37113 Letters - User Guide

Letters - User Guide
Full guide to managing letters for students.

Overview

This facility provides a simple, fast way for teachers, deans, senior admin or auxiliary staff to

create a letter for Students or Caregivers, with the ability to merge in data from the database.

e Some examples of possible letters are:
e Letter home concerning details for a class trip.
e Positive aspects like a Distinction Award for Australian English Competition.

e Negative concerns like no books for SSR or uniform for Physical Education.

Letters can by either be printed & then posted, or send via email. A complete history of all
letters sent to a student is retained for the duration.

To access the Letters module, login to KAMAR. From the Main Menu, click the Students button,
then the Letters button.

When you first enter the Letters module, you will find a series of buttons.

e Manage - used to create new/access existing letters/decide access.

e Compose - used to write the letter.

e Print - used to associate the students with a letter & to print it.

e History - used to see what letter have been associated with a student.
e New Letter - used to create New Letters.

e Duplicate Letters — used to Duplicate an existing Letter.

e Delete Letter — used to Delete an existing Letter.

Mansge

_ NewLetter | Duplicate Letter

Acceptance Letter
Owner CP  C Goldsbury | Disable Duplicate : []]
Letterhead [None | Disable Edit Template : []]
Make Available to :[B] Al
18 students F
<[ate>
<Parents= Individual
<Postal Address> Siaff :

Dear <Salutation=

Fe : <First Name=> <Last Name> <Class>

We are writing to let you know about an exciting opportunity
available to your =son= ...
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The Manage screen is where you manage your letters.
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o -Create New Letters.
e -Delete Letters.
e -Duplicate a Letter.
e -Adjust permission of a Letter.
e -Select whether to include the inbuilt letterhead, use printed letterhead stationery or have -

none at all.
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List of previous Letters
Current Letter Title

Available to Whom [T 57

Dear <Parantg>

R - <First Name> <Lasi Name> <Class>

W & writing 1o et you now sbout an excting opportunity
avaliable 10 your <son> ..

Yours fithiully,

<Teachar>

The Compose screen is where you compose the letter.

Page One Page Two Page Three Page Four Trailing Signatures Envelope

~<Daie>

<Parents>

<Postal Address>

Dear <Salutation>

Re : <First Name> <Last Name>  <Class>

We are writing o let you know about an exciting opportunity available o yaur <son> .

Yours faithfully,

<Teacher>

The Print screen is where you link the letter to the student and print it.
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And finally the History button is where you see what different letters are associated with a

selected student.

Managing Your Letters
The Manage button is where you manage your letters.

e Creating new letters, duplicating letters or deleting them.

e Assigning access rights to your letters, making them available to other uses or in other
modules i.e. Pastoral.

e Accessing other Letters made available for you to use.

To Create a Letter

A New Letter button exists at the top of the screen, if clicked it will create a new Letter for

you.

A dialog will appear immediately after clicking the button, in which you type the name of your
letter. The box Create Template is ticked by default — this prepopulates the letter with a set of

standard text.

www.kamar.co.nz/Letters 3/31


http://images2.kamar.co.nz/103403/9793/Untitled.jpg

3/7/13 Letters - User Guide
Create Letter

Specify a title for the new letter...

Letter Title Year 13 Camp

M Create Template

Cancel " Create )

Once you have entered the title, click Create and the letter will be created. Its name will be in
the list of allowed letters under Mine i.e.
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It will be selected, ready for you to proceed to the next stage - Composing.

Note: the title of the letter is highlighted (as shown), so if you begin typing immediately you
will adjust the Letter's title.

Ownership

When you create a letter, you are automatically assigned ownership of that letter - as
displayed on the screen.

You can allow others to access any letter you create, in doing so you also assign rights to
duplicate or not, or edit or not.
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If you would like to make this letter available to other users of KAMAR, you can adjust the
access in the following manner:

To give access to an individual user, enter their user code into one of the spaces labelled
Individual Staff.
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....................

Individual : SRG :

Staff: | |INS

To make your letter available to all users, place an [X] in the Make Available to All checkbox.
i.e.

Make Available to : [B] Al
You can also make letters available to users based upon their classification within KAMAR.
To make a letter available to all Deans, then ensure that Dean is selected in the Make

Available bar
i.e.

When Letters are made available to other users, you can prevent users who have access
from:

e Duplicating your letter (via the Duplicate Letter button).

e Editing the Letter.

Both of these are controlled by adjusting these two options.

Disable Duplicate : IE
Disable Edit Template :

By default, the Disable Edit Template is on, which prevents other users who have access to
your shared letter from editing it.

Making Letters available in the Pastoral module.

Letters can be made available in the various different Pastoral categories, by [X]ing on access
in the Make available in Pastoral setting.

For example: Selecting the second option has made this letter available in the Discipline aspect
of Pastoral.

Make available
in Pastoral

[ ] Attendance
4 Discipline
[ ] Guidance
] Uniform

[] Other
[] Classroom
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Accessing Letters / Filtering the List of Letters

To access a letter created earlier, click on its name in the list of available letters. The selected
(or active) letter will be highlighted in pink i.e.

A series of buttons above the list letters can be used to filter the available letters. By default

all users will have the Mine and Common letters available.

Mine

Mr S Wise
Common

Failure to complete Chemistry Assessments

Mot aftending Soccer Practice

WIS
WIS

The Common button will filter the list of letters listing those classified as available to all users.

The Mine button lists letters created by you. The other three buttons (which are currently

blank) are populated by any Classifications assigned to you as a user in the Teachers Setup.

For example - if you are classified as a Dean, Head of Department & Teacher, then these three

labels will populate the buttons, allowing you to access letters assigned for each of the groups

respectively. i.e.

Classification -
O Managemsant Mine Common Head of Department
[ Dean
O MumcLaadar B Dean Teacher

Lewvel Co-ordinator

L2k Ko na / Failure to complete Chemistry Assessments WIS
Dl Toscher i Charce Mot aftending Soccer Practice WIS
E$22$ (Senior Campus) Soccer trip to Rotorua WIS
[ Teacher (Junicr Campus) Test WIS
O Teacher Support Lsa of Cellphone in Class WIS

When you click on a button, it is highlighted in yellow and will display the letters available for

that button.

i.e. Under Common we have displayed letters made available to all users.




Sorting of Letters in the list

Letters are sorted in the list in alphabetical order.

Using a Letterhead on a Letter

When creating a letter, there are three options when it comes to the Letterhead:
e None.

¢ Using the built-in letterhead (use the letterhead configured within KAMAR Setup).
e Using pre-printed letterhead (leaves a 2.5 cm gap at the top).

Select an option from the available pull-down menu. The default setting is None.

i.e. Sample letter using the built-in letterhead (graphic format).



Number of Students associated with a Letter.

When accessing a letter, KAMAR will display on screen the humber of students (if any) that are
already associated with that letteri.e.

To Duplicate a Letter

A Duplicate Letter button exists next to the New Letter button. This allows you to duplicate a
letter you have made (or one owned by another user who has allowed duplication).

When you click this button an onscreen dialog is displayed allowing you to:

e Decide which year to duplicate the letter into (Current or Future Years)
e Re-title the letter

When duplicating a letter into another year, none of the attached students will be carried
through. At the start of the year, you can go back to last year & duplicate letters into this year.

Note:

o Letters are not automatically duplicated from one timetable year to the next.

e This will need to be done manually one at a time, for any letter you wish to use again in a
subsequent year.

To Delete a Letter

Located on the right of the button bar is the Delete Letter button.



If clicked this will permanently remove a letter. (There is no way to undo if you click delete in
the dialog, so make sure you have selected the right letter!)

When deleting a letter, it also removes any reference to the letter from the history of student.

Changing the Ownership of a Letter

It is possible to change the Owner of a letter by clicking on the ownership bar.

The following dialog will be displayed on screen, allowing you to enter the code of the user you
wish to transfer ownership to.

Warning : If you give away your ownership you also lose access to change the letter.

Composing the Letter

The Compose tab is where you compose your letter.

The screen layout is divided into three key areas (as shown below).
e Left - here is a list a pre-populated common database fields to be used in the letter.
¢ Middle - this is the area in which you type to compose the letter. It is WYSIWYG (what you
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see is what you get) in regards to fonts, sizes & styles applied to the text.
e Right - list of user defined fields to insert into the mail merge letter from the KAMAR database
& six free form fields into which you can place unique data per student.

To insert a database merge field

Click in the letter and navigate to where you want to insert the field, then click on the required
field.

For example: To insert the caregivers' Salutation, place the cursor/insertion point after the
word Dear like shown and click the field labelled <Salutation>.

This inserts the field into the body of the text. You can carry on typing now; you do not need to
type in the mail-merge tags.

Inserting User Defined mail-merge fields



A number of merge fields exist on the right-hand side for you to insert data your wish to have
appeared in the letter.

The first six in the list labeled <Field 1>, <Field 2>, <Field 3> etc. are used when you wish to
add in some unique text for the students not contained in the database. These are inserted by
clicking on the required field number. i.e.

This action inserts the merge field into the letter.

You can populate these fields with custom data once the students are linked to the letter (in
the Student tab).

The other merge fields 1 - 20 are to allow you to mail merge in data from the KAMAR.

For example: If you wished to have a students Iwi appear in the letter. Place the cursor where
you wish in insert the Iwi data i.e.



Then click on a blank merge field (in this case I have selected merge field 10).

In the dialog that appears on screen, select the category Iwi and click Select.

Then in the next dialog, select which Iwi data field to merge in.

This action associates the data field Iwi 1 Name with merge field 1.

This process could be repeated, until merge fields 10, 11 & 12 represents Iwi Names 1,2 & 3
and these are in the letter.

You can reassign a merge field to other data field, by holding the Shift key down and choosing
a different field.



Sample Letter : with data merged into the letter.

Formatting for the text within the Letter

The text of the letter can be formatted using:
e Any Font (as installed on your computer).

e Any Style (Bold, Italic, underline etc).

e Any Sizes (8.9, 10, 12 point etc).

As with any text formatting process, one needs to highlight the text (if it is already entered on
the page) or select the required formatting then type in the text.

To select a Font:

Use the Font Menu to select/apply the required font needed in your letter. Any font installed on

your computer is available to use i.e.

To select a Style:

Use the Style Menu to select / apply the required style needed in your letter.

A full list of styles is available to use. i.e.



To select a Size:

Use the Size Menu to select / apply the required size of font needed in your letter. i.e.

To select a Line Spacing:

Use the Line Spacing Menu to select / apply the required line spacing needed within your letter
i.e.

To Align the Text:

Use the Align Text Menu to align the text as required.



You can also use the Text Colour menu, to select / apply colours to the text if required.

Spell Check

The test is spell-checked as it is entered. If KAMAR finds any words that are not recognised in
the dictionary, these will be underlined with red dots to indicate a possible misspelt word i.e.

To look up possible correct spelling, right click on the word concerned.

A popup menu will appear on screen displaying possible correct spellings i.e.

Selecting the word in the dialog will replace it in the text of the letter.

Format for the Date

The formatting of the date is controlled by a pull down menu (located at the top right of the
letter - above the merge fields).

Click on the menu to see the other possible date formats available for you to select from.



The date formatted selected applies to all date fields used on that letter.

Formatting on the Ruler

By right clicking on the ruler, the measurements units can be changed between the three
available scales (Pixels, Inches or Centimeters).

Left and Right Margins

Dragging the margin indicators on the ruler to the required values can control the Left & Right
margins for the text in the letter.

Age Calculation Fields
On number of fields within KAMAR can calculate values based upon a certain date.

i.e. Age of a Student (Specify Date).

The date to use when calculating the value (for this letter) is specified in the date field located
below the column of 1 - 20 merge fields on the right.



Trailing Signatures

If you head to the Trailing Signatures section, then three Graphic boxes and three small Text
boxes appear.

Into these you can insert a graphici.e. Principals Signature, and then some text to appear
below this signature.

To insert the graphic, you can paste from a screenshot or picture from a Word document or
similar, just paste into the box.

Restrictions with the Letters Module

Some restrictions do apply within this module, these are:

e There is a limit of up to 20 unique fields form the database that can be inserted in one letter,
Fields however can be used more that once in the same letter.

e Aletter can only consist of up to 4 pages of A4.

Linking the Students

Click on the Print button to add students to the letter and/or send a letter.



To add Students to a Letter

To add students to a letter two methods exist, either as individuals or by selecting a group.

Individual Students

Bring up a list of students, either by the Student Search Filter or More students link. Clicking a
student in the list will add them to the letter.

Adding Multiple Students

Click on the Find & Add button to bring up the standard student search screen.

Use the search screen to find the group of students you wish to add to this letter:
e Sports Groups.

e Options Subjects.

e Year Levels etc.



When adding a group of students, a dialog such as the one shown below will be displayed on
screen indicating that adding a group to a letter may take a few minutes.

Once added, the students are listed on screen.

The merge fields (Field1 to Field6) can be populated with data manually simply by typing in the

required fields.

Removing a student from the list
To remove a single student from this list, click on the green D, next to his/her name.

To remove all students from a list in one go, use the Clear Students button at the top of the

screen.
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Printing the Letters

Once you have associated a group of students with a letter, then one can Send the letter.
KAMAR can print the letter to be physically sent or emailed.

A series of buttons located at the top of the screen allow you to:

¢ Print the Letters, Labels or Envelopes.

e E-mail the letter.
e Export the list of Students.

To Print a Letter

Click the Print Letters button to print the letter.

Select a sort order for the letter to be printed in.

You will then be presented with a preview of the letter initially to allow you to check the letter.

You can print, or save to PDF from here.



After the print job has been sent to the printer, KAMAR will check to see if you want to flag all
the students in the letter as Printed.

If you click OK, then the status of the Letter for every student in the list is set to p (for
printed).

If you wish to print out envelopes or labels, then don't set the status to be printed yet. Do this
after printing the labels or envelopes.

Print Envelopes

Your envelope can be configured under the Compose tab, under Envelope, in the same way as
a Letter.



Click the button Print Envelopes. You will first need to select a sort order for the print job.

In the on screen dialog, select the envelope size and other settings and click OK.

A preview of the envelope will be displayed on screen along with the print control window.

Click Print to print the envelopes.

After printing, a dialog will appear asking if you would like to set the status for all the students
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in this letter to set as printed.

Print Labels

To print a set of labels to use for a letter, click the Print Labels button. Again, select a sort
order.

KAMAR will next display the print labels interface.

If needed adjust the selected fields to use on the labels (this is not necessary on most cases
as those preloaded will find the students caregivers postal address).

Emailing Letters

To e-mail a letter, click on the button E-mail Letters.

A dlalog will be then be displayed on screen allowing you to adjust / select various options
including :

e Setting the senders Name & email address.

e CC that person a copy of the email first.

e Setting the Emails subject (default equals the Letters title.

e Who to send the email to Students, Caregivers (Primary and/or Secondary).

When ready click the Send button.

If you have ticked send me test e-mail first, the following dialog will be displayed, allowing you
a final check before committing KAMAR to send the letter via e-mail.
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Printing Status of Letters

A button is located to the left of the students name, if it contains a small p it means the status
of this letter for that student has been set to Printed.

If you need to re-print a letter or letters, labels or envelopes you will need to toggle the
printing status for the student.

This can be done individually by clicking on the button itself or for all the students by clicking on

the Toggle text.

The following dialog will be displayed if you click Toggle, choose the option required.

Students need to have a clear status for their letter to be:

e Printed.
e E-mailed.
e Generate a label or envelope.
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Copy, Paste & Clear Buttons

These buttons carry out the following actions if clicked:

e Copy - copies the list of students on this letter to the clipboard.

e Paste - pastes a list of students that are currently on the internal KAMAR clipboard.
e Clear - removes all the students listed for a letter. Cannot be undone.

Letters History

The letters module includes a History button.

This will record any letter printed / e-mailed out for a student via the Letters Module.

Also recorded in the history is
e Any data that would have been used when the letter was printed.
e Current printing status for a Letter (either clear or p).

The Letterhead

When you create a letter, the letterhead option allows you to choose between None, Built In
& Pre- Printed. i.e.



Configuring the Letterhead

When composing a letter, that is using the Built In or Pre-Printed letter, the Compose page
reflects your selection.

When using school letterhead paper a gap will be displayed on screen. i.e.

When using the built in letterhead, this is displayed on screen.

Types of Letterheads

There is a both a simple text & a graphic letterhead that can be created.

Both options are configured from Main Menu § Setup § KAMAR § School.



Creating the Built-In Letterhead

To create a Text Letterhead:
e Click on the Text tab and enter the text required to appear on the letterhead.
e Format as required (Font, Style, Size, Line Spacing).

When using the Letterhead Text, the first part of the letterhead is the school crest i.e.

In the case of the Graphic Letterhead:

e Create the letterhead in an application (of your choice).

e Copy it to your clipboard.

¢ Click in the field & paste in the graphicin to the space provided.
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Both boxes indicate the space allocated for the letterhead.

i.e. Letter using built-in graphic letterhead.

Restrictions :

e If your have created both a text & graphic letterhead, then KAMAR will default to using the
contents of the graphics field.

e KAMAR's built in letterhead is restricted to appearing at the top of the letter - cannot appear
on the sides (left or right).

If your schools letterhead involves information (text/graphics) running down the left or right
margin, then you will need to use Pre-Printed letterhead and adjust the margins (left or right)
to accommodate the letterhead.

Pastoral Letters

The Pastoral module links directly to the Letters module for pastoral letters.

To make Letter available for Pastoral Module - on the Manage tab, when you create letter you
have an field in which one can indicated the pastoral categories the letter will be made
available to:
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Some or all of the categories can be made available.

After which when you are adding a Pastoral item a letter can then be printed by clicking on the
Letter field. i.e.

The dialog will then be displayed on screen, listing the letters which have been made available
to pastoral.

Select the required Letter and click Print.
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The pastoral incident now indicates the Letter associated with it.

It is also recorded in the letters history for that student.

Special Pastoral Fields — Used in Letters

A number of merge fields are located on the Compose tab for one to use that relate specifically
to pastoral incidents that can be used in Letters.






