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Click:  QUERY  

 

Type in the following query: LIST STU CU LN FN PG AD CY ST ZC ID TL VPC 

Click:  RUN 
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After your data appears close the query output box. 

 

Click:  LETTER EDITOR 

 

Click:  GET 
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Choose:  Parent Portal 

The parent portal letter should appear in the text box.  (See example below) 

Click:  Print   

 

Set your print options. 

Click:  OK  

Process may take a few minutes.  Two letters will be 

generated for each student at your school, one in English 

and one in Spanish. 

 

 

 

Example of letters generated. 
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