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- Embedded Letters - 

 
*  School Pathways SIS continues to grow! As we add to the product the manual will 

change and the changes will be posted on the Internet. This manual can be found on 

our web site, www.schoolpathways.com under the PRODUCTS link. 

 
 
To use School Pathways SIS most efficiently, it’s best to set your browser to 
Firefox instead of Internet Explorer. To download Firefox go to 

www.getfirefox.com. It’s a very quick and simple download and it won’t affect 
your current browser use. For help setting this up, give us a call @ 866.200.6936. 
 

 
Embedded Files are specific to each individual student.  They can be 
found at the bottom of the following pages:  Student Dashboard; 
Student Enrollment History; Staff Association History; Transcript; 

Student Enrollment Info; Test Score Center (View History); Learning 
Centers View Registrations; Attendance History; Discipline; 

Medical/Immunizations/Emergency Card; Accommodations; Cum 
File. 

 

 
ADDING EMBEDDED LETTERS:  

 
1)  Go to a student's page that you need to embed a letter in to. 
 
2)  Click on the green arrow next to "Create New Letter": 
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3)  Enter in the name of the letter under "Name of this embedded letter".  
Enter in the information needed in "Body of Letter" (you can use the Date 
Fields, Student Fields, and Assigned Staff Fields to the right of the Body to 

insert pre-filled information):  
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4)  Click on the "Preview" button in the lower right-hand corner of the page 
to preview your letter: 

 

 
Click on "Close this window/Return to Editing" to exit out of the preview 

page. 
 

 
5)  Once you are finished with your letter, click on "Save" to embed your 
letter into the chosen page: 
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6)  When you go back to the page with the embedded letter, you will see it 
listed under "Embedded Letters" in the lower right-hand corner of the screen.  
Click on "Print": 

 
This will bring up an Adobe containing the information of your letter and the 
school's logo: 
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MANAGING EMBEDDED LETTERS: 
 
1)  Go to the page with the embedded letter.  Click on the green arrow next 
to the letter you need to edit, and make any changes needed: 
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OR 

 
2)  To see a list of ALL embedded letters within the school so you may 

choose which one you want to edit, click on "Manage": 
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Click on the green arrow next to the letter you wish to edit.  Make changes 

as needed. 

 

 
DELETING EMBEDDED LETTERS:   

 
1)  Click on the "Manage" button for embedded letters: 
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2)  Choose the box to the left of the letter you wish to delete: 

 
 
3)  Type CONFIRM into the box at the bottom of the page, then click on 
"Delete": 
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4)  The letter has been deleted: 

 


