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Before We Begin

The absence letter functionality in ClassMate easily allows the
administrative staff to generate a variety of absence letters specifically Requirements
designed to meet the criteria of your schools’ attendance policies and
procedures.

Prior to using the Absence Letter functionality the letters must be
designed & specific criteria established to drive the development of your
custom letters. After the letters are developed and loaded into your
ClassMate system, users will receive training on the functionality.

This process must be started 1 Month prior to scheduled Absence Letter

Training.
& Results

oy
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Before We Begin: Setting Up Absence Letters

Base Data Pre-Requisites

* Absence Letter Samples
* Provide up to 3 electronic copies of all absence letters to be installed in ClassMate.
Additional letters can be added for an additional fee.
* |Identify Personnel
*Establish the administrator (s) whose name will appear on the letters
*Digitized Signature created and loaded into ClassMate for each identified administrator
* Letter Customization
*Create new electronic version (s) of letters to be installed.
*ldentify when the letter is to be used. (5 day, 10 day, etc)
ldentify if the letter is to be used for Consecutive Days (Process A) or Cumulative Days (Process C)
*ldentify the administrator name and signature to be used for each letter
*Ensure all spelling and grammar are correct
ldentify any additional copies (cc: District)

Letter Development and Installation is completed by ClassMate System engineers
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Getting Started

Base Data

Double Click My Modules > Double Click Personnel Management Module
> Click Personnel Management

IMy Folders: ‘| -

R g Eersonnel Management > =
& Employee mcation Manage
& Employee Management
A Personnel Management
@ Security Personnel Certificatior
=-E PIMS Management

In the Personnel Management module ensure the names of the administrators identified for
the absence letters and their digitized signatures have been properly setup. The identified
administrators name and if desired their signatures will automatically be included on the
absence letters.

 Select Location Personnel Tab
* Ensure the Administrators Identified for inclusion on the letters have been created and have correct Job Title

field populated
* Please check the box next to Principal as some reports are created to pull “Principal” checkbox as

opposed to Job Title
* Select the Digitized Signature Icon located in lower right corner to add the signature for that administrator
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Getting Started
Base Data

[ ClassMate for CTE - ClassMate - ** Live Environment ** - [Personnel Management (PERSON_M)]
% Fle Edt View

olo| lsls| 9l
Campus Personnel | Location PersonnellDislrict Personnel| School Personnel|

=@ Haris Caraer and Technical Center
Banach, Walter
- Einstein, Matl
! ~~ Mottau, Karen
.-@ Harris Career and Technical Center East

click to up\o.ad
Personne\ggita\
Signature

bonstein@citvt.com
(610) 258-2857

(610) 258-0805
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Getting Started

Base Data e e . .
Digitizing and Loading Personnel Signatures

* On asheet of white paper using a BLACK felt tip pen, have administrator sign their
name in a 2 inch (400 pixels) by 2 inch (200 pixels/inch) space.

* The signature will appear EXACTLY as signed on the letters. Please review for
accuracy.

* Scan the signature as a JPEG file

* Save the file . You will browse to this location for uploading the signature.

* Select Black Pen Icon located in bottom right corner
Browse to select the signature file from the saved location
Click the Black Disk Icon to Save

Q?Load Signature Files {(LDSIGN_F)

ocuments and Settings\classmate. RNR.043%My Documents\para_sample.pdf

Please make sure the electronic signature file is at maximum 2 inches (400 pizels] wide and 200 pixzels/inch. This will provide the best
resolution for use in ClassMate letters.

FeEuaxe: 800 Number -> it ’

[ v |
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Data Validations for Primary Contact

Absence letters will not generate for a student if a Primary Contact has not been identified in Student Contacts

i§ - A )
'
3 Closshate Data Validations
- District/{Course Totals
-3 Enrollment Processing
- Remove/ Return Student
¥ Student Contact Information
# Student Enroliment Display

B R o PP P

Double Click My Modules > Double Click Student Enrollment >
Click Classmate Data Validations

* Inthe Attendance Validations Category
. Select Primary Contacts as True
¢ Click the Blue Validation Button in the top right corner

Missing Attendance Duplicate Attendance ntacts — . Medical
" Te ¢ False " Tue  (+ False ‘ = " Te (¢ False

The Primary Contact Data Validation will produce a listing

of students that DO NOT have a primary contact

=\
Identifled |n CIaSSMate. 7‘-\-‘4 SHhAlB E' S Harris Career and Technical Center
] chool >olutions

You do not need to correct any students on the PO1

Validation (these students are missing a contact in P ST o e :
Student Registration). You will only need to correct and e flowig soent otk Pasary Cortt o il i Registtion

enter a contact for students who show on the P02 Instrurtions: In Registration Informton modl, Confst fab, ener & pricary coniac or each stulent
Validation. Graie: 10

Enter a primary contact for the identified students and e 00500013

Tucker Walker 000500017
Cooperalker 000500018
Shane Walkins 000500018
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Generating and Printing Absence Letters

Schools often have several different letters. It is required that a letter be
selected prior to generating letter results

Getting Started

Double Click My Modules > Double Click Admin Attendance Options> || @ Cert Hours Daily by Class

Click Absence Letters K - & Cert Hours Monthly by Student
----- & Cert Hours Monthly Disbursement

----- 2 SL Attendance by Student

. =& Admin Discipline
Absence Letter Selection L Admin Gradfng

@ Select a Location from the Location drop-down

Select an Absence Letter from the Letter Selection list by clicking the grey box to the left of the desired
letter. The letter listing display will reflect the custom reports at your site.

o

@ # Days: Will default to the letter selection reflecting number of days absent
Dates: Start date will default to the first day of school (this normally will not change but can be edited)
End date will be the defined by the letter generation schedule (Defaults to current date OR current date
minus the # of days that an Excuse can be accepted (set up in ClassMate Custom Control), however the
date can be edited.

@ Operator: Select = letter generation will be equal to the number of days
Select < letter generation will be less than the number of days
Select > letter generation will be greater than the number of days
Select <= letter generation wiII be less than/equal to the number of days
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Selecting Parameter Values

Select an Absence Letter from the Letter Selection list by clicking the grey box to the left of the desired letter. The letter
listing display will reflect the custom reports at your site.

@ Class Type: Select a class type from the drop down menu. Options include: All, Vocational, Academics
Supplemental & Other

@ Grades: Select a grade level. Options include: All, 9-16, ASP or SUG
@ Category: Select a category. Options include: All, Absent Excused or Absent Unexcused
Tardy Totals: Select to include Excused, Unexcused or do not include by not making any selections

@ Withdrawn: Select to include Withdrawn Students
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Generating & Printing Absence Letters: Helpful Hints

Add Button: Use the “Add” button to select multiple parameters
Delete Button: Use the “Delete” button to remove parameters

All: Selecting “All” will include all items listed in the drop down
Tardy Totals: Utilize the check boxes to select or deselect an option

Absence Letters Process

Letter Operator Generate Letter Print Save
Selection Selection Sl HEsiuliss Letters Letter
Results Editing Result
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Absence Letter Selection

[IassMate for CTE - ClassMate - ** Live Environment ** - [Classmate Absence Letters (LTR1_MTE}] Jﬂﬂ
P Ee Edt Uew Repor =18

0" s Career and Technica Center I 3 ‘
bttt S 08272018 O 02106/2019 \

Letter Selection

000001 B Day Cumulaive Abse

1000002 9 Day Cumulative Abse 9 lbr_ci2a '
000003 12+ Day Cumulalive Ak 12|LTR chrda

Student Letter Resulis processed 09/07/2018 8:50:12 AM by Richards

B= | 09072018 85012 AM Richards
DB 0907201885012 AM Richards

0/000012435 000001

MFelenberger Jason Al 11V |16 6 0 04272018 (9072018
0]000012530 000001 |

| Mot Anrew W1V O16 6 0 OSR7018 DOOAR0
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Processing Absence Letters

Once an Absence Letter is selected and parameters have been chosen, letters are ready to be processed.
There are two ways to process Absence Letters.

Method 1 Method 2
Go to Edit > Process Letter Criteria Click the “Process Letter Criteria” icon

 Edit | Yiew Report
Process Letter Criteria

Save Letter Results

Delete Individual Student Results
Delete All Student Results

_x_l
Once the letters are generated, the AR e
“Process completed successfully”

dialogue box will appear.

Click “OK”
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Absence Letters Results

When Absence Letter processing is complete, a list of Student Letter Results will display.

:Lasl First M_|Sfx [Grade [Type |Age | Absent | Tardy StartDate EndDate PGR [Student LetterlD _ |Program _|Course |Class | #Days [Operator ProcessDate |Createlser

¥ Burson Eboni K 10 6 B 028/23/201603A10.2M7 0]00007 225 000007 Bl= 3212017 10:43: 44 AM |classmate
Cooper Caory T 10 % 6 B 5218/29/201603A10/.2M7 0]000071 21 2 000007 E|l= 3212017 10:43: 44 AM |classmate
Cooper Jazmine b 100 15 B Z2218/29/2016 034105207 0|00007 228 000007 Bl= 3212017 10:43: 44 AM |classmate
Burson Amber L 11 W 16 B 2218/29/201603A105.2M7 0]00001 220 000007 Bl= 34212017 10:43: 44 AM |classmate

Editing Absence Letters Results
Deleting Individual Student Results:
*  Select an student by clicking to the left of the student’s name

. Go to Edit > Delete Individual student to remove the student
from the results list

| Edit | Yiew Report
Process Letter Criteria

*  ORrright click on student’s name and select Delete
Save Letter Results

Delete Individual Student Results
Deleting All Student Results: Delete All Student Results
. Go to Edit > Delete All Student Results
. This will delete all students from the results list

Note: It is a ClassMate best practice to correct any attendance errors discovered in the appropriate attendance module.
Student attendance CANNOT be corrected in the Absence Letter Module
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Generating & Printing Absence Letters: Print Letter Results
After the processed letter results have been generated & reviewed, the letters can be printed.

Select Report > Print Letters

Select from the Parameter Fields provide. Parameters

will be defined by the letter customization [—
Repor

Print Letters

Select a Discrete Value from the drop-down
Print Letter Sent Attendance History

Select OK to print the letters Print Letter Resuts

Print Letter Summary

OO O

Print Student Letber Summary
Enter Parameter Yalues 5[

Parameter Fields: @ Reset | Print Mailing Labels

Print Letter Processing Histary
Withdrawn
Print Letter Maintenance Report

Enter the Location Personnel 1D for the person signing.

Dizcrete Value @

Note: Each customer has a different set of
@[ ] e parameters, depending on the
requirements of the letter.
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Generating & Printing Absence Letters: Absence Letters
After the processed letter results have been generated & reviewed, the letters can be printed.

=\
7% HARRIS

Absence letters are now ready to print. Students will appear in the report tree on the left

| & & g’?:hnnz -|

[=1- Burson &rnber L
000012202
-- Burson Eboni K
-- Cooper Cory T
-- Cooper Jasmine M

Click the “Printer” icon to print letters

& & #/=[w =

03/21/2017

Mr. Terry Burson
7500 Beth-Bath Pike
Easton, PA 18045

Dear Mr. Terry Burson

After Absence Letters have been printed, the letter
results MUST be saved to ensure students do not il 0 ke s cppontty o you thatwe e Hares e e Techie O

believe the home and school should work closely together toward providing the best education possible for

mistakenly receive duplicate letters. This will prevent e oo v S b onied
absence letters and will also populate ‘”““m““‘g“rmmt‘“mj@;“gﬁm“
various reports available in the Absence Letter Report ) ’
menu, such at the Print Letter Attendance History Sent Report e e U

Sincerely,

Walter Burson
Vics Principal

Discipline File - First Netification
cc: Ms. Dorothy Lazzaro, Instructor
cc: Mr. Jonathan Reinhart, Counselor
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Generating & Printing Absence Letters: Saving Letter Results
This is a mandatory step in the process

Class™Mate for CTE - ClassMate - ** Live En

@ Select Edit

@ Select Save Letter Results

Delete Individual Student Results
Delete All Student Resulks

@ Select Yes when “Have all Letters been printed”
dialogue box appears

\?/' Have all Letters been printed For & Day Cumulative Absent Letter? Click Yes to continue or click no to cancel,

Q T=» »

@ Select a Ok when the process completed successfully message displays

ClassMate
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Generating Absence Letter Reports

A variety of Absence Letter Reports are available through the Absence Letter Reports Menu

Print Letters

Print Letter Sent Attendance History

Print Letter Results

Harris Career and Technical Center

Print Letter Surmmary

Print Student Letter Summary Letter Sent Summary for 11/11;2010
i 25 ChssLink NY Career and Technical Center
Print Mallll‘lg Labels 000001 3 Day Ahsent Letier Absences Tardies Begin Date End Date Chass Type
; S v 9th Grade
Print Letter Processmg HIStOfY Stern, Jeremiah 3 09/08/2010 1141142010 Vocational
2 - 10th Grade
Print Letter Maintenance Report Burson, Enic R 3 1 09/08/2010 117112010 Vocational
Stern, Ashley 3 09/02/2010 117112010 Vocational
11th Grade

Akian, Joseph K
Burson, Ashley S

3 09/08/2010 111142010 Vocational
3 09/08/2010 1171142010 Vocational
Burson, Christopher 3 09/02i2010 117112010 Vocational
Burson, Cody 3 09/08/2010 1171142010 Vocational
3 09/02/2010  11/11/2010  Vocational
3 09/08/2010 1111142010 Vocational

Burson, Shane D
Cooper, Daren R
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Reprinting an Absence Letter / Deleting Letter Results: By student

Sometimes it is necessary to re-print an Absence Letter.

Since the Absence Letter module saves the results of any letter printed, you will need to delete the letter sent
results for the individual student who needs to be re-printed, so that the letter can populate again.

This functionality is by student only. —
Double Click My Modules > Double Click Admin Attendance Options > =1 Modules

=& Admin Attendance
< Admin Aftendance Opfions—
2 Absence Lefters
] Absont Lotter Sont Deletion
ﬁ Admin Cert Summer Session
@ Cert Hours Daily by Class

Click Absence Letter sent Deletion

@ Select the Location

g Select the StUdent Name @ Cer Hours Monthly by Student
"1 H @ Cert Hours Monthly Disbursement
(3) Select the Saved Letter Result you would like to delete & | SL Attondance by Student
right click

@ Select Delete

The saved result will be removed from the list and users can then once again process letter results and
the student will be included

[Harriz Career and Technical Center [0
< Alpha b
LrEon
< 1D
e Burson, Adrianna M 0000771780 ;I
B is M 000011504
i Burs da K 000011045
O] J
T Burs nora § 000011951
: Burs shley T 000011821
Burs randon A 000011102
Bur: on A 0000711712
Burs randon D 000012238
Burs rayden E 000012289 —
Bur: na & 000011104 14
Bur: H 000011731
:::S - L %%%%11212";; ] LetterSent mﬂ P
00001 & Doy Curnulative Absent Lettsr DB/2S/201E 0341072017
Burson, Charles J 000011453 £y 13
Burzon. Chiristian M 000011868 Delete 4
Ricson Conner QOMZ110 e
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Reprinting an Absence Letter

Return to the Absence Letters module

Enter in the criteria for the student that needs to be re-printed
Re-print the letter

Save the results again

.#DayS: IE Dates: |uagza;2ma j to |11,=n4,f2ma

[Dperaturr v = < > <= 3=

Edit Wiew Report
include [ Al ] [ Deee | an B -
Class Type Grade Category —_— Process Letter Criberia

IVDcatiDnaI j IAII j IAII . Save Letter Results

Delete Individual Student Resulks
Delete All Student Resulks

Tardy Totals: Iv Excused W Unexcused
[ Include ‘Withdrawn Students

Last First M |5ix |Grade |Type |Age| Abzent| Tardy StartDate EndD ate PGR | 5tudent Letterl D
b |Eurson Jacob R 10 k% 16 B 2 08/29;2016 11042006 Qjoooor2z4:z o000
Repart

Prink Letters |

L Print Letter Sent Aktendance Hiskars:

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION

Do not copy or distribute without written permission from Harris School Solutions, Copyright ©2014. [Unpublished Work]. All rights reserved.



7"‘“} HARRIS

\\f School Solutions

Bethlehem, PA 18017

Questions? Contact us!
ClassMate HelpDesk

855-984-1228
support.classmate.net
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