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Scheduling the MTSS Meeting 

From the student demographics: 

1. Select Attendance Review on the left sidebar section. 

2. In the MTSS Attendance section, create a new record filling in the meeting fields (absences, 
date, time). 

3. Click Save. 

4. Click print a form/letter 

5. Select the language appropriate MTSS Meeting Notice letter (based on parent contact 
language). 

 

 
 
 
 

Documenting the MTSS Meeting 

From the student demographics: 

1. Select Attendance Review on the left sidebar section 

2. In the MTSS Attendance section, locate the existing record for the scheduled meeting. 

3. Complete the appropriate fields (parents, factors, interventions, attendance status-if 
applicable, meeting notes, and upload any documents if needed). 

4. Click Save. 
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Printing the MTSS Meeting Notice and Documentation Letter 

From the Attendance Review screen: 

1. Click print a form/letter drop-down. 

2. Select the language appropriate MTSS Meeting Notice letter (based on parent contact 
language). 

3. The MTSS Meeting Notice will display in the PDF window. 

4. Select the Select to Student Log checkbox in the Send Letter section on the right. 

5. Click the green Send Letter button.  This will log and post a copy of the letter in the 
student’s demographic letter logging section. 

6. Click the printer icon in the upper right corner to print the notice.  

7. The print dialog window will display.  

8. Select your printer settings.  

a. Select the correct printer destination.  

b. Select Print on both sides.  

9. Click the print button to print.  

10. Click Done to close the PDF viewer window.   

 
 

 


