ATTENDANCE INITIATIVE:
GENERATING TRUANCY FORM
LETTERS

This document will illustrate the steps needed to merge truancy forms with
eschoolplus attendance notifications data file.




1. Define Attendance Notification Groups

Menu Path: Attendance Center-> Notifications -> Groups

Attendance Notification Groups

(  Save /I (  Search /I ( Building List /|

Building: 1 - Hanna High School

Motification Group Description Delete

TABS (Truancy ABS |

] | | O

[ Save /I (  Search /I ( Building List /|




2. Define Attendance Notification Criteria

Menu Path: Attendance Center-> Notifications -> Criteria

Attendance Criteria # 1: 3-5 Days Unexcused ABS

Attendance Notification Criteria 2014-15

( Save J( Seach |[ List |( MNew |

Building: 1 -Hanna High School

Attendance Notification Criteria: = 1- | 3-5 Days Unexcuesed ABS ®
Notification Group: * Truancy ABS

Processing Hierarchy:*

Maximum Letters:

Send Notification: If unchecked, this criterion is used only for calculations, Notifications will not be sent.
e o] Elgibility | Discipline | At Risk |

A new reporting cyde wil begin each | Y - Year v
If & new reporting cyde will begin for each attendance interval, select the interval type you want to use I hd

The calculation should look at attendance on each of the following days:

[ Jsun Man Tues Wed Thurs Fri [ sat

This calculation is based on |A-Aﬂendance Code V|ﬁom | A- Atendance Battom Line W

This calculation will indude these codes/aroups
WEX - Whiten Excuse
TOT - BlemTotal ABS A
TAP - Miltary Veteran's Funeral v
USN - LS. Immigration & Naturalization Service  celected values are: ABS

The notification willindude a history of absences | Y - Yearto date v
Display the date history ~ (®) pscending () Descending

Calculation will check students' attendance during the following attendance periods

1- st Period
2-2nd Perod [

3-3d Period  [W1

4 - 4 Period Selected values are: 1,2,3,4,5,6,7,8,3

Choose one of the following:
O Notify if students have at least *I I ¥, butno more than * I I ¥ anywhere in the reporting cydle.
O Notify if students have at least * I absences, but no more than * I absences, entered for the same v

Notify if students have at least * absences, but not more than* IZI ) consecutive ® cumulative absences in the selected attendance periods, and these
absences were entered for atleast * days, but not mare than* l:l () consecutive ® cumulative days.




Attendance Criteria # 2: 6 Days Unexcused ABS

( | ‘\" i | |
\ Save J Search J Ligt J New J

Building: 2-Porter ich Schodl

Attendance Notifcation Criteriz: 2'|SDavs gt X

Nacation Groug:* 75 (4 T

Processing Hierarchy:*
Maximum Letters:

Send Notification: ¥ Ifunchecked, this citeron is used ony for caludations, Notfcations wil ot e sent,

Anew reperting cyce wilbegnezeh |Y-Year v
IFa new reparting cyce vill ecin for each attendance interval, select the nterval type you want toLse Y

The calclaon should ook at attendance on each of the foloning days:

o (on Mnies Wlwed s e (lsat

This caution isbased an | #- Atendance Cooe ‘ﬁom ‘ A~ Mendance Botiom Lng v

This calculaton wil ke these codesforoups

LR - Ear Release

WE-Witen Excuse
T0T- BemTots A8
TAP - Miay Veteran' P Seleted valies e B

The notficzton il el aistry ofahsences |V~ Veartodete v

Digly e cate sty ) scendng () escendng

=

Calrlation wil check students'attendnce during e follning attendance periods

v
Selected values are: 1,2,3,45,6,78,8

(hoose one of the following:

0 oty f students have at least * , butno more than * Y eremmueporhnque
0 Notiy if shudents have at east * absences, butnomore than * absences, entered for the same
Notiy if shudents have at east * absences, but ot more than® D W) consecutive OcumulatweabsencesinIhese\ectedattendaﬂcepenods,andﬁ'leseabsenceswereenteredforatleast* EI days, butnot more than® EI 0

consecutive ¥ cumultive cis



Attendance Criteria # 3: 7- 9 Days Unexcused ABS

Attendance Notification Criteria:* 3- ‘7 4 UﬂEXEUSEd A5 ¥

oo Goup: ™ 75 (4] Ty s

Processing Hierarchy:*
Maximum Letters;

Send Notification: |+ 1funchecked, fis crerion s sed oy for caludations, fotfications vil ot be zent

A e reparting cyde wilbegneadh |Y-Yexr v
IFa new reparting cyce wilbegin for each attendance interval, selectthe nterval bype you want touse I v

The caleulaton shoud okt attendance an each of the folowing days:

DSun Mon Tues Wed Thurs Fri DSat

This calation s based on ‘A-ﬁﬁendance (ot V‘fmm ‘A-Mendance Botiom Line ¥

This calulation il nclude these codsoroups

ELR -ty Relezse

WEX.- Wrten Excuse
T07-BemTotal ABS
TA?- ity Vetean's Furere Seectedvaes are AES

The notfcation il ke a hstory ofahsences |- Yeartodite 4

Dily the date sty ) dscending () Descending

=

Calrution il check students attendance durng the following attendance periods

1-1at Peiod
)-hiPeod W
3- Jd Period v

L e vaes 1234567439

(hoase one of the following:

0 oty f sudents have at east * ¥ iutromore tn* Y anyaheren e reporhng e,
ONuhfy\fsmdenmhavea least* aheences, butno more then * I abeences, entered fr the same

otiy if studnts have at least * |1 abeences, but not mare tan® D @mmutweOcumulatweabsentesmmeselectedattendantepenads,andfneseabsenceswereenteredfora lezst * ? days, butnot more than® D 0

.om LI I,



Attendance Criteria # 4: 10 - 180 Days Unexcused ABS

ﬂﬁflﬂillﬂﬁ MIﬁﬁltlﬂﬂ (riteria: * 4- ‘ 10-180 UﬂEXCUSEd f ¥ ‘

Macaton Groug* 5~ 4] T

Processing Hierarchy:*
Maximum Letters:

Send Notification: ] 1Funchecked, tis rition s used any for caludations, Notifcatons wil notbe sent,

Ane reporng cyck wilbegneach |- Ve v
IF e reporting cye wil beqi for each aftendance nterval selectthe nterval ype you want o use Y

The calulaton shout ook at aftendance an each of the flowing days:

DSun Mon Tues Wed Thurs Fri DSat

This caluetons besed ‘E-Mendance (oe V‘ﬁom ‘ A- Mendance Botiom Line ¥

This cadetion il ncude these codesroups

ELR - Eay Feease

WIEX- Wiken Excuse A

TOT- BenTital A8

TP - Nikary Vetran's Funers O

The noticaton il ncude a istary of ahsences

Digly e ciaehisory Olhscendny ()Desending

Calcdation wil heck students'attendance during the foloning attendance periods

Mh L Sltedvaes e 123456789

(hoose nneuf the following:

U Moty Ftudents have st butnamare than * I ¥ apherein Iherepomng W)
Nohfy iFshudents ave at st * abeences, butno more than * aheences, entered for the same
Moy fstdents et ast asences, but ot more than® D ) consecutive ) cumulative asenczs e sected attendance periods,and tese absences wereentred v at st daye, butnat more tan® 0

" consecutve ) cumulative G



3. Attendance Notification Calculation

Menu Path: Attendance Center-> Notifications -> Notification Calculation

Attendance Notification Calculation 2014-15

[ Calculate |

Building:* |:E| Hanna High Schoal
Calendar* Full Day Trad

o . @' By Date:
Date to calculate notification from: 0 —— I—

0] Today

Date to calculate notification to:* -
' By Date: I

Criteria list to evaluate:* | 1 | 4 | 3-5 Days Unexcuesed ABS
Receiving notification type: D-Detal W
Notification Method: Generate Letters for Parents/Guardians

0 Send Notifications

Generate Single Letter Per Criteria:

| ClearCriteria
And/Or Area Field Name Condition Value Delete
|Demngmphic V| |Currerd Status V| |=[equa|s} V| |A | ]
[d V] | v O

Run Option

® now O onee O paly O weekly O Monthly

[ Calculate |



4. Download Merge File to PC

The notification calculation will generate a merge data file that will be used in
conjunction with your form files. You will need to save the file to your PC in order
to merge with the Microsoft Word form files.

The attendance configuration has been setup to create a merge date file named
‘att_notif .

This is the file that needs to be downloaded to the PC.

On the eschoolplus home page, right click on the ‘att_notif file and select ‘Save
Target As...

Tasks: Scheduled

You do not have any tasks scheduled.

Tasks: Current

You do not have any tasks running currently.

Reports / q
aft not¥ / _
grzee 2PED Ul

Cpen in Mew Tab
Hotific  cipen in Mew Windo il
GMZ20 Save Target As... -

Attent Print Target
BMZE0 o

=

L Copy
Copy Shortcut
Paste

All Accelerators »

Add ko Favorites. .

Properties




On the ‘Save As’ screen click on the ‘Save’ button. By doing this, it will allow you not
to override your previous data file.

Make sure the file is saved in the same folder every time.

fr A’
@ Save Az ﬂ

QQ |- Desktop » - |4,~ | | Search Desktop sl |
Organize « Mew folder 4= - @
Y Favorites * Mame Size Item type i

Bl Desktop [ | Eschoolplus 1KB Internet Shortcut
4. Downloads | elrm_crs_active_2012.unl 46,481 KB  Text Document
%l Recent Places = |_| abs_codes 1KB Text Document |_
L Truancy Forms File folder I
= Libraries ki EDS File folder
% Documents i 1) 2014 STUDEMT ASSESSMENT DATA VALL.. File folder
a! Music | TEMP File folder o
[ Pictures 1) SNUG File folder
B videos | Rivera File folder
). Reflection Sessions 2KB Shortcut -
Lo Computer - 4

i | 3

L oMttt notif20140613_111934)

Save as type: [Teut Document v]

“ Hide Folders | Save I[ Cancel ]

——
-
[

"

Click on the 'Save'
Button



5. Merging Data File with form letter

First the form letter that will be used to merge the data file needs to be opened up

with Microsoft Word.

For this example ‘Attendance Letter 2014-2015 (7-2014) Form’ was selected.

@ Microsoft Word 5

. Templates

3 Favorites
MR Deskiop
& Downloads

m

.
1= Recent Places

4 Libraries
@ Documents
J‘F Music
|| Pictures
B Videos

Ll Computer
& osic)
— Removable Disk (1:) i

02_ComplaintFailureAttendSchool-17yrsolder

@ 03_ComplaintFailureAttendSchool-12-16yrs

_ att_notif

Attendance Letter (Spanish) 2014-2015 (7-2014) Form
Attendance Letter (Spanish) 2014-2015 (7-2014)
Attendance Letter (Spanish) 2014-2015

@ Attendance Letter (Spanish) 2014-2015_form_letter

Microsoft Word Document
Microsoft Word Document
Text Document

Microsoft Word Document
Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

| Attendance Letter 2014-2015 (7-2014) Form

Microsoft Word Document

Attendance Letter 2014-2015 (7-2014)
Attendance Letter 2014-2015
W) Attendance Letter 2014-2015_merge_letter
g
(B BISD Campus Student Attendance Plan 2014
pi

Campus Attendance Monitoring Checklist 2014-2015 (7-...

Campus Attendance Monitoring Checklist 2014-2015

Campus Attendance Monitoring Checklist 2014-2015 for...

Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

Microsoft Publisher Document

Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

< T

File name: Attendance Letter 2014-2015 (7-2014) Form

Tools ~ [ Open Iv] [

3

[l Files

)

Cancel l

i R’
@ Open M
@Qv| . » Truancy Forms - | +3 | | Search Truancy Forms e |

Organize * MNew folder =~ 0 @
“*  Name : Type Size *

m

After the form letter is selected the following window will come up. Click on the ‘No’

to button to continue with the process.

-
Microsoft Word

==

[ Show Help == ]

Opening this document will run the following SQL command:
SELECT *FROM C:UsersYeoalaniz. K 12ADDesktopiTruancy Forms'att_notf, tct

Data from your database will be placed in the document. Do you want to continue?

[ Yes

| |

Help

Click on the 'No’
Button




The form file will then open after the ‘No’ button is pressed. The form file is already
preconfigured with the merge fields based on the ‘att_notif##’ data file.

In this example, the highlighted fields are part of available merge fields to pick
from.

The non-highlighted field (‘Gender’, ‘Age’, ‘DOB’, ‘Phone’, ...) are not part of the
merge file and must be manually entered after the merge process is completed.

Attendance Notice Letter

Date Issued:
Student: «student_name» Gender: Campus: «building»
School ID #: «student_id» Grade: «grade» Parent/Guardian: «parent_first_name»
«parent_last_namex»
DOB: Age: Address: «street_number» «street prefixs»
wstreet_name» «street_type»
Phone: IDEA:Yes /No Attendance Liaison:
ARD Date:

Dear Parent orGuardian «parent first names «parent last names,

Student, «student name», has been absent from school for 3 days (or parts of days) within a four week
period without proper excuse (T.E.C.§25.094). As the legal parent/guardian ofthis student, you are
responsible for hisfher attendance at the school in which he/she is enrolled.

As per Texas Compulsory Attendance Law (T.E.C. §25.085) and (T.E.C. §25.093) failure to comply will result
in legal prosecution. The court ordered penalties/sanctions for violating these laws are:

Court Costs & Fines from $100 - $500

Parent Escorting Studentto Classes

Student Performing Community Service Hours

Student Suspension of Driver's License

Parent attending Counseling Classes &/or Parental Involvement Meetings
Refer to Juvenile Court

State Law (5B §1432) further requires that you immediately schedule a parent conference with school
officials to discuss attendance problems. We wantto work together to ensure your child attends
school to receive the education needed to succeed.



Now the form file needs to be linked to the merge data file that was previously
downloaded to the PC.

First, click on the ‘Mailings’ tab and then click on the ‘Start Mail Merge’ icon and
select ‘Letters’ from the drop down list.
1. Click on the 'Mailings' Tab

E' g 7-9= Attendance |

Mﬁ Insert Page Layout References Mailings Review View Acrobat

Mormal Word Document

Brownsuville
De|

& Z B B B BB I
- 2% Match Fie

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge

Merge * |Recipients * Recipient List | Merge Fields Block Line Field ] Update La

Create | |==i Lefrers Write & Insert Fields

@ [—4 E-mail Messages _E v ! i ! = !
- =1 Enwvelopes...

ﬁ Labels...
‘._' E Directory

I

@

Step by Step Mail Merge Wizard...

Z2_ Click on the "Start Mail Merge'
lcon and select 'Letters’ from the
drop down list

Next, click on the ‘Select Recipients’ icon and select ‘Use Existing List’ from the drop
down list. This is where we will select the data file
m ' K ‘!] k .

ME Insert Page Layout References Mailings Review View Acrobat
2 B #“ B2 B B H ...
) 4% Match Fi

Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge
Merge ~ |Recipients =|Recipient List | Merge Fields Block  Line Field #] Update L
Create | E Type New List... Write & Insert Fields
[o] [ Use Existing List... L S L L B

- B3 select'tfom Outlook Contads...

Brownsville Indep

Department
708 Palm Blvd.,
(956) 544- 39¢




When ‘Use Existing List’ is select the ‘Select Data Source’ windows appears and then
browse to the folder where the data merge file was saved. Select the date merge file
and then click on the ‘Open’ button.

r@ Select Data Source ﬁ\

@Qv| ./ » Truancy Forms - | 'Ff| | Search Truancy Forms 0 |
Organize « Mew folder =~ [0l @
gt Mame -
W Favorites = ;
e || att_notif20140613_111934
eskto| |
5 Ip J /7 @] ParentContributingtoMon-Attendance
4. Downloads

® 02_ComplaintFailureAttendSchool-17yrsolder
] 03_ComplaintFailureAttendSchool-12-16yrs
@J Attendance Letter (Spanish) 2014-2015 (7-2014) Fou

.
1= Recent Places

m

m

1. Browse to where

- Libraries Wi

@ Documents the data file is @J Attendance Letter 2014-2015 (7-2014) Form

J Musi located and then ] Campus Attendance Monitoring Checklist 2014-20
usic .

o select it ] Attendance Letter (Spanish) 2014-2015 (7-2014)

ct

g V?d Hre @] Attendance Letter 2014-2015 (7-2014) L4
ideos

I @J Attendance Letter 2014-2015_merge_letter

] Campus Attendance Monitoring Checklist 2014-20

1M Computer o )
] Campus Attendance Monitoring Checklist 2014-20

& os(c 2. Click on the
= (< ) @] Court Warning Motice (Spanish) 2014-2015_form_le . ,
e Removable Disk () @l . . - 7 Open' button
Wﬁ ek T i Blakima WA WAL Frrmn loddar
e 730share (Whesl) (5:) > | LLLJ ’ d
Mew Source... I /

File name:  att_notif20140613_111934 = | All Data Sources "~ - |
-

Tools - | Open Ivl ’ Cancel ]




The next window is the Header Record Delimiters windows. The pipe symbol ‘|’
must be selected for the field delimiter and the pound symbol ‘#’ must be selected
for the record delimiter. Then press the ‘OK’ button.

P
Header Record Delimiters m

Data fields must be separated from each other by a character called a field
delimiter. Similarly, data records must be separated by a record delimiter. Use
the lists below to select the appropriate delimiter.

Field delimiter: Record delimiter:
I E| |E|
Preyiew: jl

file name|student id|studgnt name|first na =

;e lmiddle name|last namel|report cycle date (3

trigger datelnotify critprialdescription|

-

o] [ ]

L 1

V V

Select the Select the
pipe symbol | pound symbol

I
Lra




6. Creating individual student letters

Now the form file has been linked to the merge data file and the student letters are
ready to be generated.

Next, click on the ‘Finish & Merge’ Icon and select ‘Edit Individual Documents’ in
order to manually enter the fields that were not part of the merge fields.

1. Click on the 'Finish &
Merge' lcon

ﬂ| H9-0]+ Ettend'ance ﬂeyﬂ!ﬂ!ﬁ-mld) Form - Microsoft Word ‘ Table Tools ‘  —

Mme Insert Page Layout References Mailings Review View Acrobat Design Layout

1 =k =k =k [2p Rules ~ B M 41 4 ;\r:g =
= = = &5 B o, o =
g Match Fields =+ Find Recipient
‘nvelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview | Finish &| Merge to
Merge = Recipients ~ Recipient List | Merge Fields Block  Line Field- 5] Update Labels | Rasylts 2 Auto Check for Errors Merge || Adobe PDF
Create Start Mail Merge ‘Write & Insert Fields Preview Results l"Lj Edit Individual Documents

[~ E

E q RN SRR RN SRR NN ENCHCE RN SR - | KN SO Ry 7 =) ErintDocu&ents...
[, send E-mail Messages..,
[

7 i =

2_Select 'Edit Individual Documents'

After selecting ‘Edit Individual Documents’, the ‘Merge to New Document’ window
appears and it allows for the option of creating all the student letters or a certain
range of records.

Select ‘All’ records and then click on the ‘OK’ button’.

i It
Merge to New Document M

Merge records

i) Current record

o] o

The form file and the data file are now merging to create the individual documents.
The end result is one letter for each record from the data file. For privacy purposes
the fields have been highlighted in black.



Attendance Notice Letter

Date Issued:

- Student: jsesesssshaabinmisann Gender: Campus: 1
School ID # : ekt Grade: 10 Parent/Guardian: sk
DOB: Age: Address: 375 Media Luna RD
Phaone: IDEA-Yes /Mo Attendance Liaison:
ARD Date:

Dear Parent or Guardian St

Student, dssssseseaissisass has been absent from school for 3 days (or parts of days) within a four
week period without proper excuse (T.E.C.§25.094). As the legal parent'guardian of this student, you are
responsible for his/her attendance at the school in which hefshe is enrolled.

AS pe exas Compulsory Attendance | aw EC. §250858) and (T E C §25093) failure to comply will result
in legal prosecution. The court ordered penalties/sanctions for violating these laws are:

Court Costs & Fines from $100 - $500

Parent Escorting Studentto Classes

Student Performing Community Service Hours

Student Suspension of Driver's License

Parent attending Counseling Classes &/or Parental Involvement Meetings
Refer to Juwvenile Court

State Law (SB §1432) further requires that you immediately schedule a parent conference with school
officials to discuss attendance problems. We want to work together to ensure your child attends
school to receive the education needed to succeed.

Administratfors Sionatinme » MNafe FParent's Sianafire s MNate

At this point, manual updates can be made to the ‘Gender’, ‘DOB’, ‘Age’, ‘Phone’ fields
by looking up the student’s information in eschoolplus.



7. Inserting Student Notes

One of the features included in eschoolplus is the capability to insert student notes
for a student. These notes can be added for any category or reason.

Student notes can be used to keep track of the student’s progress in the truancy
process.

For example, a note can be entered when the student qualifies for a truancy criteria.

In order to add a student note, first search for the student in eschoolplus and then
click on the ‘Student Notes’ icon in the ‘Student Summary’ screen.

Click on the student
notes icon

i

Student Summary [
[
1D: Building: Pace High School Grade: 09 @
( Search | ( Lst )( Customize | TRExExpot ) (  TREximpot |




Next, click on the ‘New’ button on the ‘Student Notes’ screen to add a new note.

Click on the

"New' button
Student Notes ﬂ

ID: Building: Face High School / Grade: 09
[ Search Joi List ) New |
Entry Date | Entered By | Note Type Note Expand All Collapse All
Mo notes exist for this student

e Search Jol List )i New |

On the new ‘Student Note’ page the ‘Note Type’, the ‘Entry Date’ and the ‘Entry Time’
fields are required fields.

Student Note
ID: Building: Pace High School Grade: 09
1. Select Note (_save ) (_ List J(_New
T}'lpe \-“""--.._ r B
_e:j Note Type Search -- Webpage Dialog u

Note Tv

m Note Type Search
2. Enter Entry Entry Ti 09:54:43 PM

Date Search For:
Search Results
3. Enter Entry 7

Time Description Code
Conversion from studentPlus COMNVERT
Truancy 10-180 Days Unexcused TABS_10

4 Enter Truancy 3-5 Days Unexcused TABS_35
Truancy & Days Unexcused TABS_6

] addltlolna' ) Truancy 7-8 Days Unexcused TABS_79
information if
needed

( ok )( Cancel ) ( Prnt )

b A A s

Sensitive

oo

Personal




Student Notes field description.

Note Information

= Note Type
Select the type of note you want to enter. Your district determines the types of notes you can enter.

=] Entry Date
Today's date defaults when you add a new note; however, you can enter a different date.

= Entry Time
The time when you click New to add a new note defaults; however, you can enter a different time in HH:MM AM or HH:MM
PM format.

=] Note
Enter the note text, up to 7500 characters. The first 40 characters display on the Student Notes page which lists the notes for
the student

=] Sensitive
Checked if the note contains sensitive information and should only be viewed by users with the appropriate securty. Certain
Note Types may be defined by your District to default as Sensitive when you add a note. Your secunity resources determine

if you can add and view Sensitive notes. This box 1s inaccessible if you do not have the appropriate security.

=] Personal
Checked if the note should display only for you and users with the appropriate secunty to view other people's notes.
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