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1. Open a Word document (discipline letters must be saved as .docx),
and go to File >> Options >> Advanced and check the option to Show
bookmarks (under Show document content):
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FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS F
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D Word Options
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E Chart || Document2 ~
u Display
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Proofing Properties follow chart data point
Save Show document content
Language ] show background colors and images in Print Layout view
Is Advanced [] Show text wrapped within the document window

Customize Ribbon [] Show picture placeholders ‘i’
Show drawings and text boxes on screen
Show bookmarks

] show text boundaries

Quick Access Toolbar
Add-Ins

Trust Center

« [T Show cron marks

2. In the document, enter some placeholder text, for example
‘StudentFirstName’.

3. Select/highlight that text and either press Ctrl+Shift+F5 or go to
Insert >> Link >> Bookmark in Word to bring up the Bookmarks dialog:
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4.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

B Cover Page - D [ )] o & Hyperlink
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Table Pictures Online Shapes SmartArt Chart Screenshot 3 My Apps - Wikipedia Online

Comment Header Foo
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StudentFirstName

Bookmark ? x

Bookmark name:

In the dialog, enter the bookmark name StudentName and click Add.

Bookmark

Bookmark name:

7 *

Sortby: (@ pame

) Location
[] Hidden bookmarks

Cancel

This will result in brackets being placed around the bookmark name to
indicate it is a bookmark:

- maw o et B

StudentName

rJ-h- ] - - . slw

You will need to do the step above for each bookmark you want in the
letter. A complete listing of bookmarks is at the end of this document.

To print a bookmark multiple times, use _x2, x3, etc at the end of the
bookmark.
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Example:
StudentFirstName will print the student’s first name.

StudentFirstName_x2 will print the student’s first name a 2" time in the letter.
StudentFirstName_x3 will print the student’s first name a 3" time in the letter.
Each one of the StudentFirstName(s) must be added as a bookmark.

Bookmark

Bookmark name:

StudentFirstName x3

Add

pet

StudentFirsthame
StudentFirstName_x2

StudentFirstName_x3

Ctincdnnth Anilinad dden--

Delete

1

8. To print multiple Actions, Infractions, or Parental Involvement on one

letter:

a. Enter the appropriate bookmark (DisciplinaryActionType).

b. Highlight that bookmark and insert RepeatForEach_Action
(_Infraction, _Parentallnvolvement) on top of this bookmark. This
will place additional brackets around the bookmark and it will print
each Action entered on the discipline incident.

([DisciplinaryActionType] |

Bookmark

Bookmark name:

RepeatForEach_Action

Add

ContactFulladdressFormatted
ContactFullName
DisciplinaryActionType
HomeSchool

InfractionType

PolicyType

Principal

ProgramCode
RepeatForEach_Action

Studentinformation. At the district level, go to

Delete I

Once the Discipline Letter template is complete, upload the template in

Studentinformation > Management > District Administration > Report

Template Administration.
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https://ssst.mcoecn.org/HCCA3/SI/Default.aspx
https://ssst.mcoecn.org/HCCA3/SI/Management/Default.aspx
https://ssst.mcoecn.org/HCCA3/SI/SIS/Maintenance/District/Default.aspx
https://ssst.mcoecn.org/HCCA3/SI/Discipline/CoreReports
https://ssst.mcoecn.org/HCCA3/SI/Discipline/CoreReports

10.0n the Report Template Administration screen, click New Template.

Report Template Administration
Template Name « Description Report Type = Report Name System Defined

11.0n the Upload Template window, in the Select Report drop-down list,
select the type of Letter with which you want to associate the template.
The Available Bookmarks in Report section displays the bookmarks for
the letter that you selected to customize your template.
In the Template Description, enter the description that you want to
display in the Studentinformation to identify this template.
Click Choose File, navigate to and select the file you want to use as a

template.
Click Upload.
Upload Template x
Incident Letter v

Available Bookmarks In Report:

Digciplinelncident!d

Schoolld

SchoolMame

SchoolName2

SchoolAddress

Principal

SchoolYearld

SchoolYear -

¥ ® ¥ ¥ 8 ¥ 8 ®

Choaose File | Mo file chosen

|l Cancel |

The uploaded template displays in the list.

Report Template Administration New Template €
Template Name Description Report Type ¥ Report Name System Defined
[ Actions | Discipline Letter. docx abc Discipline Incident Letter
[Actions |  DISTRICT OSS.docx DISTRICT OS5 Discipline Incident Letter
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12.To download the report templates, still on the Report Template

Administration screen, in the row of the template you want to download,

click Actions and select Download. Save the file.

oo

Report Template Administration

Template Name Description Report Type * | Report Name
| Actions | | Discipline Letter.docx abc Discipline Incident Letter
| & Download i.docx DISTRICT 055 Discipline Incident Letter
| T Delete i
|-#emons 1 owowrpusrucess Checksh...  GCSD Due Process Checklist Discipline Incident Letter

System Defined

13.To print a Discipline Letter, go to

Studentinformation > SIS > Discipline > Discipline Incidents.

14.For the incident in which you want to print a letter, click Actions and
select View/Edit. On the Offenders tab, under the picture, click Print

Letter.
Offenders (1)~ Victims (0)  Witnesses (0)  Office Notes
Student v ‘© Add Offender
BARKER, DEBRA Grade Level: 12 Age: 17 Gender: F W
NO © Policies / Infractions
PHOTO Select policy. v \Weapons oy
AVAILABLE
Minor-Truancy v p
© Disciplinary Actions
A Schedule
X After School Detention v Demerits 3]
25 Attendance
& Contacts 1/9/2020 M - 11012020 i} #of Days 2
= Print Letter
T35 Show History Alt Education Assigned  *- Mot Applicable v P
w History #
A Pastincidents s ifieg Expulsion  * - Not Applicable v Recsived Services Served
S
P5-3 Discipline Reason = * - Not Applicable v

15. Select the desired letter from the list and click Run Report.

MY Run Report
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https://ssst.mcoecn.org/HCCA3/SI/Discipline/CoreReports
https://ssst.mcoecn.org/HCCA3/SI/Discipline/CoreReports
https://ssst.mcoecn.org/HCCA3/SI/Default.aspx
https://ssst.mcoecn.org/HCCA3/SI/SIS/Default.aspx
https://ssst.mcoecn.org/HCCA3/SI/SIS/Discipline/Default.aspx
https://ssst.mcoecn.org/HCCA3/SI/Discipline/WorkQueue

Available Bookmarks for Discipline Letters:

« Disciplinelncidentld

e Schoolld

e SchoolName

e SchoolName2

e SchoolAddress

e Principal

e SchoolYearld

e SchoolYear

o DisciplineOffenderid

e SchoolPhoneFormatted
e SchoolPhone

e IncidentNumber

e IncidentName

e IncidentDate

e IncidentDescription

e IncidentTimeFrameType
e IncidentStatus

e IncidentPlaceType

e IncidentLocation

e IncidentAgainstPropertylnd
o OfficeNotes

e IncidentBuildingIRN

o Referrer

o ReferrerType

e IncidentCategoryl

e IncidentCategory2

« IncidentDateModified

e IncidentModifiedBy

e IncidentModifiedByUserld
e Studentld

e StudentName

e StudentNumber

e StudentLastName

e StudentFirstName

e StudentMailingAddress
e ProgramCode

« HomeSchool

o OffenderType

o OffenderAge

e AltEducationind

e GradeLevelAtTimeOflncident
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InjurySustainedind
InjurySeverityType
LLENotifiedInd
LLEContactedName
AdjudicationType

ArrestType
WeaponDetectedind
WeaponDetectedMethod
WeaponDetectedComment
WeaponType
OffenderDateModified
OffenderModifiedBy
OffenderModifiedByUserld
RepeatForEach_Infraction
DisciplineOffenderInfractionid
PolicyType

PolicyDescription
InfractionType
InfractionDescription
InfractionComment
WeaponCount
InfractionDateModified
InfractionModifiedBy
InfractionModifiedByUserld
InfractionCount
RepeatForEach_Action
DisciplineOffenderDisciplinaryActionid
DisciplinaryActionType
DisciplinaryActionDescription
DisciplinaryActionComment
StartDate

EndDate
DisciplinaryActionDuration
Demerits

HasServedind
ModifiedExpulsionind
ReceivedServicesind
ActionDateModified
ActionModifiedBy
ActionModifiedByUserld
ActionCount
RepeatForEach_Parentinvolvement
DisciplineOffenderParentinvolvementld
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Sl copyright

ParentinvolvementType
ParentinvolvementParentFirstName
ParentinvolvementParentLastName
ParentinvolvementDate
ParentinvolvementComment
ParentinvolvementDateModified
ParentinvolvementModifiedBy
ParentinvolvementModifiedByUserld
ParentinvolvementCount
ContactFirstName
ContactLastName
ContactFullName
ContactFullAddressFormatted
ContactAddress

ContactAddress?2

ContactCity

ContactState

ContactZip
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