Generate and Print Attendance Letters

Last Modified on 12/14/2025 8:45 pm CST

Tool Search: Attendance Letters

After creating attendance letters - establishing trigger criteria, writing the body of the letter - it's
time to print letters. Schools should discuss when letters are going to be generated - daily, weekly,
etc. A student only receives one letter, even if the student has multiple enrollments in the same
calendar.

Letters are not and cannot be auto-generated. A staff person must manually select the letter to
run, preview the letters and print them.

Attendance Letter Workflow

Reference the following workflow for a high-level checklist for creating an attendance letter.
Generating and printing letters is referenced in Steps 14-19.

» Click here to expand...

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
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Step
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.
Learn how to add preferred languages and create letters in another 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.

Preview Attendance Letters

Click the Preview button to review the letters prior to printing them. The Preview includes a header
page (page 1) that summarizes the letter and lists the students included in the generation, along
with their mailing address. The following pages (page 2, and continuing) are the actual attendance
letters.

Preview letters include a Preview watermark, making it very clear it is not the official attendance
letter to be sent.
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absent excused

Attendance Letter

13-14 High School

4000 Campus Drive, Anytown MN

Name
Student, Abby

Student, Brian

Student, Carly

11
09

Address

4321 109th Ave ME. Anytown MN 55555
1234 10th Ave SW, Anytown MN 55555
900 Rose Blvd, Anytown MN 55555
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Preview Letters - Header Page

For students who are in a household that is not assigned a mailing address, letters still print and
the student's name is included on the list of students receiving a letter, but instead of an address,
the words NO MAILING ADDRESS displays where the address would otherwise display.
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Generated on 09/30/2014 02:24:11 PM Attendance Letter High School

Page 1 of 1 absent excused 4000 Campus Drive, Anytown MN

Name Grade Address

Student, Abby 11 4321 108th Ave NE, Anytown MN 55555 [T
Student, Brian 09 1234 10th Ave SW, Anytown MN 55555

Student, Carly 12 NO MAILING ADDRESS

No Mailing Address for Student

Attendance Letters and Ad hoc Filters

When selecting Ad hoc filters with an Attendance Letter, one or more filters can be selected. The
filters available for selection are any filters the user has created and any filters saved to user
groups of which the user is a member. Selecting an ad hoc filter narrows the list of students
included in the letters. If the letter criteria includes all students in who were unexcused for five or
more consecutive days in all grade levels, and the selected ad hoc filter includes students in grade
10, only the students in grade 10 are included in the Print and Preview list of students.

Choosing multiple ad hoc filters requires the selection of a Set Operation of either Union or
Intersection.

e When set to Union (default selection), students in all selected filters are eligible to receive a
letter if their attendance qualifies.

e When set to Intersection, only those students who are in ALL of the selected filters are
eligible to receive a letter if their attendance qualifies.

Generate an Attendance Letter without
an Ad hoc Filter

1. Select the letter to generate from the Saved Letters list.

2. Click the Print and Preview Letters button. A list of students who met the criteria of the
letter are listed.

3. Review the list of students that met the criteria of the letter, and remove their selection as
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needed.
4. Click the Preview button to review the letter format prior to printing.
5. If satisfied with the format, click the Print Letters button.

Attendance Letter Wizard

To create a new letter, select the New Letter button to setup the attendance letter qualification criteria and printing format. Once a lettq

To generate a letier, select a saved lstter and click Preview and Print Letters. A screen with qualifying stucents will appear. A ltter ca

Preview and Print Letters
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Print and Preview Attendance Letters

All students who meet the attendance letter criteria, whether currently active students or have
ended enrollment since the last time the attendance letter was printed, are included in the letter.

e For students who meet the letter criteria but have since ended enrollment in the current
calendar, their names display in red with the word withdrawn.

e For students who meet the letter criteria in a previous calendar, their names display in red
with the word end dated.

Attendance Letter Wizard

Select the students that may receive a printed attendance letter. By default, students that have already received this letter wil be unchecked, and a new letter will not be
Click Print Letters to access options for sorting and posting information to the PLP Centact Log.

Students who have only a non-Primary service type enroliment in this calendar have an asterisk next to their grade level Students whose enroliment or calendar end datg

Name Qualified
Student, Asher 083172015
Student, Belinda 12 08/01/2015
Student, Cash 12 09/01/2015
Student, Delores 10 08/01/2015
Student, Emmett (withdrawn) 12 09/08/2015
Student, Francine 10 09092015
Student, Gideon 12 081052015
Student, Hattie 12 091042015
Student, lzaac 12 091052015
Student, Jasmine 12 09M10/2015
Student, Kevin 12* 09142015

Print and Preview Attendance Letters - Withdrawn Student

Page 4



This grid lists the following:

e Names of the student meeting the letter criteria

e The students' grade level

e The course number of the course in which the student met the letter criteria (if using the
Course or Course/Term Interval)

e The name of the course (hover over the course number) (if using the Course or Course/Term
Interval)

e The date the student first qualified for the selected letter,

e The date the letter was printed,

e Whether a Student Information Contact Log was recorded for the student

e An X to essentially delete the record of a letter printing for the student

If no students meet the criteria of the letter, this grid only lists the headers of the grid and no
students.

Generate an Attendance Letter with an
Ad hoc Filter

1. Select the letter to generate from the Saved Letters list.

2. Select the desired Ad hoc Filter.

3. Click the Print and Preview Letters button. A list of students who met the criteria of the
letter and the criteria of the Ad hoc Filter are listed. Refer to the Attendance Letters and Ad
hoc Filters section for more information.

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

5. Click the Preview button to review the letter format prior to printing.

6. If satisfied with the format, click the Print Letters button.

Print Letters

Click the Print Letters button. The same header page and body of the letter prints, just without the
Preview watermark. When the Print Letters button is chosen, a pop-up window displays.

1. Choose how the letters sort (Sort printed letters by) - by Student Name or Zip code.

2. Select the name of the staff person who printed the letters in the Contacted By dropdown.
This is required entry, and is limited to those individuals who have the Behavior Admin
checkbox marked on their District Assignment record, or is the current user with tool rights for
printing attendance letters and may or may not have the Behavior Admin checkbox marked on
their District Assignment record.

3. Determine if a Student Information Contact Log record should be recorded (Update Student
Information Contact Log) by choosing Yes or No. If Yes, a Contact Log record is
automatically created and saved for the student; if No, no contact log item is saved.

4. Choose to Close this window or Print.

Page 5


https://kb.infinitecampus.com/help/contact-log-plp

Sort printed letters by: Student Name ¥

Contacted by*: Administrator, System ¥
Update PLP Cortact Log:

Print Letters Dialog

If a Contact Log item is recorded, it displays as such. If a user determines the student should not
receive the letter after letters print, resetting that student's record DOES NOT remove the contact
log entry; it will need to be manually removed. Resetting that student's record DOES remove the
letter from the Profile tab.

Summary Team Members Documents Contact Log

a Delete E New E Print
PLP Contact Log

Date/Time 4 | Contact ¥ | Contact Type %+ | Contacted By #+ | Detais *

01/06/2015 2:38 PM Attendance Letter System Administrator Attendance Letter - 9035 Work Experience Employment Ski

-

Contact Log Detail

“Date “Time Contacted By
01/06/2015 | 02:38 PM System Administrator
Contact Type Contact

~ | Atftendance Letter
Details

Afttendance Letter - 4029 Math Standards BB1

Attendance Letter Student Information Contact Log Record

For students who do not have a mailing address, a letter still generates for them. 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 displays where the address
would otherwise display. Letters print for the student with the same NO MAILING ADDRESS
indication.
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High School

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

NO MAILING ADDRESS

Parent/Guardian of: Student, Carly

Repaort generated:
09/21/2018

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

No Mailing Address Display on Letter Print

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

with the Address.

Search Campus Tools

System Administrator

» Student Information

¥ Census
My Data
Staff Request Processor
People
Households
Addresses
Portal Request Processor
Add Person
Add Household
Add Address

Staff Locator

Index Search 6052 North Ave N wap this address

Minneapolis, MM 55411

Address Info Households Schools Overrides

n Save Delete H Find New Hous ehold

Address Location Editor

Household | start Date | End Date | Maiing | Secondary| Private | Physical
Household, Larry oar24rz2my
Household, Monica 082002012 08232017 X

Address Location Detail

Household

Household, Larry

Start Date End Date

08/24/2017 ||

Mailing Secondary Private Physical
] [ L[]

- Modified by: Administrator, System 08/21/2018 13.11

Address Location Detail - Mailing Checkbox

Export Attendance Letters

Click the Export button to view and save the list of the students who were included in the Preview
of Attendance Letters in CSV format.
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T Hide printed students

Logged Contact % | Reset

°

Qualified ~ | Printed

+

Name v | Grade

]

Student, Abby K 0716/2018

@)

‘Student, Brian 10 08/13/2018

I

Student, Carly 10 08/23/2013

&

A B € G H 1

index personiD lastName firstName middleName grade endDated printDate qualifiedDate plpUpdated
1 123456 Student Abby 12 8/23/2018
2 234567 Student  Brian 11 8/23/2018
3 345678 Student Carly 10 8/23/2018

[ ]

1
2
3
4
5
6
7
8
9

Attendance Letters Export

Attendance Letters Things to Know
Print and Preview

If letters are printed for multiple guardians, the sort order is determined by personlID. The
guardian with the newest personlID prints first.

o After letters have printed, the list of students for whom a letter printed now display in gray
text, indicating the letter was printed. The date of the printed letter displays in the Printed
column and an X displays in the Reset column. If a Contact Log record was recorded, the date
of that contact displays in the Logged Contact.

e If a letter was printed for a student but the student should not have received the letter, click
the X in the Reset column. A dialog box displays, verifying this is the action that is needed.
Click OK to continue or Cancel to not remove the X. Once the X has been removed, the
student's name displays in normal text, with dates removed, and a future letter can be printed

when desired.
e Once a letter is printed it will display on the student's Profile tab.
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Printed Logged Contact Reset

D93N2014 D93N2014 »

Dv3v2014 Dv3v2014 by
o

DSv302014

The page at https://ie.infinitecampus.com says:

Are you sure you want to delete the letter history?

Please make any appropriate changes to the PLP Contact
Log after deleting the letter history,

0K ‘ Cancel ‘

Resetting Letters

e These columns sort first by student name. They can be resorted as needed by clicking the
arrows in the column headers.

e Students who have already received a letter can be hidden. Mark the Hide printed students
checkbox in the upper right corner of the page. Then, only those students who have not
previously received the selected letter are listed.

Hide Printed Students

General Attendance Letter Management

e Edit, Delete and Copy letters from the first Attendance Letter Wizard screen by choosing that
option below the list of saved letters.

o Edit opens the selected letter so criteria can be modified.

o Delete removes the selected letter completely, including any record of that letter being
sent to students. A letter can only be deleted if it has never been printed (attempting to
delete such a letter returns an error message in the Saved Letters list).

o Copy makes an exact replica of the selected letter and renames it to Copy [ Name of
Letter ]. Additional changes may need to be made to that letter (name, letter criteria,
etc.) before sending it.

Address Logic

For addresses to print on the attendance letter:
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e A student needs to be a member of in a household with a guardian. If there is no guardian, the
student is considered a self guardian.

e The address associated with that household needs to be marked as mailing.

e The guardian needs to have a relationship with the student.

If these items are missing, the letter generates with NO MAILING ADDRESS.
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