavior Summary

Cumulative GPA and Class Rank

Immunization

Health Screening Concussion
Health Screening Dental
Health Screening Hearing
Health Screening Scoliosis
Health Screening Vision

POS Account Balance
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When using sub-reports in letters, please note the following:

e All behavior data is included when adding either sub-report.

e Afield is displayed only if there is data for it. If a field is selected in the sub-report but there is
no saved data for that student, the field's information is not displayed.

e A sub-report option only displays if the district/school records that data.

Letter Formats

Users can generate letters in Blank Form or Addressed Form Letter format. The Blank Form
Letter format will generate the letter exactly as it was created within the Letter Designer.

Dear Parent/Guardian:

This letter is to inform you of your student's upcoming test
schedule. Students in grade 10 must take the State Assessment on
March 3 of every year in order to be considered for the state
qualifying assessments.

See the schedule below for your student's timeframes.

Blank Form Letter Format

The Address Form Letter format generates the same information as the Blank Form format, but
also includes the student's address information at the top. This format is useful for letters printed
and mailed to parents/guardians.
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Franklin High School
4321 109th Ave NE Report generated:
AnyTown, MN 55555 12/26/2017
(612) 555-1212

Student #123456

Grade: 10
Birthdate: 01/01/2000

Parent/Guardian of: Student, Abigail
1234 90th Ave E
AnyTown, MN 5555

Dear Parent/Guardian:
This letter is to inform you of your student's upcoming test schedule. Students in grade 10 must take the State

Assessment on March 3 of every year in order to be considered for the state qualifying assessments.

See the schedule below for your student's timeframes.

Address Form Letter Format

For students without a mailing address, a letter is still generated. Like in the Preview of the
attendance letters, the student's name is listed on the summary of who receives a letter, but
instead of an address, the words NO MAILING ADDRESS display where the address would otherwise
display. Letters are printed for the student with the same NO MAILING ADDRESS indication.

High School

4321 Campus Way
Any Town, MN 55555
(612) 555-1234

Report generated:
09/21/2018

Student # 123456
Grade: 10
Birthdate: 06/10/2003

Parent/Guardian of: Student, Carly
NO MAILING ADDRESS

No Mailing Address Display on Letter Print

No Mailing Address is determined by the Mailing checkbox marked on the Household associated
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with the Address.

Household Addresses ¢ Census > Households > Household Addresses
Ace 1D:393 Phone: (999)555-1390

Related Tools A
E Save ﬂ Delete ﬂ Find New Address

Household Location Editor

Address Start Date End Date Mailing Private | Physical
19901 E Thornton Rd 01/01/1901 X

Household Location Detail

19901 E Thornton Rd  [MAP]
“Start Date

End Date
010111901 |7
Secondary Frivate Physical
O m]

- Modified by: Unknown

Address Location Detail - M
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