Middle/High Version of Attendance

Teachers will be taking attendance at the beginning of each period. Attendance clerks will have to deal with:

students that are tardy
students that leave early
entering excuses.

BASIC AND EASY ATTENDANCE:

From the Index, click Attendance, Daily
Attendance.

For a Particular DATE you will see the list of
students who are not present.

You can modify the attendance codes from
this one page.

You can select other dates and make

modifications from this location as students
bring in excuses, etc.

Students That Leave Early

you may also need to take attendance for a class that has a substitute.
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1. From Index, click on Student Information
2. Click on General
3. Search for the student
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Index | Search | Help -
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Search Results: 12
05 SMITH, ALEXAMDRIA #35253 (05
02 SMITH, BRIAMMA #43745 [03M10
01 SMITH, BRYSOM 249372 (09094
02 SMITH, CARLYSLE #45385 0942
01 SMITH, CAYDEM #46557 [0302572
02 SMITH, ETHAM #43725 [12526M9
5 SMITH, HEATHER #370EE [04.09
02 SMITH, MADELYM #4E279 [05M0
02 SMITH, MATHAMNIEL #0241 [0772
02 SMITH, SAMUEL #502356 (07214
13 SMITH, SHIAMME #5200 [07 5000
01 SMITH, ¥ahh 250243 [III4J“I1J‘2EIEI[|

4. Click on the Attendance Tab for that student
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5. Since teachers are taking attendance each period, you will be adjusting the period when the student

walks in.
o If the student walks in before the halfway mark for that period, you will be changing the absences
for that period to a tardy.

e If the student walks in after the halfway mark for that period, then you will change the unknown
absence to excused or unexcused absence and make a note in the comments field that the student
came in after the midway point for that period.

e Any periods prior to the period that the student walked in the door will remain as absent.

6. If the teacher has already marked the student as absent, you will see an entry with today’s date.
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| Assessment ¥ Behawvior “Transportation Fees = Lockers ' Athletics | E AdHoc Repurl‘s

|Summary | "Enrollments | ;’:'.-"Schedule ':I:l:'ﬁtbendance Progran'ls [1. Grades | Transcrlpt credit Summary

[ ] Mesw =hPeriod Detail ) Daily Detail
Unknown Bxcused _-
Term 1 08/02/2006 - 10/05/2006 Date Period
Period 12 3 4 5 6 7|8 T 12 3 4 5 6 T 8
Absent 10000000/ 08/03/2006 Thu o
Early Releaze oo oo 00000
Tardy 00000 0|00 0

7. Click on the date to open it.
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Attendance Information
Date: 030242006

-

TE: Tardy Excuszed W | Absent v

AE Absent Excuzed

AEX: Abzent Exempt

ALM: Abzent Unexcuzed

COE Checkout Excused

COUN: Checkout Unexcused

FT: Fieldd Trip Exempit

HH: Hospital Homekbound Exempt
IS5 In School Suspension Exempt
MED: Medical Excused Abzence | |

033 Out of School Suspension Excused heduled or course doesn't take stendance.
TE: Tardy Excused
TEX: Tardy Exempt
TU: Tardy Unexcused

LR - R R R

8. Click Save
9. If the teacher has NOT marked the student absent yet, click New.
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| Assessment £ Behavior | " Transportation Fees | = Lockers ' Athletics E AdHoc Reports

I|I-”-.:'Sun1n1a|-y T Enrollments | 2 ':I:i:'ntbendance Programs H Grades 'I-Transcript  Cradit Sumniary
] Metwy =5 Period Detail =3 Daily Detail

Unknown Excused _-
Term 1 08/02/2006 - 10/05/2006 Date Period
Period 123 4 5 6 T 8|T 4 5 [ T 8
Abzent 000000000
Early Release 000000000
Tardy o000 00000

10. Today’s date will be listed. Click on the drop down arrow beside your homeroom period and choose the
appropriate code.
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.|'-.-._'.'Sun1n1ary Enrollments "-gg;"Schedule

AE: Abzent Excused

LEX: Abhsent Exempt

ALK Ah=sent Unexcused

COE: Checkout Excused

COUM: Checkout Unexcused

FT: Field Trip Exemgt

HH: Hogpital Homebound Exempt
=30 In School Suspension Exempt
MED: Medical Excused Absence
Q025 Out of School Suspension Excused
TE: Tardy Excused

TEX: Tardy Exempt

TU: Tardy Unexcused

B | S| AR | G| P

| Assessment £ Behavior | ¥ Transportation Fees | = Lockers ' Athleticd

'ﬁ'nttendance Programs L Grad

Status Excuse Comments

neduled ar course doesn't take attendar

11. Click Save

Students That Leave Early
1. From Index, click on Student Information
2. Click on General

Index | Search | Help -

@ Jeanie Poncder

|ﬂ] Studernt Information
(] General
g Heatth

Special Ed
Grad Planner

Reports

Index | Search | Help -

3. Search for the student Search for a

| Studert A |

smith lG_oI

Advanced Search ==

Search Results: 12
05 SMITH, ALEX&MNDRLA #55255 (05
02 SMITH, BRIAMMA #435745 [0340
01 SMITH, BRYSOM #49372 (0910941
03 SMITH, CARLYALE #43555 [09/12
01 SMITH, CAYDEN #46557 [0372502
02 SMITH, ETHAN #43725 [12/2519
05 SMITH, HEATHER #37966 [04109.
02 SMITH, MADELYM #46279 [03010.
03 SMITH, NATHAMIEL #50241 [07/2
03 SMITH, SAMUEL #50236 [07/21 M
13 SMITH, SHIANME #5200 [07 /500
01 SMITH, YAMA #502435 (04715200

4. Click on the Attendance Tab for that student
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03 SMITH, ALEXANDRIA

| Assessment ¥ Behavior ransportation Fees g lockers | Athletics ﬁAdHoc Reports

Search for a:

Advanced Search ==

5. Click New.
6. Today’s date should be listed

Status Excuse Comments

AE: Abzent Excused

LEX: Abhsent Exempt

AN Absent Unexcused

COE: Checkout Excused

COUM: Checkout Unexcused

FT: Field Trip Exemgt

HH: Hogpital Homebound Exempt
=30 In School Suspension Exempt | |

B | S| AR | G| P

MED: Medical Excused Absence
055 Out of School Suspension Excused neduled or course doesn't take attendar
TE: Tardy Excused
TEX: Tardy Exempt
TU: Tardy Unexcused

7. If the student is leaving BEFORE the halfway mark for that period choose either Excused or Unexcused
Absent. If the student is leaving AFTER the halfway mark for that period, choose either Check Out
Excused or Unexcused for that period. Mark the rest of the periods for the day as Excused or
Unexcused Absence.

8. Click Save

Entering Excuses

From Index, click on Student Information

Click on General

Search for the student

Click on the Attendance Tab for that student

Find the absence date you need to Excuse and click on the date to open it.
Using the drop down arrow choose the appropriate Excuse code.

Click Save

NookowhE

If You Need To Take Attendance For A Class Because The Teacher Is Out:
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1. From Index, click on Attendance
2. Click on Classroom Monitor
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3. Make sure the date is correct

Classroom Monitor

This toal monitor s classroom attendance.

Date: |05/25:2008 | 5| | Refresh Print

Teacher Dept| Contact 0 01 02 03 04 05 06 OT 08 0% 10 11 12 13
Arnold, Taylar L B 2000-1 (20/22)
Beviz, Tammy B 5] {;EB 1000-5 {21}
Bonds, Christy D = 5000-1 {--/25)
Birovyn, icole . o 2000-2 (21/22)
Carver, Courtney E B 5000-2 (--/25)
Delaney, Joey L 54 39 50003 (23724)
Darris, Juli-Rae B 2000-3 (19/21)
Drane, bary Ellen i 2% 20001 (24/24)
England, Laurie B | KKO0-6 (21/21)
Friclay, willz B 5] ('{;l%jj KK00-1 {—-i21)
Hardly, Brooke D 54 34 KK00-2 (19/20)
Hemsley, Auburn C | KK00-3 {21/22)
Hutchins, Rachel M | H000-T (23724)
Johnzan, Jill L 5] {;EB 4000-2 (23/24)
4. Find the teacher and click on the appropriate section
5. Mark the students
6. Click Save
7. This is also where you can check to make sure all teachers have taken attendance.
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