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ATTENDANCE LETTERS: HOW TO SET
UP THE STATE REQUIRED 5 DAY |

UNEXCUSED LETTERS FOR A YEAR
LONG COUNT

_________________________________________________________________________________________________________________________________
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5 DAY UNEXCUSED LETTERS

HIGHLIGHTS OF THIS SESSION

e GO THROUGH THE STEPS TO SET UP THE PARAMETERS FOR THE
LETTER - THERE ARE 3 CODES TO CONFIGURE

e LETTER TEMPLATES

« AUTO SCHEDULE TASK TO RUN ON A SET DATE

« HOW TO DELETE A LETTER FOR STUDENT

« HOW TO RUN THE ATTENDANCE LETTER FOR A SINGLE STUDENT

« STUDENT ATTENDANCE MODULE/LETTER TAB to view Letters printed
and the HISTORY TAB for a quick view of year to date attendance totals
and prior year totals

e« UTILITY TO SET UP THE UPDATE ATTENDANCE HISTORY AS A
SCHEDULED TASK FOR NIGHTLY UPDATES

* Note: The setup for the year long letters came from Skyward Support, [ am
not taking credit for their work, just sharing how it works.




/ = Student Membership and Attendance

Procedures Manual

Tennessee Department of Education Division of Data and
Research March 2015

D-101 Reporting Absences to Parents or Guardians

Parents or guardians must be given written notice each time a student
misses five unexcused days (this means an aggregate of five days during
the school year and not necessarily five consecutive days). Additional
notices must be sent after each successive accumulation of five
unexcused absences. T.C.A. § 49-6-3007

The above guidance is what I have based the 5 day letters on.
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Step 1 DATE RANGE SET UP

s

Day [Unexcused]

Attendance Letters YR Long - once a student pulls 5
days and the letter prints - this setup will start recounting

(2 WSWOPATWALWPS\CO - Codes - !nirty HED - 12401 - 05.16.02.00.08 - Internet Explorer

T https:-'-:k‘;..'-.t.-arcl.i_scorp.com-zcript:- \.ZIZE

Lenoir City Elemen|
SKYWARD

Home |v| Students | Families | Staf]

4l - Codes ¢

._1 Go to Attendance Letters Configuratig
._1 Go to Attendance Letters Utilities - U
=5 Codes - CO

-] Threshold - TH

] Letter Attendance Type - LT

‘[ Date Ranges - DR

Create a Date Range
(WS\OF\AT\AL\PS\CO\DR)
The start date should be fixed
and set to the start date of the
school year for the entity. The
End Date should be set to
Variable and equal to Today -
o days. The option “Allow
multiple Attendance Letter
to be sent against this date
range” needs to be checked
[Note: the Grace period does
not work on YR long - you
have to add the days at the

Date Range Code: (5DL
* Short Description: Year Long Range |

2 Variable (Today -
) Fixed
) Variable (Today days)
Days to Count: ®) Only School Days ) All Calendar Days
I Allow multiple Attendance Letters to be sent against this date range

* Lopg Description: [Year Long Range |
* Start Date: ®) Fixed [08/04/2015 |[59)
0| days)

* End Date: (

A
]

Asterisl%”l}{dinotes a required field
For

2 WS\OPATVALPS\CO\DR - Date Ranges - Entity 030 - 12404 - 05.16.02.00.08 - Internet Explorer = | E 28
|¢73 https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedulenaircitytrntn/saltrbrws002.wiisPopup=true [
Date Ranges Ie | | T S |7

\Views: | General vl Filters: | *#L11 Date Rangss v| i m E‘_"l d:;:% Add
Code & | Short Description Long Description Start Date End Date Edit
[ 1]5DL | vear Long Range |Year Long Range 08/04/2015 05/12/2016 (TODAY - 4 | Delete
Back
= WSOPATALNPSWCONDR - Date Ranges Maintenance - Entity 030 - 12404 - 05.16.02.00.08 - Interne... | = =l
£77 hitps://skyward.iscorp.com//scripts/wsisa.dll/W5ervice=wsedulenoircitytrntn/saltreditd04 wiisPopup=true
Date Ranges Maintenance A - R
Date Ranges Maintenance Save
Entity: [030 - Lenoir City Elementary School School Year: 2016 Back

ong range to add a grace period for parent notes, add it here at
The *End Date - Variable (Today - 4 days) or add the number that you

OCCTITI TOCT

cvetem-ti<es
U] J

*, 100%

*End Date - Variable (Today -
4 days) or the number of days
needed]

-

\

F

Joa


Presenter
Presentation Notes
Create a Date Range (WS\OF\AT\AL\PS\CO\DR).  The start date should be fixed and set to the start date of the school year for the entity.  The End Date should be set to Variable and equal to Today – 0 days.  The option “Allow multiple Attendance Letters to be sent against this date range” needs to be checked. [Note: the Grace period does not work on YR long – you have to add the days at the *End Date – Variable (Today – 4 days) or the number of days needed
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= WSNORATWALYPS\CO - Codes -

STEP > THRESHOLD SET UP

= 12401 - 05.16.02.00.08 - Internet Explorer NI m—

' S/I-/"f https://skyward.iscorp.com/scripts/wsisa.dll/ W5ervice=wsedulenaircitytrntn/qonfgtree001 w

7 Lenoir City Element
SKYWARD

Home H Students ‘ Families | Staff

<4 ld  Codes %W

] Go to Attendance Letters Utilities - UT
(=3 Codes - €O

-] Threshold = TH

5 {] Letter Attendance Type - LT

----- “{ ] Date Ranges - DR

Create a Threshold
(WS\OF\AT\AL\PS\
CO\DR). The Letter
Type should be set to
Total; the Term Type
should be set to Date

Range. Enter the
Threshold of oos.

] Go to Attendance Letters Configuration

T
(= WS\OPRATVALWPSWCONTH - Thresholds - Entity 030 - 12402 - 05.16.02.00.08 - Internet Explorer | = | = =
{ﬁ https://skyward.iscorp.com/scripts/wsisa.dll WService=wsedulenoircitytrntn/satndbrws032 wiisPopup=true =
Thresholds I | WL 5 (2
ieanr: Filters: [*211 Thresholds  v| v ol B o
Letter &« | Term Thireshold | Description Edit
1] Totzl__|Date Range | 005/5 Day State Yr - Unexc Delete
. Back
= WS\ORATVALVPSYCONTH - Thresholds Maintenance - Entity 030 - 12402 - 05.16.02.00.08 - .| = | = 2 |
g{’-’f https://skyward.iscorp.com,/scripts/wsisa.dll/WSernice=wsedulenoircitytrntn/satndeditd37 . wiisPopup=true ﬂ]
Thresholds Maintenance I § (- IR B
Thresholds Maintenance Save
Enfity: (030 - Lenaoir City Elementary Schoaol School Year: 2016 Back
Letter Type: ®) Total
Term Type: () Semester
O Term
O Year
®) pate Range
Threshold: Q05
* Description: |5 Day State ¥r - Unexc
Asterisk (*) denotes a required field
<
50 sl
#100% -

#100%



Presenter
Presentation Notes
Create a Threshold (WS\OF\AT\AL\PS\CO\DR).  The Letter Type should be set to Total; the Term Type should be set to Date Range.  Enter the Threshold of 005. Note: If I wanted to create a 3 day letter, the Threshold would be 003.


P 3 ATTENDANCE RTYPE

R EE———— )
/) Letter Attendance Type Maintenance - Entity 001 - WS\ORATVAL\PS\CONLT - 12403 - 05.13.02.00.07 - W... | = | ] ||
ype ty

@ http://brokerd:86/scripts10//wsisa.dll/W SEF. ice=11445web/saltredit003.whisPopup=true

Letter Attendance Type Maintenance (52) A @O o 7
Letter Attendance Type Maintenance Check
Spelling
Entity: 001 - Entity (001) Grades 9 to 12 School Year: 2013
* Letter Type: © Class © Period ® Total 2
* Class Attendance Type: Back

Short Description: [Unexcused

Long Description: IUnexcused

Absence Types

Asterisk (*) denotes a required field

#100%

Create a Letter Attendance Type (WS\OF\AT\AL\PS\CO\LT). The Letter Type
should be set to Total. Click the Absence Types button to select which absence
types will be counted for the Letter.



Presenter
Presentation Notes
Create a Letter Attendance Type (WS\OF\AT\AL\PS\CO\LT).  The Letter Type should be set to Total.  Click the Absence Types button to select which absence types will be counted for the Letter.



STEP 4: CUSTOM ATTENDANCE LETTER

[ @ Custom Letter Add - Entity 001 - WS\ORATVAL\PS\CF\CA - 25502 - 05.13.02.00.07 - Windows L. (2= o=l [t |

& http://brokerd:86/scripts10//wsisa.dll/ WService=11445web/saltreditd19.w?isPopup=true

Custom Letter Add (50) AT e | ?
Check
Custom Letter Add Spelling
Letter Type: © Class T Period ™ Total Save
Letter Mame: |5 Day Letter | T
Orientation: ® portrait ¢ Landscape Edit Layout
Back
&, 100% -

Add a new Custom Attendance Letter (WS\OF\AT\AL\PS\CF\CA).
The Letter Type needs to be set to Total.




" CUSTOM ATTENDANCE LETTER

L) e o B I U X, x2 i=i= = EE=ZE @AE0O0S
TimesN... |8 12 '+
Student Student Name has 5 new davs of uexcuzed absences,

The attendance dates below were counted towards these 3 days of unexcused absences.

Dae DOW - Ml lh s e T e LG

L11-

Aind Dale

Dayoftl Perio¢ Perioc Perioc Perioc Perioc Perioc Perioc Perio¢ |Perioc Period |Perioc Perio

By Periods

The custom letter can be set up as the customer desires. To include
the attendance details for the 5 days of absence be sure to include the
Detail Area in the Letter.




Day Total Custom Letter

Q =I5, B @|® @O0 L3 | B I US| x x| = £ MIEE = E
= Gd A = Q »=| TimeshN.. - | 12 - || A- @3-
Run Date A
1st Guardian
Mailing Address Street Mailing Second Address (Apt/

Mailing Address City  Mailing Mailing Address ;
Subject: Student First Name Student Last Name

Diear Parent/ Guardian:

A good attendance record is necessary to make satisfactory progress in school. Tennessee State Law requires that each student mamtam a good attendance record. It 1s the
responsibility of the parent or legal puardian to assure that his'her children are in scheel.

Thisz letter is to inform you that your child has accumulated five (5) or mere unexcusad day absences from school which constitutes truancy, according to state law. As a result,
we may be required to summon the parent/guardian and student (twelve years and older) to appear before the Truancy Board. Az a parent, you are required to notify
the zchocl of vour child's absence or zend in a dector/dentist or court note * All notes should be furned in the day the child retumns to school. Notes will not be accepted after the

3rd day of the students return to school.

If vou feel there are emors in vour child's attendance record, plezse contact the Lencir City Schools Truancy office at $65-988-2070 option 4 immediately upon receipt of this
lefter. Abzsences are listed below.

Thiz iz the parental notification required by school policy stated in the Student Handbook: under the Attendance zection.

Lizted below are the abzences for vour child:
Day Date

Day of t /Atnd Date

Cordially, W

T S LTI I | 1



SKYWARD

TEP 1 SCHEDULING THE 5 DAY LETTERS

<4l » Schedule Letters

Customize Tabs Scheduling Parameters

Sched Params

Update Params

Task Information
Task Status: ® Active O Inactive

Letter Params * Task Description:|5 Day Letters HS

View Letters

End Date: [12/31/2999  |[=3][Tuesday |

Start Date: [08/25/2014 | [3][Monday | Start Time: [04:00_|AM |

Day(s) of the week
Hmon MMTue dwed Ther CDFi Osat [ sun

Week(s) of the month
W First [ second M Third & Fourth M Ffth ] Sixth

Month(s) of the year
B 1anuary [+ February 4 March [+ April [+ May L] June

L July [+ Auvgust [ september ¥ October [¥] Movember [¥ December

Save

Back

Additional Export Options

Email Results To: |jpalmer@lencircityschools.net]

x|/

Export Location: |

| 2]

Asterisk (*) denotes a required field

This email tells you
the task

has successfully run.
You have to log in
and go to My Print
Queue

To see actual letters

Create a new Scheduled Letters task (WS\OF\AT\AL\SL) Schedule Letters. This can
be set up to run every day. **** [Our system only runs the letters once a week]




_ STEP 2 ATTENDANCE UPDATE PARAMETERS

-4 hd Schedule Letters (130)

Customize Tabs Task: |5 Day Letters

Sched Params Attendance Update Parameters

Update Params

Letter Params

View Letters

Letter Type:

Attendance Type:

Term:

Term Date:
Starting Attendance Date:
Periods:

Student Selection

= By Range © By Individual Ranges

Class U Period * Total

] |* | Unexcused
501. — Year Long Range (Dfx]
Low High
08/27/2012 03/08,/2013
08/27/2012 [03/08/2013 | Grace Prd:
Attendance Accumulation
Method
" period ™ Date O Days/Calendar Method

Minimum # of periods for an attendance

date to count as 1 day abEE-nt:

Thresholds to be updated for this Terrm Type

05 — 5 Dav

oo ()

-

E B8 7 Favoritesw | Me

Sawve

Back

This Grace Prd
does not work
for the year long
range

Enter the Attendance Update Parameters as shown. The Letter Type set to Total;
Attendance Type should be the one that was created earlier, UNX in this example.

For the term select the Date Range that was created earlier, 5DL in this example.

Select “Date” for the Attendance Accumulation Method. Enter the number of periods

for the Day to count as absent.



Presenter
Presentation Notes
Enter the Attendance Update Parameters as shown.  The Letter Type set to Total; Attendance Type should be the one that was created earlier, UNX in this example.  For the term select the Date Range that was created earlier, 5DL in this example.  Select “Date” for the Attendance Accumulation Method.  Enter the number of periods for the Day to count as absent.


mTTENDANCE LETTERS PARAMETERS

-l‘ = Schedule Letters (1 33} - a1 E ﬂ ‘{,;]’Fa'.'oritesv {|_'_| Mleww Viin
Customize Tabs Task: |2 Day Letters
Sched Params Attendance Letter Parameters
Update Params Letter Type: © Class ¢ Period ™ Total Check
Attendance Type: | UMNX |v Unexcused Spelling
View Letters Term: i]:ll. — Year Long Range (DFEI Save
Letter Status: © Previously Sent ™ Mot Sent Back
Low High
Periods:
Term Date: |08/27/2012 03/08/2013
v Send out letters (create & mark as sent) I Page Break By Student/Family
I Print Detailed Attendance I Print window Envelopes
I Print Tardies Accrued During Letter Term ™ uUse Mailing Adddress

I Use Report Heading
Report Heading:

Print for Families: | First Family Only [=]

I Sawe Copy of attendance Letter I Post to Family Access

I~ Print using Custom Attendance Letter | Custom Attendance Letters | |Selected: 5 Day Le
I For Family Home Language of Spanish, use Selected: None
I Merge individual letters into one file (individual letters will still be accessible)

I Create Mail Merge File

I Create Discipline Records for Students Receiving Letters

Other options to use

I Create Intervention Records for Students Receiving Letters

Selected Threshold: (005 - 5 Day

Thresholds to be updated for this Term Type

Enter the Attendance Letter Param pe. The

Attendance Type should be the one created earlier, UNX in this example. The Term should

be set to the Date Range that was created earlier, 5DL in this example. Set the Letter Status
to Not Sent. Select the option “Sent out letters (create & mark as sent). Check the option
“Print using Custom Attendance Letter”, and then select the Custom Letter that was created

earlier. Select the oos threshold.



Presenter
Presentation Notes
Enter the Attendance Letter Parameters as shown above.  Select Total Letter Type.  The Attendance Type should be the one created earlier, UNX in this example.  The Term should be set to the Date Range that was created earlier, 5DL in this example.  Set the Letter Status to Not Sent.  Select the option “Sent out letters (create & mark as sent).  Check the option “Print using Custom Attendance Letter”, and then select the Custom Letter that was created earlier.  Select the 005 threshold.
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SKY et
https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedulenaircitytn/genfgtree001.w
/,/"— T.enoir City Middle School (010) = Joan Palmer  Account Preferences Exit 7
5 .
§{wan PATH: WS\OF\AT\PS\UT\LS
| - Student Food — - Taucaor avanced o 2 2 3 0 0 ==Es
Home |v| Students | Families | Staﬁ| Sy e Administration |, 2CHS | RSN T WS\OPATVAI\PS\UT\IS - Maintain Attendance letters Sent - Entity 010 - 1...
. . https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedulenoircitytn/saltredit001.w?isPopup= &
e H = Utilities & = ) ) = — rint Queue
: §K | Maintain Attendance Letters Sent o I B
-3 utilites - UT https://skyward.iscorp.com/scripts/wsisa.dll/WService =wse|
u Maintain Attendance Letters Sent - LS Template Settings Save
SHEp . Maintain Attendance Letters Sent
{ ] Clone Attendance Letters Setup - CA * Template Description: ITntaI Rang_ Sa\éi:nd
¥ Display My Templates ¥/ Display Shared Templates ¥/ D) ) Share this template with other users in entity 010 B_ack
Maintain Attendance Letters Sent Templates -
Template Type 4 Desciription Maintain Attendance Letters Sent
g : Total Range School Year:
Once this template is 2.5 Siovard Al Closs Atcencnce Letter Leter Typo: ® Tota
t . t h 3 :; :kmywarj ﬁ:: _PrerticlclA,i‘ttter;danceLLittters Atten_z‘il_ance-c_:lu wllinewEEed |
prart otal Attendance Letters pe:
Se up’ ]us C ange Term:[5DL - Year Long Range (L 7|
Low High
the run date . te s SET DATE LETTERS
Date letter wasf04/15/2014 | 04/15/2014 |
i = WERE RUN
—TTresroT 005 005

Bl

Available Thresholds for this Term Type

005 - 5 Day ¥r

Asterisk (*) denotes a required field

e

>

IF A STUDENT’S LETTER NEEDS TO BE DELETED BECAUSE THE UNEXCUSED HAS BEEN

-

=

—
10:07 AM

8/26/2014 |

CHANGED TO EXCUSED - RUN THIS UTILITY TO DELETE INDIVIDUAL LETTERS AND
PLACE THE STUDENT BACK IN THE COUNT


Presenter
Presentation Notes
MAINTAIN ATTENDANCE LETTERS SENT SETUP - IF A STUDENTS LETTER NEEDS TO BE DELETED BECAUSE THE UNEXCUSED HAS BEEN CHANGED TO EXCUSED – RUN THIS UTILITY TO DELETE INDIVIDUAL LETTERS AND PLACE THE STUDENT BACK IN THE COUNT



aintain Attendance _L_etters Sent /_

Q WS\ORATVALNPS\UT - Utilities - Entl’ry 030 - 12405 - 05.16.02.00.03 - Internet Explorer

"? httpS'//skyward Iscorp com/scnpts/wmsa dII/WSerwce wsecfuIen0|rC|ty'tn/qcnfgtreeOO1 w

P
§

Lenoir City Elementary School (030) £l

Joan Palmer

Account |

° (2 WS\ORATAL\PS\UT\LS - Maintain Attendance Letters Sent - Entity 030 - 12406 - 05.16.02.00.03 -..| = | & | &2 |

4l » Utilities W

‘5 ” hi‘tps //sky\‘v\/rars= iscorp. com/scrlpts/WS|sa cEII/WSerwce wsedulenmrqtytn/qrprtbrwsOO1 w? BnNsTltIe Malntaln Atten ﬂ‘

1] Go to Attendance Letters Codes - CO

Go to Attendance Letters Configuration - CF
=5 Utilities - UT

] Maintain Attendance Letters Sent - LS

{1 Clone Attendance Letters Setup - CA

“{_] Mass Purge Attendance Letter Batches - PB

T

Mamtaln Attendance Letters Sent

v Display My Templates [ Display Shared Templates v Display Skyward Templates

Maintain Attendance Letters Sent Templates

mpfale Type -~ ‘ Descnphun

| Created By

I 2016 Yr long by date_ -

vortesw ] New window 2wy Print Queue

Select student

8

{u/\‘r https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedulenoircitytn/saltrbrws007.w?pRecordID=83908pAtnd Type=T&isPopup=true

li] B g | Delete aing
s " Leftter

LI RS S

Attendance Letters
from the
. General W *211 Attendance Letters W
IISt and delete Vl\ews | : |S:r:'||t::f| | Term Nbr/ ] | Tota\ Daté Lel'ler | — [F— | T
Letter _ this Will jStudent Key & | Start Date | End Date | Threshold | [ Type Sent Out | (-Sreated By !Repcrf Name iStuden! Name i
08/04/2015 02/17/2016 005 U 02/23/2016 | jpalmer ATND RPT TTL
keep the 5 day count 2 - 08/04/2015  02/17/2016 005 U 02/23/2016 | jpalmer ATND RPT TTL
3 08/04/2015 02/17/2016 005 U | 02/23/2016 |jpalmer ATNDRPTTTL | ™~ .
accurate g o e T L R
5 08/04/2015 02/17/2016 005 U 02/23/2016 | jpalmer ATND RPT TTL
6 08/04/2015 02/17/2016 005 U 02/23/2016 | jpalmer ATND RPT TTL
7 08/04/2015 02/17/2016 005 U 02/23/2016 | jpalmer ATND RPT TTL

[ Delete Al

| Alnd Letter

3/2/2016



Presenter
Presentation Notes
If a student has had the unexcused absences changed to excused for whatever reason and the letter is no longer valid,
Run the Maintain Attendance Letters Sent to delete the letter.


=

*You set up the attendance letters each year by Entity

**You also have to go to Office/Attendance/Product Setup/Configuration/Attendance
Letters Setup—-AL Path - WS\OF\AT\PS\CF\AL

Entity Year Attendance Options - and check - Use Attendance letter by Totals
And you do this for each school - once this is set up it clones over and stays the same

The set up requires the system to be in the active school year, after the Student
Attendance Start date.

Grace Period - our system allows Parents/Guardians 3 days to bring in a note for the
absence after the student returns to school. I have a 4 day graces period set up for the
letters. This allows us not to have to back track and check if a note has come in to the

schools.

After a letter run, I have had folks call and say a student that did not pull a letter
should have but after checking, they were still in the grade period. In this case, if no

note is received the student will pull in the next week run or after the grace period is up,

you could do a manual run.
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—  TORUN THE ATTENDANCE LETTER FOR A SINGLE STUDENT

How to run the attendance letter for a Single student: 2 parts -

Step 1. Go to the attendance letter update [Attendance Letters Update Templates |
PATH- Office\attendance letters\update templates-AU [WS\OF\AT\AL\AU] -
choice can be range or individual student - | cloned the template created for the Year
long run and called it single student update, this is run before the letters — on this
screen check the Purge update records without a letter

Option: Purge update records without a letter **this will remove a hung letter —

if the attendance was changed for a student after a letter was created - the system can
get hung and not recognize the change to the attendance events... checking this option
will clear the hung letters

Step 2 Next run the letter template [WS\OF\AT\AL\AL] Office\Attendance
Letters\Letter Templates- set up for a manual run-

I cloned the template I have set up for the year and called it Manual Run. This is done
for each Entity.



Single Student Setup1

@ WS\ORAT\ALMAU - Update Templates - Entity 005 - 12407 -

—— |

‘5 {# https://skyward iscorp.com/scripts/wsisa.dll/WService=wsed

(2 WS\ORAT\AL\AU - Attendance Letters Update - Entity 005 - 12407 - 05.16.02.00.10- L. | = | B [l

7 Lenoir City High School (005) =
SKYWARD

‘S [/f https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedulenoircitytn/saltredit005 w?isPopup=true @ ‘

Attendance Letters Update

AU G2

~ Home H Students | Families ‘ Staff | Soudent | Sood Template Settings __sawe
* Template Description: Save and
<4 H > Update Templates & ¥ Share with other users in entity 005 '%‘
| Display My Templates 2] Display Shared Templates D%v Sk dl N\ i N
Attendance Letters Update Templaa}/L udenNgelection
O By Rang ® By Individual Individual Purge update records without a letter 2
| ‘Temp\ate Type & |Desr.r|% ‘
1 2) Entity " . /
2 2) Entity of fetter update %“CE Letters Update Check this box to
5in jle student 1 pdate

4 2) Entity
5 2) Entity

Ud@te Period Aendance/S1
Update Period Attendance/S2

Select Student or
Students to run letters
for

<

5 records displayed

Letter Type: ® Total
Attendance nge:|UNX ¥ Unexcused |
Term;‘SDI. - Year Long Range (DI V|

Low High
Term Date: 08/04/2015 05/17/2016
Starting Attendance Date: |08/04/2015 05/17/2016
Periods:

hanging

keep letters from

Attendance Accumulation

Method
O period ®pate O Days/Calendar Method

Minimum # of periods for an attendance

date to count as 1 day absent:

Thresholds to be updated for this Term Type

005 - 5 Day State Yr - Unexc

Asterisk (*) denotes a required field

# 125% ~

Safety ¥ Tools ¥ @'

~

BE

8T



Presenter
Presentation Notes
The Update Template is run before the actual letter is run.


Step 2 Individual Student Run

@ WS\ORATVAL\AL - Letter Templates - Entity 030 - 12408 - 05.16.02.00.10 - Internet Explorer
‘s’ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedulenoircitytrntn/saltrbrws0j s
Lenoir City Elementary School (030) | hi
SKYWARD = -
Attendance Letters LNl N
Student
Services Template Settings | sae | A
D * Template Description: oot )
M Letter Templates % M Share with other users i entity 030 %J
— Bac
; . 7
v Display My Templates i Display Shared Templates Display Skyward Templates Attendance Letters
Attendance Letters Templates Letter Type: ® Total
. Attendal A i
| |Templale Type & |Descr|pt|on ‘ Created By Attendance Type: |U ettt
- Term:[SDL - Year Long Range (DI w]
1 2) Entity 5 Day State Letters Letter Status: O previously Sent @ Not Sent
2 2) Entity ES State 5 Day Letters Palmer, Joan Low High
3| 2) Entity Manual run for student Palmer, Joan periogs:[_01]
EBES — . T Date: Q92015
W1 Send out letters (create & mark as sent) [¥] Page Break By Student/Family
[ print Detailed Attendance [ print Window Envelopes
[ print Tardies Accrued During Letter Term [ Use Mailing Address
[T Use Report Heading
. . Report Heading: | |
This runs the letter if the e
Famiﬂes'lnmt Family Only “ ‘
parameters are met. ) Post Attendance Letters to Family Access
M print using Custom Attendance Letrer [ Custom Attendance Letters | [Selected: unexcused 5+ |
[ For Family Home Language of Spanish, use I: Custom Attendance Lettel:I |selected: None
[ Create Mail Merge File | Mail Mergs Fomat |
[ reate Discipline Records for Students Receiving Letters [ Discipine Offense |
ﬂﬁledﬁj: 005 - 5 Day State ¥r - Unexc
Thresholds to be updated for this Term Type
005 - 5 Dav State Yr - Unexc
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Presenter
Presentation Notes
The letter button will show the number of letters printed for a student and date of the print. You can click view to view the letter or print it again,
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Presenter
Presentation Notes
History Button – if you schedule this to update nightly, will show total absences, excused and unexcused, and tardies. It also displays Member days and days possible.
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This also shows the Attendance history for a student with details broken down
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/ Attendance Letter

Path: WS\OF\AT\AL\LB
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Attendance Letter Reports can not be accessed unless the person that sets the task
logins in and goes to My Print Queue. If you are not the person who will be printing
the letters, you either have to login as the other user and set the scheduled task under
their user ID or use Attendance Batch Letters. You will need to add this to their
security group if they do not have access. They can select the date and view and print
a single letter or the complete batch.
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