
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 



2. Define Attendance Notification Criteria

Menu Path:  Attendance Center-> Notifications -> Criteria 

Attendance Criteria # 1: 3-5 Days Unexcused ABS 



Attendance Criteria # 2: 6 Days Unexcused ABS 



Attendance Criteria # 3: 7- 9 Days Unexcused ABS 



Attendance Criteria # 4: 10 - 180 Days Unexcused ABS 



3. Attendance Notification Calculation

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



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…’ 



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. 



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. 

After the form letter is selected the following window will come up.  Click on the ‘No’ 
to button to continue with the process.



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. 



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. 

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 



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. 



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. 



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. 

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’. 

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. 



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. 



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

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



Student Notes field description. 
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