Print Letters & Send Email

The Print Letters & Send Email screen provides a convenient way for administrators to send
letters and forms to either a single person or multiple people at once. Formal, formatted
letters can be created, saved, and reopened/edited directly within Print Letters & Send
Email. The same letters and forms can be saved for future use.

Setting Data for a One-Time Letter/Email

1. In the Students menu, click Print Letters & Send Email.

J° Setup Search...

. Students Online Enroliments

H

Magnet / Special Assignment

Sl
O Scheduling Advanced Report
»  Grades Add / Drop Report
- Assessment Student Form Records
Student Breakdown
¢ Aftendance Print Student Information
] Forms Letter Queue

In order to View and/or Edit Print Letters & Send Email, you must have the profile
permission via Users > Profiles > Students tab. In order to Publish Letters, Email
Letters, or Edit Letters Created By Others, you must have permission to Edit.

e

If the only permission enabled is View All Letters, you can view all letters created by all
users, but letters cannot be edited. You can still print and/or email letters via the Print/
Email button as well as create your own one-time letters to be edited, printed, and/or
emailed.

2. Click Print/Email a One-Time Letter to begin.
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3. If searching for specific students by name or student number, type the information directly
into the Student text box. Leave the text box empty to return all students in the school.

Letter Text - New File

Student ) .
& | = I B (&=
More Search Options B I US|x x|;= := =z =2 =@M = Q =
Format ~ | Size ~ | [o Source | A~ [}~ [l

Schedule Effective Date: [ August v [11_v[2022+v |
Sort Letters | Alphabetically by Student Name v |

Letterhead Template| None v

4. Utilize the Letter Text - New File section to begin entering and formatting your letter. The
open word processing box is equipped with a full formatting palette; note that hovering your
mouse over any tool in the formatting palette will display a short description of what that tool
will do.
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Letter Text - New File

= = I, ENE
More Search Options B I US| x x|x=:= E| = EWBE=E Q=
Format ~ | Size ~ | [0 Source A~ [}~ | Rl

Sehedule Effective Date:[August _ v[11_v[2022 v |l
Sort Letters | Alphabetically by Student Name v|

Letterhead Template| None v

Word Processing Tools

1. Save, Open, and Preview. Save your content in Focus, open the file later, and preview a text-
type version.

&

2. Correct spelling and grammatical errors with the SpellCheck tool.

8 0 R[¥]

3. Undo and Redo any actions while creating documents.

~+]= -z

4. Link or Unlink hyperlinks using these two tools. There are several options for creating links
with Phantom JS:

Print Letters & Send Email Page 3



- » | =

—X

a. On the Link Info tab, enter how you'd like to see the link displayed in the Display Text text
box. Choose a Link Type from the pull-down; options include: URL, Link to anchor in the text,
and Email. Select a Protocol, such as http:// or news://. Then enter the URL in the text box
provided. Click OK when finished.

Link X
Link Info Target Upload Advanced

Display Text
Student Waiver

Link Type
URL

Ak

Protocol URL
http:// & [ |

Cancel
I 4

i. Select Email under Link Type to create links for letter recipients to reply with an email.
You can select to write automated subject titles and/or text, as well. Different information
will be required, such as E-Mail Address, Message Subject, and Message Body.
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Link % |

Link Info Advanced
Display Text
Student Waiver

Link Type
E-mail

ik

E-Mail Address
drewmartin@focus.com

Message Subject
Student Waiver

Message Body
Please sign this waiver...

=1 )

b. If using a URL, you will see a Target tab. Select this tab to set a Target, such as <frame>,
<popup window>, Same Window (...self), Parent Window (...parent), etc. This determines how

you want recipients to open the link.

Link X |

Link Info || Target || Upload || Advanced

Target

+ <not set>
<frame>
<popup window>
New Window (_blank)
Topmost Window (_top)
Same Window (_self)
Parent Window (_parent)

I
C |
| AneY | ﬁ A
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c. If desired, you also have the ability to upload a document as a link. Select the Upload tab
to Choose File. Once uploaded, you can choose to Send it to the Server to be saved there

as well.

Link

Link Info || Target

Upload

Upload

Choose File Mo file chosen

Send it to the Server

Cancel -

Advanced

d. For additional options for either a URL, Email, or Upload, click on the Advanced tab.

Link

x

Link Info || Target
Id

Name

Advisory Title
Stylesheet Classes
Relationship

Force Download

Upload

Advanced

Language Direction  Access Key

<not set=

Language Code

ke
w

Tab Index

Advisory Content Type

Linked Resource Charset

Style

Cancel d

Print Letters & Send Email

Page 6



5. If you have applied a format or have copied and pasted text into the body of the word
processing box, you can utilize the tool shown to Remove Format.

“« » T,

Before

e. If you have applied a format or have copied and
pasted text into the body of the word processing box,
you can utilize the tool shown to Remove Format.

After

e. If you have applied a format or have copied and pasted text into the
body of the word processing box, you can utilize the tool shown to
Remove Format.

6. Use these tools to Cut selected text, Copy selected text, Paste text from another document,
or Paste from Word.

X D B3 @

7. You can also Bold selected text, use the Italics tool, Underline text, and Strikethrough text.

T — . —

8. Use the X tools for Subscript and Superscript text as shown in the image.
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SUbSCf'iptSubscript

SuperscriptSuperscript

9. Use the following tools to Insert/Remove Numbered List, Insert/Remove Bulleted List,
Decrease Indent, Increase Indent, and create a Block Quote.

73

it:
1"

i1 H
1"

10. Use the following tools to Align Left, Center, Align Right.

—
—
—
—
S|

11. To insert an image, click on the Image icon. This will allow you to browse for an image
attachment. If there is a lot of data that you'd like to sort into a table, click on the Table icon. If
needed, you can Insert Horizontal Line, or Insert Special Character. The last tool shown here

can be used to Insert Page Break for Printing.

P e W —

a. If Table is selected, a Table Properties pop-up will display. Here you can set the number of

Rows, Columns, etc.
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Table Properties b 4

Table Properties || Advanced

Rows Width

'3 | 100%

Columns Height
2

Headers Cell spacing
None 5 1

Border size Cell padding
1 1

Alignment

<not set> ¥
Caption

Summary

Cancel 4

12. To change the font/format, use the Paragraph Format pull-down. Some of the options
include different headings, Address, Normal (DIV), etc.

Normal (... v] Size -
ncdaing o

Heading 4
Heading 5

Heading 6

Formatted

Address {
Normal (DIV)

13. To change the size of the font, use the Font Size pull-down.
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14. Click on the Source button for CSS/HTML embedding.

@ Source v v
<blockguote>

<hl style="margin-left: 40px;"»<u>Source</u>» button =</hl>

<hr />

<hl style="margin-left: 40px;">»><br />
<subh>HTML</sub>»</hl>

&nbsp;

<table border="1" cellpadding="1" cellspacing="1"

style="width:100%;">
<tbody>
<tr>
<td></td>

15. Select the Text Color button for a variety of text color options or the Background Color
button to change the background color of the text.

A- B

16. Use this tool to Insert a Field from Focus. Depending on what is needed, select the correct
header, such as Demographic, Enrollment, etc., then select the field.
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Insert A Field

Demographic
Address

Address
City
ZipPostal Code
Mailing Address
Mailing City
Mailing Zip/Postal Code
Primary Address 2
Primary State
Parent Usemame
Contacts
Contact Info Rollover
Mailing City, State
Mailing Address, City State Zipcode
Cell Phone #

- ]

Leave Window Open

Address 2

State/Province

Home Phone

Mailing Address 2

Mailing State/Province
Primary Address

Primary City

Primary Zipcode

Parent Password

Mailto Label

City, State

Address City, State Zipcode
Emergency Contact Name
Business Phone #

U T S PR S

To print or email letters that include a student ID barcode, click the Insert a Field tool. Click
Student Demo or the applicable Demographic tab. Select Student ID Barcode. Click OK

once the field is selected.

Insert A Field

Student Demo
Last, First M
First
Last
Suffix
Grade
School
Profile
Enroliment Code

Graduation Requirement Program

Drop Code

Username

Profile Photo
Address
Primary Contact
Secondary Contact

Leave Window Open

Last, Nickname

First Initial

Middle

Student ID

Next Grade

Rolling / Retention Options
Enroliment Start Date
Include in Class Rank
Drop Date

Calendar

Last Login Date
| Student ID Barcode

e

Upon printing or emailing the letter, the barcode displays, as shown in the image below.
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Modules.php

Focus High School

c U S Andrew Schmadeke, Principal
470 Central Ave, Ste 400

St. Petersburg, FL 33701

T27-388-6000

Student Mame: Bain I 146 Schoaol: Altemative Center

Has been referred to SERT for.

Recommended

Recommended Altemative Center

Recommended Altemative Center

17. At the bottom of the word processing box, you will see a description of each entered
section. Clicking on any of them will highlight the corresponding section. For example, if you
click on body, all of the text entered will be selected. Or, clicking on h1, will select the heading
entered.

body blockquote h1 u 4

6. Select a Schedule Effective Date, if applicable.

Letterhead Template | None ~|

Student Group .
[search All Schools
Ulinclude Inactive Students

[ Continue ... H Reset |

7. Decide how you want the letters sorted using the Sort Letters pull-down, such as By Zip
Code, by period and teacher, etc.
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Schedule Effective Date: | Ma v[12 ]2023 v |

Sort Letters | Alphabetically by Student Name v

Letterhead Template | None |

Student Group .
(_ISearch All Schools
UInclude Inactive Students

[ Continue ... H Reset ‘

8. Select the desired Letterhead Template. This is very important to choose correctly before
printing/sending, as it will impact the display of the letter. Note: Letterhead Templates are set
up by the district (Setup > Letterhead Templates).

Schedule Effective Date: | August ~ v|[11 +| EDEEV||_1
Sort Letters | Alphabetically by Student Name V|

Letterhead Template | District v |

Student Group

[ISearch All Schools
[linclude Inactive Students

|Continue ...| Reset|

9. Select the Student Group from the pull-down, if applicable. Groups must first be set up via
Students > Student Groups.
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Schedule Effective Date: | August v |11 ~| 2022 «| ]
Sort Letters | Alphabetically by Student Name V|

Letterhead Template | District v |
Student Group |Boy's Basketball
~SeareirAr ST

[_linclude Inactive Students

|Continue ...| Reset|

10. Select the check box to Search All Schools if you want the search criteria entered to pull
from all schools.

¥ Search All Schools

# Include Inactive Students
Include Previous Years Inactive Students
Use Most Recent Enroliment

11. The last option is to Include Inactive Students. Selecting to Include Inactive Students will
display two other options as well: Include Previous Years Inactive Students and Use Most
Recent Enroliment.

+ Include Inactive Students

Include Previous Years Inactive Students
Use Most Recent Enrollment

12. When the students have been defined and the letter has been created, click Continue... to
g0 on to the next page. If needed, you can Reset to clear everything on the page and start over.
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Schedule Effective Date: | August ~ v|11 +| EUEEV||_1
Sort Letters | Alphabetically by Student Name V|

Letterhead Template | District v|

Student Group |Boy's Basketball

ESearch All Schools

Binclude Inactive Students

[ Include Previous Years Inactive Students
[] Use Most Recent Enroliment

—
(Continue ... |[Reset|
——

Previewing and Printing a One-Time Letter

1. Click Continue... on the last screen to navigate to a new Print Letters & Send Email screen

where you can choose to generate letters for selected students.

Select Student/Staff v Lizette Garcia

Print Letters & Send Email

a Method:
& @Print Letters CSend Emails
B

Recipient:

@student Primary CParents CJOne Per Family OStudent Primary & Parents

d (Add log entries for each student
Einclude student name/id on each PDF page (Print Only)

& 748 Students [ =

¥ 0 - Photo Student
- S )
1 0 - i ."' Abe, Charlie Noel %/
;
U - . v Abott, Charlie Christopher
s L

Focus High School - 0041 ¥ sIs
2022-2023 ¥ 4th 9 Weeks V¥ m

Preview || Print Letters |

B
ot

Student ID Grade
4400055879 10
4400082221 09

2. To preview and print letters be sure the Method is set to Print Letters.
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Method:

®Print Letters (_'Send Emails
Recipient:
®Student Primary __Parents (_One Per Family _'Student Primary & Parents

[_ladd log entries for each student
Binclude student namefid on each PDF page (Print Only)

3. Select the Recipient using the radio buttons. Options include:

Student Primary: The email will be addressed to the student and sent to the student's
primary email address recorded in Student Info.

Student Personal: The email will be addressed to the student and sent to the student's
personal email address recorded in Student Info. See below for more information about the
personal email address field.

Parents: The email/letter will be addressed to all logged custodial contacts for each selected
student. If the student's custodial contacts reside at different addresses or have different
recorded email addresses, the email/letter will be sent to all addresses.

One per Family: The email/letter will be addressed to the student's custodial contact and/or
contact with a Sort Order priority of 1. The Linked Students section in Student Info >
Addresses & Contacts is also used to determine which students are in the same family.

Student Primary & Parents: The email/letter will be sent to the student's primary email
address recorded in Student Info, as well as all logged custodial contacts for the selected
student. If the student's custodial contacts reside at different addresses or have different
recorded email addresses, the email/letter will be sent to all addresses.

Student Personal & Parents: The email/letter will be sent to the student's personal email
address recorded in Student Info, as well as all logged custodial contacts for the selected
student. If the student's custodial contacts reside at different addresses or have different
recorded email addresses, the email/letter will be sent to all addresses. See below for more
information about the personal email address field.

The students' personal email addresses must first be enabled by the district in Student
Fields. Once enabled, students' personal email addresses can be recording in Student
Info. Note: The Primary email address is recorded in a separate field from the Personal
Student Email field.
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4. You also have the option to Add log entries for each student. If this check box is selected,
the letter will be logged for each student selected under Students > Student Info > Letter
Logging tab.

€ The Add log entries for each student check box will be selected by default when the
Add student log entries by default when using Print Letters and Send Emails
setting is enabled via Setup > System Preferences.

5. Select the Include student name/id on each PDF page (Print Only) check box when
printing letters that are more than one page.

Method:
®Print Letters _'Send Emails

Recipient:
®Student Primary CParents _'One Per Family CStudent Primary & Parents

| Einclude student name/id on each PDF page (Print Only)

6. Select the students for whom you need letters by selecting the check box next to each
student. As students are selected, the number of selections made will display next to the
number of students pulled originally.

Preview| |Print Letters|

745 Students [ = 2 Selected

O [ Photo Student Student ID Grade L

Abrego, Bee JWQ‘

Acevedo, Encarnacion Valerie - 00056443 12

¢ If you want to generate letters for all students displayed, select the check box in the
header.
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745 Students |1 = 2 Selected

m - Photo Student

U « Abrego, Bee .J::r:.r*"m'“tl

] l‘"' Acevedo, Encarnacion Valerie

7. Once the students have been selected, you can either Preview the letter or Print Letters by
clicking the corresponding buttons. Note: Previewing the letter here may not reflect the exact
layout of the created letter.

Preview| |Print Letters|

745 Students [ =i 2 Selected

O o Photo Student Student ID Grade

8. Preview the letter then click Return to Focus to go back to the Print Letters & Send Email
screen.

“= C (% @& Secure | hitpe://demo. focusechoolzoftware.com/makrab/Modules php?modname=Studente/Letters phpdmeodiunc-&search_modfunc=iisténext_modname=-Studentefiett... & 4 @ i

Dear Parent or Guardian:

I am writing to tell you about an exciting project we are about to do in our class.

As you might know, in our school we use the teaching method of Project Based Learning, or PBL, to help students | earn better. A project motivates students to gain
knowledge, and they remember it longer. Projects give students the chance to apply the skills they learn in school to personally relevant and real world situations. Your
child also learns skills in PBL such as how to think critically, solve problems, work in teams, and make presentations. These skills will help students succeed in the
future, both in school and in today's work world. Our project is called Save the Planet, and it will last about 3 weeks.

9. Click Print Letters to generate all of the selected students’ letters in a print preview screen.
From this screen you have several options including, Rotate clockwise (circular arrow),
Download as a PDF (down arrow), Print (printer icon), Fit to page (small inner arrows), Zoom in
(plus sign), and Zoom out (minus sign). When finished, click Return to Focus to return to the
Print Letters & Send Email screen.
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o Return To Focus

Sincerely,

School Principal

Jeff Bridges

Dear Parent or Guardian:
I am wrting to tell you about an exciting project we are about to do in our class.

As you might know, in our school we use the teaching method of Project Based Leaming, or PBL, to help students | cam

better. A project motivates students to gain knowledge, and they remember it longer. Projects give students the chance to
apply the skills they leam in school to personally relevant and real world situations. Your child also leams skills in PBL

such as how to think critically, solve problems, work in teams, and make presentations. These skills will help students

Once the letter has been selected to be printed/generated, the letter will appear in the
student’s Letter Logging information, as shown in the image.
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From the Letter Log, you can view and edit the Recipient, the Date, the Subject, the Body, the
Sender, the Time, and the Recipient Email. You can also download the letter as a PDF
(Download File icon) or delete the file generated (Delete File icon). Hover over the (Save to
Upload) fields for additional options: Scan, Upload, Take Photo, and expand.
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Previewing and Emailing a One-Time Email

1. Click Continue... on the last screen to navigate to a new Print Letters & Send Email screen
where you can choose to generate letters for selected students.

Focus High School - 0041 ¥ SIS
2022-2023 ¥ 4th 9 Weeks ¥ W

Select Student/Staff ¥ Print Letters & Send Email Lizette Garcia

Method:
& @®Print Letters OSend Emails
D
= Recipient:
i ®student Primary CParents C)One Per Family CStudent Primary & Parents
d [JAdd log entries for each student
g include student name/id on each PDF page (Print Only)
]
Preview || Print Letters |
. 748 Students |5 = £
¥ 0O = Photo Student Student ID Grade
= LT s .
- O ~ in .‘" Abe, Charlie Noel (%) 4400055879 10
d
0 « . A 4 Abott, Charlie Christopher 4400082221 09
i L
g = 2
Q © Help 8l Logout

2. To preview and send emails be sure the Method is set to Send Emails.

Method:

Print Letter] ®Send Emails

Email Suhjecl:|0nline Application (Email "u’alidatic:|

cc: | |

[Jonly cc first message

['send a copy to myself (lizettemartinez824&gmail com)
[T'send from NoReply

Attach file (5 more)

Recipient:
®student Primary _'Student Personal CParents _'One Per Family _Student Primary & Parents CStudent Personal & Parents

[CJAdd log entries for each student
Binclude student name/id on each PDF page (Print Only)
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3. Enter an Email Subject and a CC (Carbon Copy email address) if needed. You have the option
to Only CC first message and to Send a copy to myself (your email address will display here).

4. Select the Send from NoReply check box to ensure that emails are not sent from your
logged email address recorded via Users > User Info and from the following email address
instead: “noreply@focusmail.focus-sis.org.”

Method:

CPrint Letters ®Send Emails

Email Subject:|Online Application (Email Validatic

CcC: | |

[Donly CC first message

[ISend a copy to myself (lizettemartinez824 @ gmail.com)
[lsend from MoReply

Attach file (5 more)

5. In addition to emailing the letter to the student or parents, you can also attach other files to
send with the letter, such as an additional image. You can attach up to 5 files. To select a file,
click Choose File. To delete an attachment, click remove. To add another attachment/file, click
Attach another file. You will be altered to how many more files can be attached.

6. Select the Recipient from the pull-down. Options include:

Student Primary: The email will be addressed to the student and sent to the student's
primary email address recorded in Student Info.

Student Personal: The email will be addressed to the student and sent to the student's
personal email address recorded in Student Info. See below for more information about the
personal email address field.

Parents: The email/letter will be addressed to all logged custodial contacts for each selected
student. If the student's custodial contacts reside at different addresses or have different
recorded email addresses, the email/letter will be sent to all addresses.

One per Family: The email/letter will be addressed to the student's custodial contact and/or
contact with a Sort Order priority of 1. The Linked Students section in Student Info >
Addresses & Contacts is also used to determine which students are in the same family.

Student Primary & Parents: The email/letter will be sent to the student's primary email
address recorded in Student Info, as well as all logged custodial contacts for the selected
student. If the student's custodial contacts reside at different addresses or have different
recorded email addresses, the email/letter will be sent to all addresses.

Student Personal & Parents: The email/letter will be sent to the student's personal email
address recorded in Student Info, as well as all logged custodial contacts for the selected
student. If the student's custodial contacts reside at different addresses or have different
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recorded email addresses, the email/letter will be sent to all addresses. See below for more
information about the personal email address field.

€ The students' personal email addresses must first be enabled by the district in Student

Fields. Once enabled, students' personal email addresses can be recording in Student
Info. Note: The Primary email address is recorded in a separate field from the Personal
Student Email field.

7. You also have the option to Add log entries for each student. If this check box is selected,
the letter will be logged for each student selected under Students > Student Info > Letter
Logging tab.

Focus High School - 0041 ¥ sIS

Student Info Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ W

Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad m

Files S5S Choice Billing

Filter fields... EIII Il Letter Logging
“ Homeless
Letter Log
-
— (2 &) A o]
Letter Logging I ;
n res Recipient ; Date Subject t Body § Sender § Time : Letter PDF 5 Rec
a . ~ I - - -
| (Save to Upload)
m Magnet/Special Assignment 4 il ‘ - - - - :
B vedical system) = ] [Stucent[¥) 01/26/2022 Grade9 <br/> LizetteC 11:48 |  Grage9FLetterpst € ()
Migrant
€D == 77 [Both [¥) 08/12/2022 Absence: Aloha, |izette ¢ 01:47 Absences pdf O ®
N/A
B e =[] [Parents[¥) 09/01/2022 Student WORK! Lizette ¢ 1:58F | gy gentField Updatedpaf € (5 | lize
P Pre-K

From the Letter Log, you can view and edit the Recipient, the Date, the Subject, the Body, the
Sender, the Time, and the Recipient Email. You can also download the letter as a PDF
(Download File icon) or delete the file generated (Delete File icon). Hover over the (Save to

Upload) fields for additional options: Scan, Upload, Take Photo, and expand.

8. Select the students for whom you need letters by selecting the check box next to each
student. As students are selected, the number of selections made will display next to the
number of students pulled originally.
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Preview| |Send Emails|

745 Students. = 3 Selected

O o Photo Student

Student ID Grade

2023057

¢ If you want to generate letters for all students displayed, select the check box in the
header.

745 Students = 3 Selected

O e~ L Acevedo, Dianne

9. Once the students have been selected, you can either Preview the letter or Send Emails. It
is recommended to Preview before emailing to be sure all required information has been
included and that the correct letterhead template has been selected.

Preview| [Send Emails|
745 Students =i 3 Selected
O o« Photo Student Student ID Grade
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10. Preview the email then click Return to Focus to go back to the Print Letters & Send Email
screen.

€ Roturn To Focus

i

Dear Parents, Hello!

This is Dina Dinosaur and your child's teacher writing to tell you about an exciting addition to the classroom this year — Dina Dinosaur's Social and Emotional Skills and Problem Solving
Curriculum. This curriculum promotes positive social interactions between students, teaches emotion regulation skills, and fosters good learning behaviors. These skills are taught in fun
ways using DVD examples, puppets, special activities, books, and games. We will be using real life events from the classroom and playground to discuss and practice these new skills.

WHAT WE ARE LEARNING:
» Understanding school rules
* How to do one’s best in school
* Understanding feelings in oneself and others
= Effective problem solving
* Anger management skills
* Being friendly and working as a team member at home and at school

RE INV. |
‘We love 1o have parent helpers at Dinosaur School. If you would like to come in to watch a class or even volunteer on a regular basis, please let us know. We will send you Dinosaur letiers
to let you know what we are talking about in class so that you can encourage the same skills at home. Also, your child will have home activities to practice things he or she learns in
Dinosaur School. We encourage you to do the activities with your child and “sign off * when they are completed. Please let us know if you have any questions about the program. We are
looking forward to getting to know you and your child this year!

11. Select Send Emails to send the letters to selected students or parents. Once the email has
been sent, you will receive a message saying Your letter as been emailed to the selected
Students. You will also be taken back to the main Print Letters & Send Email screen where you
can conduct a new search, etc.

V Your letter has been emailed to the selected Students.

Create Letter

Student ||

More Search Options

Shown is an example of what the email would look like.
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a 0 i [ ] ‘ More
Message from Community School inbax « &
? Focus Support - =e Demo < (@focusschoolsoftware.com= = 1:46 PM (6 minutes ago) - -
tome =

Dear Parents, Hello!

This is Dina Dinosaur and your child's teacher writing to tell you about an exciting addiion to the classroom this year — Dina Dinosaur's
Social and Emotional Skills and Problem Solving Curriculum. This curriculum promotes positive social interactions between students,
teaches emotion regulation skills, and fosters good learning behaviors. These skills are taught in fun ways using DVD examples, puppets,
special activities, books, and games. We will be using real life events from the classroom and playground to discuss and practice these new
skills.

WHAT WE ARE LEARNING:
* Understanding school rules
* How to do one's best in school
* Understanding feelings in oneself and others
* Effective problem solving
= Anger management skills
* Being friendly and working as a team member at home and at school

YOU ARE INVITED!
We love to have parent helpers at Dinosaur School. If you would like to come in to walch a class or even volunteer on & regular basis,
please let us know. We will send you Dinosaur letiers to let you know what we are talk ng about in class so that you can encourage the
same skills at home. Also, your child will have home activities to practice things he or she leams in Dinosaur School. We encourage you to
do the activities with your child and “sign off “ when they are completed. Please let us know if you have any questions about the program.
We are looking forward to getting to know you and your child this year!

© Ifthe student or parent does not have an email set up, you will receive an Error that no
email was entered and the message was not delivered. The email for parents can be
entered via Users > User Info or Students > Student Info > Addresses & Contacts and
for students via Students > Student Info.

Reoccurring Letters and Emails

In order to create letters and emails you want to save and use multiple times or push out for
schools to use, you can log the letter or email and save it directly on the Print Letters & Send
Email screen.
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Focus High School - 0041 Y sIs

Select Student/Staff ¥ Print Letters & Send Email Lizette Garcia

2022-2023 ¥  4th 9 Weeks ¥ m

‘ . Print/Email a One-Time Letter Save

T 7o iter [

:D Print/Email & View/Edit Title § Profiles 4 Schools 4  AttachtoTab § DefaultLetterhead 4 Academic Record Category 4 Created By 4

[ Viow | | ] - B B B | Liette Gorcia
l = Online Application (Email Validi [504... [¥] [ [onlineA...[¥) L] 2 Guzman
= = [W m Back of Report Card 504. [ | L] L] L] v Guzman
g = [ PrinvEmail | [ Edit | Weapon Letter 504... [¥) [¥ [Discipline [¥] = [¥] Guzman
. = [m] [W‘ Waiver of Hearing 504... . . Discipline . . . Guzman
- == | PrinvEmail | | Edit | Due Process Letter 504... [¥) [¥ [Discipiine [¥) 2] [v] Guzman

1. To start, first you must add the letter/email body. Click on View for new entries or Edit for
existing entires to add the text of the message. For more information on entering text here and
using the tools available, see Word Processing Tools.

Print/Email § View/Edit Title § Profiles § Schools § Attach to Tab § Default Letterhead §
e ] —
= | Print/Email | | Edit | Online Application (Email Valid: (504 ... [¥ | [Online App |
= | PrintEmail | | Edit | Back of Report Card (504 ... ¥ | | |
= | PrintEmail | | Edit | Weapon Letter (504 . [ | [Discipli |
= [ PrintEmail | | Edit | Waiver of Hearing (504 .. [ | [Discipline |
= | Print/Email ‘ | Edit | Due Process Letter 1504 ... | | Discipli |
= | Print/Email Edit I, B B E
=3 | Print/Email Edit E
1= = 3 = = =
= | PrintEmail | | Edit T ks = = =
= | PrintEmail | | Edit | ¥
= | PrintEmail | [ Edit | Format - | Size - B Souce | A~ B~ R /]
= | PrintEmail | | Edit | A
= | vl ‘ | it | Dear Parent or Guardian of [[Last, First M]]_, B
= | PrintEmail | | Edit | [[Current Date]] ¥
= [EE | -1 Your child has one or more “F"s showing on the third quarter report card, B
- | Print/Email ‘ | Edit | which was sent home on . If these grades do not improve ¥
= [PrntEmail | [ Edit | significantly during the _fourlh quarter, he/she may not earn credit by the W
‘ = = end of the semester, which may impact promotion to 10th grade. Your

= [ PrintEmail | [ Edit | 2| child may already be missing credits from the first semester and any -
= | PrintEmail ‘ | Edit glll:thcr;oss in credit will be detrimental to successfully completing T ®
_ =2 [ PrintEmail Edit MSCD! bnd:m - L

] Backto Student List ™1 Back fo User List =0 Print ¥

€ When adding/updating letters via the View and/or Edit button, changes are
automatically saved upon clicking out of the Edit pop-up screen.
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¢ You can move and relocate the View and/or Edit pop-up window anywhere on the
screen.

High School - 0041 ¥ sIs

PO23 ¥ 4th 9 Weeks ¥ m

& - -
‘ 4 Print/Email a One-Time Letter LB =E Q= Save

Format ~ | Size - | [0 Source | A- EY- [l
F e e
C] Print/Email 4 View/Edit Title 4
| Dear [[CONTACT1_NAME::Primary Contact: Name]]: [¥]

: - - ; Florida law requires that children between the ages of 6 and 16 are
= — Edit | Online Applicat required to attend school. A copy of that law is contained on the reverse of

Select Student/Staff

Re: Notice of Nonenrollment/Nonattendance In School c Record Category & | Created By &

Lizette Garcia

. Zohar Guzman

SEl

4 == | Print/Email this letter for your information. . Zohar Guzman
- - - I I have reason to believe that the child(ren) identified above is/are
=  Lidlsi Edit | Weapon Lefer g hject to compulsory school attendance but is/are not attending school. I [¥) zohar Guzman
- == | Print/Email Waiver of Hear, am not aware of any valid reason for the child(ren) not to be in school. ¥ zohar Guzman
== | Print/Email Edit Due Process Le e s e P . Zohar Guzman
& == | Print/Email Edit | Grade 9 F Lettq o9 . Zohar Guzman
& = MCSD Attendance Warning Let! 504...[¥) [Le... [¥) (Atenda... [¥) v [¥) zohar Guzman
e == | PrinVEmail MCSD Attendance Policy Form | [504... [¥] [¥ (Attenda... [¥) v [¥] ZzoharGuzman
- == | Print/Email MCSD Attendance Policy Form | 504... [¥] [¥ (Attenda... [¥) v [¥) Zohar Guzman
; == | PrintEmail | MCSD Attendance Policy Form | (504...[¥] [¥] (Attenda... [¥) v [¥] Zohar Guzman
]
== | PrinVEmail 2 Truancy Intervention Chart K 504...[¥] [Foc...[¥] [Attenda... [¥] [v] ¥ Zzohar Guzman

2. Enter or edit the Title in the provided text box.

Print/Email a One-Time Letter E

Print/Email § View/Edit Title § Profiles § Schools 3 Attach to Tab §  Default Letterhead § Created By §
| ‘ View ||New Absence Letter | ‘ ‘ ‘ | Lizette Garcia
= | PrintEmail | | Edit | 2 Truancy Intervention Chart K 504 Coordinat... Focus West Hi... Attendance Guzman
== || PrintEmail | | Edit | 2019-2020 Letter School Guidan.. Sch... Attendance [ asmussen
= | PintEmall | | Edit | 2nd quarter news 504 Coordinat... itk . Selgadillo
=s | PintEmall | | Edit | 3rd 9 Attendance Warning Lett, [Attendance Se... Focus West Hi... 2navides

3. Select the Profiles from the pull-down that you would like to have access to your letter/email.
4. Select which Schools should have access to the letter/email from the pull-down.

5. To make the letter/email available on a tab, such as the Demographic tab in Student Info,
select the tab from the Attach to Tab pull-down.
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Schools §

Attach to Tab § Default Letterhead

A

SESSSESES S

| — I

Filter [
General Demographics :
General Registration 3
Graduation -
Homeless i
Immunizations E
Letter Logging i
Magnet/Special Assignment 1
Medical E
Medication Administration [
Migrant 1 |:|

S—

a. The Print a Form/Letter pull-down displays on the selected tab, such as Student Demo
tab via Students > Student Info. From the pull-down, select the form or letter to be printed.

Focus High School - 0041 ¥ SIS
Student Info Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m
P
| Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad
& Files ) Choice Billing
{ )
Filter fields... =[Z] ' General Demographics Print a Form/Letter [
AP
wf n Primary Info Laptop Issue Laptop Serial
Date Number

| D s

4 Acknowledgemen Application
& n Address of Admissions... Complete
- Addresses & Contacts Parent O pn/a O Mo @ ves Parent Notes to
EJ Requirements... Admissions
& Admin Notes lunderstand (] Social Security
J m Application Courses thatlam...
: . Isyourchild O s O ves Willyourchild O pja ONo Oves

Athlet

L n etlcs currently bein... be attending...

; n Classified Previously... Retained

L]
ik E Controlled School Choice Violation of the Law Explanation:

i. From the print preview, select the applicable check boxes in the Send Letter section,
such as Email Student, Email Linked Users, Email Custodial Contacts, Send to Student
Log, and/or Include Student Name/ID on Each PDF Page (Print Only).
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Print Letter: 2nd Chance Option Grade change form

Modules.php 1/1 ¢

*Second Chance Option Grade Change Form*

Student: Grade:
Print Name

Reason for Grade Change:
= The student eamed a “C" or higher for each of the third and fourth quarters; and
= The student eamed a “C" or higher on the second semester exam; and
= The student has met the attendance requirements for the second semester.

Marking Period: Q3 Q4 52 Exam 82 Final

Previous 81 Grade: New S| Grade :

*Credit Earned: 0.500

Administrator Signature of Approval Date

Guidance Counselor Signature of Approval Date

|&

K9 SendLetter

Email Student

Email Linked Users

Email Custodial Contacts
Send to Student Log

Additional email
addresses...

Send Letter

Include Student Name/ID on
Each PDF Page (Print Only)

b. If you select the Course History Record option from the Attach to Tab pull-down, the
letter(s) will display in a Grade Report button or pull-down on the Course History screen
and/or Grades screen (Parent/Student Portals). Note: This option will display whether or not
the selected schools are Post Secondary; however, when the option is selected, it will only

have an affect on Post Secondary schools. See Generating the Grade Report (Attach to Tab:

Course History Record) for more information.

6. Select a Default Letterhead from the pull-down. Note: Letterhead Templates are set up by

the district (Setup > Letterhead Templates).

Default Letterhead §

Account Info

Filter

|

16-17 PTC PR ST
16-17 PTC PR T1
16-17 PTC PR T2
16-17 PTC PR T3
16-17 PTC PR T4
Adult Transcript
AGE Transcript
CTE Transcript

Account Info
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7. If you district is utilizing the Document Management add-on module and you have the
applicable permission enabled, you will see the Academic Record Category pull-down displayed.
Select the applicable Academic Record Category from the pull-down to determine how the
letter/email is stored in the students' cumulative folder.

Print/Email a One-Time Letter

Filter: m

Print/Email § View/Edit Title § Profiles § Schools § Attach to Tab § Default Letterhead § Academic Record Category § Created By §
| | View || ||| .|| .|| .|| [ ¥ | Lizette Garcia
= [ PrintEmail | [ Edit | Online Application (Email Validi (504 ... [§ | [E (onineApp [H | [¥ | [categoryA L] Guzman
= | Printn‘EmaiI| | Edit | Back of Report Card (504 .. . [ . [ . [ . [ . Guzman
= |PrintEmail | | Edit | Weapon Letter (504 . M | ¥ [Discipii | M | N ™ Guzman
= | Print/Email | | Edit | Waiver of Hearing |504 ... . | . | Discipline . | . | . Guzman

€ The Academic Record Category field displays if your district is utilizing Document

Management, which is an add-on module enabled by Focus via Setup > Site

Administration. Contact your district's Account Executive for more information about
purchasing and enabling this feature.

If you district has already enabled Document Management, you must also have
permission to Edit Academic Record Category enabled via Users > Profiles > Students

tab.

For more information about Document Management, see Uploaded Files and

Uploaded Files Report.

8. Click Save.

Print/Email a One-Time Letter

1 OFF|

Print/Email § View/Edit Title §

Profiles §

Schools §

Attach to Tab § Default Letterhead § Created By §

| | View || [New Absence Latter I‘ |System Admini... [¥] | | Focus High Sc... [¥] ‘lAllsndanoe .‘ | District .‘ Lizette Garcia
== | PrintEmail | | Edit | 2 Truancy Intervention Chart K (504 Coordinat._. [W [FocusWestHi. [N [Attendance [N | (= " Guzman
= | PrintEmail | || Edit | 2013-2020 Letter [School Guidan... [ Sch... [¥) [Attendance [N | ® asmussen
= | PrintEmail | | Edit | 2nd quarter news 504 Caordinat... [ .t [N | | ® d Delgadillo
wa [ PrinvEmail | [ Edit | 3rd 9 Attendance Warning Latt, [Attendance Se... [M| [Focus West Hi... [¥] | m | ® Benavides
&= | PrintEmail | | Edit | 4th Quarter Attendance |m- SE. | Attendance . [ . 2 Concepeion

9. Then, you can utilize the Print/Email button that displays after saving. Selecting this button
will navigate to the Print Letters & Send Email screen. For further instruction see the Setting the
Search Criteria and Data for a One-Time Letter and/or Email section.
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Generating the Grade Report (Attach to Tab: Course History
Record)

€ Course History only applies to Post Secondary Schools.

1. Select the Course History Record option from the Attach to Tab pull-down to ensure

letter(s) display in a Grade Report button or pull-down on the Course History screen and/or on

the Grades screen for parents and/or students.

Print/Email § View/Edit Title § Profiles § Schools § Attach to Tab ,’ Default Leti

‘ ‘ View ‘| |‘| .‘I L | L] |

Print/Email Edit Grade Report [Parents, Students, S... [W| |Adult Education - 81... [N || Course History ... | District Lettert

Print/Email Ediit New Posted Grade [Parents, Students, S... [¥)| [Adult Education - 8103 8 |[Fijer

#] e #] eCconrg
Crisis Intervention
Daily Visit Log
Discipline
DOP
ELL
ELL - Education Plan
ESE
FASTER
FBA/BIP

[ TRT

€ This option will display whether or not the selected schools are Post Secondary;

however, when the option is selected, it will only have an affect on Post Secondary
schools.

2. To make the letter available to administrative users to set up applicable System Preferences,

select the admin Profiles from the corresponding pull-down.

Print/Email § View/Edit Title § Profiles § Schools § Attach to Tab § Default Letter

‘ View || [ LA .‘I .‘I

== | Print/Email Edit Grade Report "Pm-em Students, S... . | Adult Education - 91... . |Course History .. . | District Letterhee
sys| I 1

Check all visible Clear selected

[]system Admin View

[ ]System Admin Support
[ System Administrator i
[C]sis sys Admin

[]sIS Info Specialist

[]School Assessment Coordinators
[m] students

[C]school Safety Dist Administrator
[]school Help Desk-Data Support
[]School Registrar
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a. If the Grade Report should also be viewable by parents and students, select the applicable
Profiles from the pull-down.

3. Select the applicable Post Secondary schools from the Schools pull-down.

P EEEE——
Title § Profiles Schools § Attach to Tab §
| || L] L] | ¥
Grade Report Parents, Students, S... [¥] || Adult Education - 81... 'Course History ...
Filter I

Check all visible Clear selected

[ ]1111 - Employee Self Service

[ Adult Education - 8103

[ ] Applicants \
[|Family Empowerment Scholarship - 3900
|:| Florida Community College - C908

[ |Florida Virtual HS - 0600

[ |Florida Virtual MS - 0500

[ |Focus Elementary School

] 0294
L

4. Complete the process of creating and printing/emailing letters as described in Reoccurring
Letters and Emails.

5. When Course History Record is selected from the Attach to Tab pull-down for applicable
letters, the settings, Add Letter to Queue for new posted grades and Email Letter for new
posted grades pull-downs are populated with select letters via Setup > System Preferences >
School Preferences/Default School Preferences > Grading tab.

[ School Preferences | Default School Preferences | Default User Preferences | District Preferences | Sir

General | Grading | Attendance | Enrollment | Scheduling | Localization m Post Secondary
7 B

P10 %) OTT-graieda S
Use Individual Final Grades Fie
" | Enable checkbox on Grades Cc

Post Final Grades:
— | Allow Posting Comments and C

Display the checkbox to include

Send Posted Grade Updates to | Custodial Contacts 5

Email Letter for new posted grades. | Grade Report s

Add Letter to Queue for new posted grades. | New Posted Grade % |

Print Letters & Send Email Page 32


https://focus.screenstepslive.com/s/admins/m/sis/l/643891-system-preferences
https://focus.screenstepslive.com/s/admins/m/sis/l/643891-system-preferences#grading

€ Ifyou elect to have generated grade reports sent to the queue, see Letter Queue for
more information.

6. You must also set the Send Posted Grade Upgrades to by selecting Custodial Contacts or

Linked Users from the pull-down to determine the email address used when the grade report is
emailed.

Paost Final Grades:

Allow Posting Comments an
+ Display the checkbox to incl

Send Posted Grade Updates iRt ® TGl EIReL ] F 10 o
Linked Users

Email Letter for new posted graded

Add Letter to Queue for new posted grades. | =

Selecting Custodial Contacts uses the Address block email entered via Students > Student
Info > Addresses & Contacts.

Edit Contact
John Fields Options
Father - ‘ Custody
@  Erergency

j.fields768@gmail.com @&  riccue

= 1 + Contact’s Priority

Selecting Linked Users uses the email address linked to the User linked to the student via
Students > Student Info > Addresses & Contacts > Linked Users. The user's email address can
be edited via Users > User Info or by clicking the View User Info link.

Note: A Contact can be linked to the user, but the linked User's email will be used, not the
Contact's.

Print Letters & Send Email Page 33


https://focus.screenstepslive.com/s/admins/m/sis/l/692310-letter-queue
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info#editing-a-contact
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info#editing-a-contact
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info#linking-users-to-students
https://focus.screenstepslive.com/s/admins/m/sis/l/644895-user-info

Focus High School - 0041 ¥ sIs
2022-2023 ¥ 4th 9 Weeks v [

Student Info Lizette Garcia

P ) ) N
| Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad
& Files SsS Choice Billing
C
Filter fields... 4 Addresses & Contacts New Address New Contact

AF

Z “ Primary Info R
- Linked Users The following users will be able to view data for this student

;| R

Export =
& n Address h
User 4 Contact
=] Addresses & Contacts v M
Enabled | | |
& Admin Notes 4 . .
= Enabled |Bell, Elaine Ni... . Brown, Mel (832281) . LogIn As View User Info
m Application Courses I

J = Enabled |Brown, Gabri... . . Log In As View User Info
w n Athletics

5 m Behavior Screening Linked Students Define relationships between students

.| B Classified

e Export

il E Controlled School Choice

a. Click Save.

7. In order for the grade report to display for admin, students, and/or parents, you must also
set their permissions. Go to Setup > System Preferences > Default School Preferences > Grading
tab and enable Use Individual Final Grades Field Permissions.

sferences T Default School PrafarancuT Default User Pre I'erenr_esT District Preferences TSingle Sign-on -

| | Grading | Attendance | Enrollment | Scheduling | Localization | Billing FustSecundaryTGnIineApplicalinn|Far

a. Click Save.

8. From the Users menu, click Profiles. Select Final Grades Fields from the Permission Type
pull-down. Select the Role from the pull-down, such as Student. Then, select the applicable
Profiles from the corresponding pull-down, such as Students.
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Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Profiles Lizette Garcia
2022-2023 ¥  4th 9 Weeks ¥ W
8 Permissions Module Report Profile Report Permission Report
| # :
Permission Type: Final Grades Fields . Role: Student Profiles: Students m b
Edit Profiles

AF
- View
P Q Final Grades, GPA, &.... a
& Year
B Final Grades Fields _ Marking Period
& Course
P Course Number

Percent
ah

€ See Profiles for more information.

9. Select the View check box for Grade Report.

Final Grades Fields

Final Grades, GPA, &C... "':""
Year
Marking Period
Course
Course Number
Grade Report O
Percent
Grade
Grade Scale
Cred. Attempted

a. Click Save.
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¢ These steps need to be repeated for the each Role and all attached Profiles to ensure
the Grade Report is viewable by admin, parents, and students.

Permissions Madule Report Profile Report Permission Report

Permission Type:| Final Grades Fields [¥] | Role: Parent [¥] Profiles:|Parents m

Final Grades Fields

Final Grades, GPA, &C... =
Year
Marking Period
Course
Course Number
Percent
Grade

10. The Grade Report displays on the Detailed Report for which users must also have
permission to view, which can be set via Users > Profiles > Permission Type: Menu for each Role
(Admin, Parents, and/or Students), as well as the applicable Profiles.

Grades

Ay

v

<

Final Grades, GPA, & Class Rank |

Allow User to view Grade Details

!

Allow User to view GPA Ld
Allow User to view Gradebook Assignments & B
Grades L2

The Detailed Report is only viewable to users if the Allow User to view Grade Details
permission is enabled.
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Final Grades screen. Below is an example of what the student would see on the Grades screen
when the grade report is generated.

The Grade Report displays when the applicable students' teachers post new grades via the Post

Cumulative GPA: 3.2598 Program Code: Y300400 Attended Hours: 0 Program Code: 95(
Cohart GPA 3.259 Program Title: COMMUNITY ED Required Hours: N/A | Program Title: Vo
Cahorl Rank Earned CPC: N/A Percentage Complatad: M/ Earned CPC: M/

Enralled Hours: 2 Basic Skills Exam: & Enrollad Hours: Nif
74 Grades ' View Grades Summary ‘ Comment Ca
Page: 1 4 Next » Export Filter: Toggle Columns Page Size:
. ________ 1§

Year § Marking Period § Course § Course Number §| Grade Report § Percent] § Grade § Grade Scale

2019-2020 Full Year INFO TECH ASST OTAD040A OTADD40A | :l 85 B Unweight. ..

2018-2019 Full Year GEQ 1206310 1206310 IFiI:er I A Unweight...

2018-2019 Semester 1 AP WORLD HIST 2109420 2109420 D AP/DE

Grade Report |

2018-2019 Semester 1 MARINE 5CI1 1 HON 2002510 2002510 New Posted Grad [ B Honors

2018-2019 Semester 1 BAND 2 1302310 1302310 A Unweight...

Did You Know?

If Protected students are listed, select student data will be HIDDEN. If you have profile
permission to “View Protected Students,” you will not see any changes. If you do not have “View
Protected Students” permission but have permission to “Edit Student Addresses” and “Edit
Student Contacts,” you will not see any changes. If you do not have profile permission to “View
Protected Students” and do not have “Edit Student Addresses” or “Edit Student Contacts,” you
will not be able to select the student in order to print their information.

Method:
® Print Letters Send Emails

Recipient:
* Student  Parents - One Per Family

Add log entries for each student

Praview | Print Lettars

743 Students || 0 Selected
- Photo Student Student ID Grade

lloDEN HIDDEN ‘ Acen 58281 10
' & . Ace 77562 12

Additional Features

Use the Filter text box located at the top of each pull-down for a quick search. Begin typing the
name or number of the desired field.

Print Letters & Send Email Page 37
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Profiles 4 Schools § AttachtoTab § Default Letterhead 4 Academic Record Category § Created By 4

. Lizette Garcia

| | B
[F. | [onineA..[¥ | ¥ |

. Zohar Guzman

[JExact Checkall Clear

| SCS-Support Teacher
| Lesson Planning Teacher

| ERP-Teacher tab view access from HR>Employee
(®] Teaching and Learning Dept.
Virtual School Teacher
Dual Enrollment Teacher
ERP-HR Edit Right For Certifications> Co-Teacher Trained Field

(w] ERP-FINANCE TEAM TO PROCESS EMPLOYEE ACH

|

| AE Teacher |

a. Select the Exact check box to display results that have an exact match only and hide

partial matches to the entered text.

Profiles § Schools § AttachtoTab § Default Letterhead § Academic Record Category § Created By 4

¥ | Lizette Garcia

. . L
di (s04..[¥] | [§) [oniineA..[¥) | W |

. Zohar Guzmanﬂ

..... .| Q, teacher I
— Check all Clear

=2 B Teacher

- | AE Teacher

..... . | SCS-Support Teacher

irtual School Teacher

1l Dual Enroliment Teacher

"""" Lesson Planning Teacher

ERP-Teacher tab view access from HR>Employee

""" g ERP-HR Edit Right For Certifications> Co-Teacher Trained Field

K 'S5087 T TFoC. e TAEnd . e T

m.

Click Check all and Clear for quick selections. In the example shown, the created letter will be

generated for students in every listed Program.
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Profiles § Schools § AttachtoTab § Default Letterhead § Academic Record Category § Created By §

| . | . | - | . [ . Lizette Garcia
. [504...Tw] | [¥] [OniineA...[¥] | M | [¥] Zohar Guzman

Q, teacher

Check all Clear

0O Teacher
(m] AE Teacher

. | (m] SCS-Support Teacher

| | (W) Virtual School Teacher

| | (] Dual Enrollment Teacher

| @ Lesson Planning Teacher

(] ERP-Teacher tab view access from HR=Employee

(] ERP-HR Edit Right For Certifications> Co-Teacher Trained Field

¥l Exact

Above the listed students you will see a floppy disk icon, which allows you to export the listed
data (in this case, students) to an Excel spreadsheet.

Recipient:
@®student Primary CParents (_One Per Family _Student Primary & Parents

[_'add log entries for each student
®include student namefid on each PDF page (Print Only)

O o Photo Student

r ! o
O « iﬂ" Abe, Charlie Noel ‘\!}

b4 Abott, Charlie Christopher

O o .‘ Abregan, Kenna Joy @

Click the printer icon to print the list of students.
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Click any of the headers to sort data. Click once for ascending results; click twice for descending
results.

Print/Email 4 View,rgditﬁﬂeg Profiles # | Schools &  AttachtoTab4 | DefaultLetterhead 4 =Academic Record Category & | Created By 4 |

=l ) — ) v B oo
== | PrintEmail | [ Edit | Waitlist Sys...[¥] (Ad... [§] (Waitist [¥] | 2] [¥] Lizette Garcia
= Online Application (Email Valid: [504... [§] | [¥ (oninea.. ¥ | /] v Guzman
= PrintEmail | [ Edit | Online Application (Completion | [¥] | [§] [onfineA..[¥] | 2] [¥] Ashley Weiss
= | PrintEmail | | Edit | Online Application (Continuatio v [¥ (oninea...[¥) [v) [¥) Ashley Weiss
== [ PrintEmail | [ Edit | Online Application (Email Valid: (Sys...[¥] | [¥] [OnineA...[¥] [l ¥ LizetteGarcia
= ‘Print.’EmaiI] I Edit I Grade 9 F Letter 504. . Graduat.... . . Guzman

To make the list full screen, click on the expansion icon (four arrows) under the Preview and
Print Letters button. Once in full screen mode, click the icon again to exit full screen.

Recipient:

®student Primary (Parents _'One Per Family _Student Primary & Parents

[_|Add log entries for each student

Binclude student namefid on each PDF page (Print Only)

Preview| [Print Lpb

749 Students [ =
O ™ Photo Student Student ID Grade —3
D l” iﬂv Abe, Charlie Noel ':;:' 155879 10
O e« . - Abatt, Charlie Christopher 182221 09
O « i' Abregan, Kenna Joy Q" 151843 10
] e« mv Acevedo, Diam Donna 123057 09
(] e a - Acevedo, Emarald Vonn 56443 12

Click Filters to further breakdown data.
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. Y0 v
L

Default Letterhead §
® v
¥ |AGE Transcript il
. m

e 7 © vl ol T o
o =

©/5cho Equals Not

Print/Email 3§ Edit§ Title § Profiles § Schools § Starts with Not
Exit r W k] Ends with Not

| L - Has value Not

& | PrintEmail Edit School Lock Down Memo . [Bookkeeper, Browse ... [¥] Applicants, CareerAc. .8 o
&= | Print/Email Edit Online Application (Email Validat 504, ADHS, Aset. Dir... i Greater or equal | Not -

Less Not

Less or equal Not

Between Not

a. To add more than one filter to a column, click on the green plus sign.

b. To delete an added filter, click on the red minus sign.

c. Select the gray arrow for more filtering options.

€ For more information, see Filters.
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