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ATT.580a – Print Absence Letters/Labels  (And summary list) 
 
CIMS is excellent to use to send letters/email to parents to make them aware of absence 
milestones, ie: 

• Student misses same course more than 5 times 
• Student misses same course more than 9 times  (different letter) 

 
The goal will be to send a letter at each milestone and not between, ie: if a student misses 
MATH12 5 times - send a AB5 letter. At 6, 7,  or 8 absences do not send - but when 9 absences 
are hit - autoproduce and send the AB9 letter. 
 
ATT.580a will produce a letter that includes: 

• Absence details by calendar date and periods missed (optional) 
• Absence summary by course 
• ATT Tag containing history of all letter(s) sent home (optional) 
• Letter contents as defined in ATT.280 letter formats 

 
At the time that you send /generate the letters it is important to create/update the ATT tag. This is 
what holds all information regarding when and what letter was sent for what course. When letters 
are run requesting 'Skip if letter already sent' - it looks to the ATT tag to assess whether a letter 
has been sent. 
 
 

Letter contents: 
 
Letter format (ATT.280) 
Absence Summary 
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Letters can be run daily or at the end of every week (depending on school goals, policy).  
 

Handling Student hitting absence milestone for multiple Courses - same Day 
The one SPECIAL HINT is that each time a letter run is completed - it can only run for a course. 
If it say the end of the week and Student A has been away for the past 6 days - he has missed all 
4 courses 6 times. When the letter batch is run - an ATT tag will get produced only for the first 
course. You will want to run the letter option 4 times and just disregard the additional letters. By 
doing this - you will get rid of the need for multiple letters all saying the same thing AND more 
importantly the ATT Tag will get updated appropriately. 
 

Filling in the Attendance Letter Prompts 

• If you are experimenting DO Not request to update ATT tag **  Tag Att OFF! 
 
• If you print different letters at say over 5 then over 10 make sure that 'Skip if 

course received letter' is 'Y'  AND that you fill the AND  < 10 in so that kids 
away for 10 absences do NOT receive an AT5 letter. 

 
• When you print say the AT5 letter, you can request the format twice - once for 

over 18 (Print TO THE PARENT .. Text) = "N"   … then do it again for those 
under 18. 

 
\\Blackdell\cims\Student\attendancelettersatt580a.doc         Last printed 15/12/2008 11:05 AM            - 3 - 



Producing Letters - Considerations 
• Order of running letters is important. Each week when you run letters - run them in order of 

worst to best. Do the 9AB letters then the 5AB letters for example.  
 
• As indicated previously, run the same option once - and produce letters/labels/emails. Once 

that is successful - run that same format an additional x times (x being the normal number of 
courses a student takes). All of the additional runs can be deleted. The goal here is to update 
that student for all courses hitting the milestone and send only one letter.  

 
• For each run if you are concerned with the over 18 issues (Manitoba only - adult kids not 

wanting letters to be addressed to the parent/guardian) - then you will run letters twice - first 
for the 18+ tag and then for everyone but the 18+ tag changing the prompt as to addressing 
the letter. 

 
 

Pre-Define your Letter Formats to make running them each week easy 
Predefining formats is critical so that you don't have to manually each day for each letter type 
fill-in appropriate blanks.  Plus mistakes can easily be made and once 100's of letters appear and 
tags get updated - it is hard to resolve. 
 
Use ATT.281 to define a format for each of your milestones and for each group of milestones 
(only applicable if in Manitoba using over 18 tag). 
 
ATT.281 brings up the Attendance Letter Prompts and let's you save your input. Then each week 
when you need to run your sets of letters: 
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Hints - creating standard letter formats ATT.280 
When CIMS produces the attendance letter it automatically prints: 
• Header information for student/parent name, address (good for window envelope) 
• phone, homeroom information in case you are handing to teachers to deal with 
• Contents of letter 
• Absence details 
 
Make your letter generic. You cannot slide in the kids name or have merge like fields. Also make 
your letter as brief as possible to ensure that the letter does not exceed single page if possible. 
 

Hints - Test your Letter Formats before using 
If you want to test a letter format: 
a) create the letter 
b) Use ATT.580a and ask to run for just student# and input a student# 
c) Make sure to leave update attendance tag blank !!!! 
 

Hint – Sending Letter to 3rd Guardian 
When CIMS is auto-generating letters you can at the same time produce an additional copy 
addressed to Guardian 3. IN order to be included in the mailing two things have to be in place: 
 

• On STU.301 in the family screen – you must indicate to include 3rd Guardian 
 
 
 
 
 
 
 
 

Guardian 3: (LF)    BELL                   DONNA           Rel: STEP-MOM       
Addr:      - 123    RODEO DRIVE           City: CALGARY                        
Phn1: C 250 123-1234 Phn2: P 250 234-2345 Prov: AB        Postal Code:         
Employer                                  St:    Zip:            Custody: 3RD  
Email dbell@taketwoinc.com                               RepCard/Att MAIL? Y   

 
• When requesting to print letters make sure to answer prompt: 

 
    Print Parent Letters - Format      5AB 
    3rdGuardian Copy? Y      EMAIL Ltrs? N   *** The email option is independent  
 

Hint – Sending Email and letter attachment rather than printing 
If when printing the letters you select to “EMAIL Ltrs?” ‘Y” – then the system will be smart 
enough to generate letters for those parents who do not have an email address on CIMS and auto-
send the letter via email for those parents that do have email addresses. Your list will still be 
produced indicating all the letters that got done, but now it will also indicate which were emailed 
versus having a physical copy printed on your printer. 
 
For each student as CIMS produces the letter it looks to the demographics for an email address. 
If it finds an email address for guardian1 – that letter will email immediately to that address 
rather than to produce a copy for you to print.
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ATT.520 Analyze Student attendance/presence by Course or Teacher 
Excellent report to analyze absences by course, type of course (English only say), 
or by Teacher. This is a totally accurate representation of attendance ratios because 
it considers each day enrollment and does not calculate per day figures.  
• detail/Summary - means show section details or just a single line per 

teacher/course 
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ATT.522: Letter Tag/List report 
Use this report to list summary/detail based on the ATT tag: 
• eg: look for all students who got OVER5 letter this month in detail 
• Run an annual summary list of how many letters of each type were distributed this year   ** 

VERY COOL * 

 
 

ATT.904 – Attendance Check critical to success 
In order for letters to be effective the school must feel confident that attendance is being taken 
religiously by the teachers. Whether you are scanning bubble sheets or using Teacher Connect to 
input attendance – ATT.904 should become a daily practice at schools to ensure attendance is 
being completed. This report can be run every day – and followups should occur.  If you are 
using TeacherConnect negligent attendance can automatically be messaged. 
 
For some school staff meetings we have run ATT.904 for a date range (include complete *YES 
and *NO) and run a downsms to provide a nice summary of how each teacher has done for that 
date range in completing attendance.  
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