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Attendance 

This module allows you to set up your Attendance Calendar, record Daily Attendance, record Period Attendance, and run Attendance reports.  Consistent with all iPASS modules, there is set of maintenance tables that drive the system and they must be setup and defined by the school and/or school district.

Please be aware that all tab and Menu descriptions in the iPASS environment are customizable and may vary from the tab or menu descriptions displayed in this documentation.  Please see your local iPASS super user or contact IMG support for further clarification.
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Enter Daily Attendance

To do Daily Attendance click on <Attendance System><Enter Daily Attendance>.  

	Student Search Selection 

	Student ID:
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Last Name:

[image: image3.wmf]


Room:

[image: image4.wmf]

1203


Grade Level:
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Daily Attendance can be taken many ways:

· Student ID for 1 individual student

· Last Name for 1 individual student

· Homeroom for all students in the same Homeroom

· Grade Level for all students in that grade level 

· Enter the date
The [image: image12.png]


 next to the date indicates that today’s date is not part of the school Calendar.
· Click 

 button to view the students
· Once the list of students is shown change the attendance codes for only those students who are Absent, Tardy or are going to be Dismissed using the [image: image14.wmf]

Present

  box.  
· If you enter a tardy or dismissal you must enter a In Time for Tradies and an Out Time for Dismissals.  Add a comment to the Guardian Notes box and this will be displayed on the Call List Report.
· Once you are finished with the Daily Attendance for the day click on the Is This attendance complete? Box and enter a Yes.
· Click 

 button to submit the attendance
	Attendance for iPASS Testing High School 

	Is this attendance complete?:
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	Student 
	Name 
	Room 
	Grade 
	Attendance Code 
	In 
	Out 
	In 
	Out 
	Guardian Note 
	

	2212 
	Abbott, Jane 
	1203 
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  Period 
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	2178 
	Adams, Jennifer 
	1203 
	11 
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Present

  Period 
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	1206 
	Adams, William 
	1203 
	12 
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Click on Blue Period  link to change the students Period Attendance.
	09/05/2003
Enter Period Attendance
2212 Abbott, Jane

	Course-Sec

Name

Period

Attendance
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Out

Return

Left
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	This will show the students schedule and their period attendance for this day.  Make any changes necessary.
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Enter Period Attendance 

To access Period Attendance click on <Attendance System><Enter Period Attendance> menu options.
	Teacher/Course Selection 

	Teacher:
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Albertson, Mary


Period/Course:
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· Select the date

· Select a Teacher

· Select the Course

· Click 

 button to view the students
	Date: 04/01/2002    Course: Amer Studies I Honors    Period: A-block 
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	Is this attendance complete?:
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Yes

Your attendance must be submitted! 

	Student 
	Name 
	Room 
	Grade 
	Today's Attendance 
	Attendance 
	In 
	Out 
	In 
	Out 
	Guardian Note 

	1925 
	Albertson, Christina-Marie 
	1203 
	11 
	Present 
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	1083 
	Baylies, Rebecca 
	1203 
	11 
	Present 
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Notice that the Daily Attendance is shown in the Today’s Attendance column.
· Once the list of students is shown change the attendance codes for only those students who are Absent from class using the [image: image64.wmf]

Present

  box.  

· Once you are finished with the Period Attendance for the day click on the Is This attendance complete? Box and enter a Yes.

· Click 

 button to submit the attendance
Attendance Reports

Attendance reports are located under <Attendance System><Reports-Attendance>

Each report has a set up screen, which allows the user to set up criteria to filter on and criteria to Sort on.

	Click the down arrows to see more choices Academic Year:
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2001-2002

   Highlight the Year you need

	Grade Levels:
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08



09



12

  Highlight the Grades you need

	Home Rooms:
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1203



1205A



1207

  Highlight the Home Rooms you 

                     need

	Display Students
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No

  Highlight No or YES 

	Page Break on School Type
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  Highlight No or YES

	Add email address if you want to email this report to someone To:
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<> 


	Add email address for carbon copy list CC List:
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	Set the Priority for the Report Processors Priority:
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Low



	

  Click on Submit to Send the report to the Processors



	


Helpful Hint!
Most reports can be filtered by school.  If you have access to more then one school, then you will have the ability to change the school you want to filter by and click on submit.  Your default school will be shown in the drop down when you open the report tab.  Once the submit button is clicked the report will be processed and sent to <My Data><My Reports> for you to view.

Selection Criteria: Selection options may be available under Enter Selection Criteria.  Selections allow the user the ability to limit what information will be listed on the report.  Examples; students in second grade only, courses taught by a single teacher or all special education students.  If you do not make a selection in a drop down box, then all the criteria listed in that box will be included in the report. 

             If the option to select criteria by Student IDs is available, then type a list of student IDs separated by commas into the box to use this feature.  If no students IDs are listed then all students will be included.
Hold down the shift key on your Keyboard to highlight the whole selection list or selections on the list in order.  Use the Control Key on your Keyboard to highlight selections on the list when you need to skip selections.
Sorting:  Sorting options may be available under Enter Selection Criteria.  Sorting allows the user the ability to list the information in a certain order. Examples; list students by last name, courses by teacher’s last name, or list by courses in alphabetical order. Sorting options are restricted to the list provided.

To:         This box allows you to enter an email address or several addresses of people you want to send the report to.  List email address separated by commas.

CC list:   This box allows you to enter an email address or several addresses of people you want to cc: a copy of the report to.  List email addresses separated by commas.

Priority:  This box allows you to set a priority level for the report processor.  Priority options are limited to the list provided.
<Attendance By Ethnicity> Report
The Attendance by Ethnicity report provides a statistical report of the number of students of each Ethnicity (Race) by Attendance Code. 

Selection Criteria:  Start date, End Date, Grade Level, Attendance Codes, Race, Count Students Only Once YES/NO, SPED Only YES/NO.
Sorting:   Shop Name, or Cip Number.
Output:
	Attendance By Ethnicity
09/05/2001 -  07/16/2002 
iPASS Testing High School 

	  


	Code 
	Description Title 
	Total 
	01 - American Indian or Alaskan Native 
	02 - Asian 
	02 - Hawaiian Native or Pacific Islander 
	03 - Black 
	05 - White 
	99 - Hispanic or Latino 

	
	
	Male 
	Female 
	Total 
	08
M 
	08
F 
	08
M 
	08
F 
	08
M 
	08
F 
	08
M 
	08
F 
	08
M 
	08
F 
	08
M 
	08
F 

	A 
	Absent 
	22 
	30
	52 
	0 
	0 
	7
	7 
	0 
	0 
	0 
	0 
	10
	15
	5
	8


<Attendance History> Report
The Attendance History report provides a Summary and a Detailed list of each student’s Attendance. 

Selection Criteria:  Student ID, Grade Level, Homeroom, Enrollment Status, To Date, From Date, RID Only, Display RID, Detail.

Sorting:   Name, Grade, Homeroom

Output:
	iPASS Testing High School
Attendance History Report 

	
	
	
	
	
	
	
	


	Daily Attendance Summary 

	ID:  2212 
	Name:  Abbott, Jane 
	From Date:  09/05/2001 
	To Date:  08/02/2002 
	
	

	Total Absences: 
	10 
	Total Present: 
	0 
	Days in Membership: 
	0 
	
	

	Absent: 
	10 
	Combined-Tardy/Dismissed: 
	0 
	Dismissed: 
	2 
	
	

	Exception: 
	1 
	Present: 
	0 
	Suspension: 
	0 
	
	

	Tardy: 
	3 
	Truant: 
	0 
	 
	
	
	


	Daily Attendance Detail

	Week
	Date
	Day
	Description
	In Time
	Out Time
	Return Time
	Time Left
	Note
	

	  
	04/11/2002 
	Thursday 
	A - Absent 
	  
	  
	  
	  
	  
	

	  
	03/28/2002 
	Thursday 
	A - Absent 
	  
	  
	  
	  
	  
	

	  
	03/26/2002 
	Tuesday 
	T - Tardy 
	9:30 AM 
	  
	  
	  
	  
	


<Attendance Letters> Report

The Attendance Letter report provides one letter per student which can be designed and built in the <Letter System><Create/Modify Letters>
Selection Criteria:   Choose the letter, Student ID, Start Date, End Date, Grade Level, # of Absences, Absent Operator (<=,<>,+ ect.), For Total or Each code, Attendance Code.
Sorting:   Name/Grade Level, Grade Level/Name, Homeroom/Name.
Output:
	Attendance

	User:

	08/05/2004 8:32 AM

	Letter: 

Attendance 

Student ID: 

All 

Start Date: 

09/10/2003 

End Date: 

08/05/2004 

Grade Levels: 

All 

# of Absences: 

2 

Absence Operator: 

>= 

For: 

Total 

Attendance Codes: 

Absent 

Sort By: 

Name/Grade Level   



	Student ID 
	Name 

	
	

	2212
	Abbott, Jane

	
	


08/05/2004



Jane Abbott

John & Marsha Abbott
P.O. Box 123
Framingham, MA 01702-0123

Dear Parent/Guardian:

This is to inform you that your son/daughter has been Absent: 11 days.

	Summary

	From Date:
	09/10/2003
	To Date:
	08/05/2004

	Present:
	0
	Total Absences:
	11

	Total Tardies:
	3
	Total Dismissals:
	2


	Details

	A - Absent
	09/24/2003

	A - Absent
	10/09/2003



I should emphasize subsequent infractions could result in further and more serious disciplinary action. If you have any questions regarding this letter, please contact me for clarification or an appointment at (555) 555-5555.

                                                            Sincerely,

                                                            Dean of Students

<Attendance Statistics> Report

The Attendance Statistics report provides a statistical break down by Grade Level of Average Membership, Average Daily Membership, Aggregate Present, Average Daily Present, Percent Cumulative Attendance.

Selection Criteria:   As of Date, End Date, One Line only YES/NO, School.

Sorting:   None
Output:
	iPASS Testing High School 

	From Date: 09/05/2001 To Date: 08/02/2002 


	GL 
	# of
Days 
	Average
Membership 
	Average Daily
Membership 
	Aggregate
Present 
	Average Daily
Present 
	% Cumulative
Attendance 

	09 
	198 
	151 
	0.8 
	144.0 
	0.7 
	95.4 

	10 
	198 
	198 
	1.0 
	197.0 
	1.0 
	99.5 

	11 
	198 
	396 
	2.0 
	380.0 
	1.9 
	96.0 

	12 
	198 
	201 
	1.0 
	200.0 
	1.0 
	99.5 

	G02 
	198 
	198 
	1.0 
	196.0 
	1.0 
	99.0 


	Days in Session 
	198 

	Aggregate Present 
	1117 

	Aggregate Membership 
	1144 

	Avg Daily Present 
	6.0 

	Avg Daily Membership 
	6.0 

	% Cummulative Attendance 
	97.6 


<Attendance Tally> Report

The Attendance Tally report provides a list of students and their Homeroom, Gender, Grade Level, Number of Days Present, Number of Days Absent, Number of Days Tardy, Number of Days Dismissed, Number of Days Suspended and Number of Days of Membership.
Selection Criteria:  Grade Level, Homeroom, From Date, To Date, Excused/Unexcused, Minimum Present, Minimum Absent, Minimum Tardy, Minimum Dismissed, Minimum Suspended
Sorting:   Name, Student ID, Homeroom, Grade Level
Output:
Grade Levels:   

Home Rooms:     

From Date:      09/05/2001

To Date:        08/02/2002

Excused/Unexcus Both

Minimum Present 

Minimum Absent: 5

Minimum Tardy:  

Minimum Dismiss 

Minimum Suspend 

Sort By:        Name

ID      Name               HR    Sex    GL    Pres  Abs   Tardy Dism  Susp  Mem  

2212    Abbott, Jane       1203  F      12    0     11    3     2     0     0    

2178    Adams, Jennifer    1203  F      11    0     12    6     3     0     0    

1587    Ahearn, Chris      1203  M      10    0     9     0     1     0     0    

1799    Aiello, Joseph     1203  M      09    0     81    0     3     0     0    

1715    Aims, Nicholas     1203  M      09    0     18    5     2     0     0    

1851    Aitken, Christy    1203  F      09    0     85    1     0     

<Calendar> Report

The Calendar report provides a list of Days found on the Calendar.  Included is Day Number, Date, Cycle Indication, Day Name, and Comments such as Holidays or Snow Days.

Selection Criteria:   Academic Year

Sorting:   None
Output:
	School Calendar 



	

	User: 

Support Account 

Date: 

08/02/2004:06:12:16 

Report: 

School Calendar 



	Day # 

Date 

AB Wk 

Day 

Comments 

1 

08/09/2002 

  

Fri 

  

  

08/10/2002 

  

Sat 

  

  

08/11/2002 

  

Sun 

  

2 

08/12/2002 

  

Mon 

  

3 

08/13/2002 

  

Tue 

  

4 

08/14/2002 

  

Wed 

  

5 

08/15/2002 

  

Thu 

  




<Call List> Report

The Call List report provides a list of students who are absent and their Homeroom, Gender, Year of Graduation, Year to Date Absences, Consecutive Absences, Student Phone Number, Guardian’s Names and Guardian’s Phone Numbers. There is a parameter that can be set to include the Guardian Notes from the Daily Attendance.
Selection Criteria:  Exclude Student ID, Grade Level, Homeroom, Attendance Date, Number of Phones, Phone Rank or Type, Show students Phones YES/NO, Code Set.

Sorting:   Name, Homeroom, Year of Graduation, Gender

Output:


	2212 
	Abbott, Jane 
	HR: 1203 
	YOG: 2002 
	Gender: F 

	YTD Absences: 1 
	Consecutive Absences: 1 

	  
	Student Phone 
	508-555-4068 Home #2 
	
	

	  
	Abbott, Timothy Father 
	000-000-5123 Home #2 
	
	

	  
	Abbott, Pamela Mother 
	000-000-5120 HOME PHONE 
	
	

	  
	Fortado, Terri Friend 
	000-000-6566 Home #2 
	
	

	



<Class Period Attendance> Report

The Class Period Attendance report provides a list of students who were absent in Period Attendance their Homeroom, Gender, Year of Graduation, Course ID, the number of Absences for each Term for that course and the total number of Period Absences the student has accrued.

Selection Criteria:  Academic Year, Grade Level, Homeroom, Operator (<=,=,<>), Value (Number of Absences).

Sorting:   None
Output:
	User: 
	iPASS Testing High School
Class Absence Report 
	Time: 8:03 A 

	Year: 2001-2002 
	
	Date: 08/02/2004 


	ID 
	Name 
	Yog 
	Sex 
	HR 
	Course 
	T1 
	T2 
	T3 
	T4 
	Total 

	1209 
	Bader, Vanessa 
	2002 
	F 
	1203 
	559-1 
	4 
	4 
	0 
	0 
	8 

	Total 
	8 

	1487 
	Barrigan, Kyle 
	2003 
	M 
	1203 
	031-1 
	4 
	3 
	0 
	0 
	7 

	Total 
	7 

	1407 
	Day, Elizabeth 
	2002 
	F 
	1203 
	505-1 
	2 
	5 
	0 
	0 
	7 


<Daily Attendance> Report

The Daily Attendance report provides a list of students who are absent, Tardy or Dismissed and their Grade Level, Homeroom, Consecutive number for today’s Attendance Code, Year to Date number for Today’s Attendance Code, Consecutive Absences, Year To Date Absences,  Attendance Code,  Times  In, Times Out for Tardies and Dismissals.
Selection Criteria:  Grade Level, Homeroom, Attendance Date.
Sorting:   Name, Attendance Code/Name, Grade Level/Name, Homeroom/Name, Homeroom/Code/Name
Output:
ID       Name                      Gr HR    Con   YTD   ConA  YTDA  Code   In    Out    In    Out  

2212     Abbott, Jane                 1203  1     1     1     1     A                               

1851     Aitken, Christy           09 1203  1     1     1     1     A                               

3193     Ambrose, Bryann           10 1203  1     1     0     0     T     7:52                      

1738     Amero, Marci              10 1203  1     1     0     0     T    10:59                      

1393     Anderson, Steven          09 1203  1     1     0     0     DP    7:30  12:30               

1868     Asaro, Joseph             09 1203  1     1     1     1     T     8:04                      

1209     Bader, Vanessa            12 1203  1     1     1     1     TA   11:30                      

<Enrollment by Ethnicity> Report

The Enrollment by Ethnicity report is a statistical report of Student Ethnicities (Race) by Grade level and Gender and provides totals and Percentages.

Selection Criteria:  End Date, Include Totals YES/NO, Special Education Only YES/NO School.

Sorting:   None

Output:
	Enrollment by Ethnicity for iPASS Testing High School 

	As Of Date: 06/26/02 


	Ethnic Description 
	08
M 
	08
F 
	09
M 
	09
F 
	10
M 
	10
F 
	11
M 
	11
F 
	12
M 
	12
F 
	G01
M 
	G01
F 
	G02
M 
	G02
F 
	G03
M 
	G03
F 
	G04
M 
	G04
F 
	Total 
M 
	Total 
F 
	Total 
	% 

	01 - American Indian or Alaskan Native 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	0 
	1 
	0.07% 

	02 - Asian 
	0 
	0 
	1 
	0 
	1 
	2 
	0 
	2 
	0 
	2 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	6 
	8 
	0.59% 

	02 - Hawaiian Native or Pacific Islander 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0% 

	03 - Black 
	0 
	0 
	1 
	3 
	1 
	0 
	1 
	0 
	1 
	1 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	4 
	4 
	8 
	0.59% 

	05 - White 
	0 
	0 
	210 
	182 
	172 
	159 
	155 
	135 
	135 
	148 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	672 
	624 
	1296 
	94.81% 

	99 - Hispanic or Latino 
	0 
	0 
	6 
	5 
	5 
	4 
	2 
	1 
	4 
	3 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	17 
	13 
	30 
	2.19% 

	Students without race 
	0 
	0 
	6 
	4 
	2 
	1 
	3 
	0 
	2 
	2 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	13 
	7 
	20 
	1.46% 

	Grand Total 
	0 
	0 
	224 
	194 
	181 
	166 
	163 
	139 
	142 
	158 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	710 
	657 
	1367 
	


<Enrollment by Town> Report

The Enrollment by Town report is a statistical report of Students Town of Residence by Grade level and Gender and provides totals and Percentages.
Selection Criteria:  End Date, Include Totals YES/NO, Special Education Only YES/NO School.
Sorting:   None
Output:
	Enrollment by Town for iPASS Testing High School 

	As Of Date: 06/26/02 


	Town 
	08
M 
	08
F 
	09
M 
	09
F 
	10
M 
	10
F 
	11
M 
	11
F 
	12
M 
	12
F 
	G01
M 
	G01
F 
	G02
M 
	G02
F 
	G03
M 
	G03
F 
	G04
M 
	G04
F 
	Total 
M 
	Total 
F 
	Total 
	% 

	Ashland 
	0 
	0 
	1 
	0 
	1 
	0 
	0 
	1 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	1 
	3 
	0.22% 

	Bellingham 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0% 

	Boston 
	0 
	0 
	0 
	0 
	1 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	0 
	1 
	0.07% 

	Framingham 
	0 
	0 
	0 
	2 
	1 
	1 
	1 
	1 
	1 
	2 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	3 
	6 
	9 
	0.66% 

	Ware 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0% 

	Grand Total 
	0 
	0 
	224 
	194 
	181 
	166 
	163 
	139 
	142 
	158 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	710 
	657 
	1367 
	1367 


<Enrollment Report> Report

The Enrollment report is a statistical report of Student Totals by School, by Grade level, by Gender and provides totals.

Selection Criteria:  Start Date, As of Date, School, Town Codes, Enrollment, Entry Withdrawal Codes, Reporting Reason, Enrollment Status, Enrollment Reason and Out Placement YES/NO.

Sorting:   None

Output:
School Name                                        GL  Males Females Total

iPASS Test Elementary School                       01  67     50     117    

iPASS Test Elementary School                       02  80     75     155    

iPASS Test Elementary School                       03  50     60     110    

iPASS Test Elementary School                       04  70     70     140

iPASS Test Elementary School                       KP  25     26      31    

iPASS Test Elementary School                       PK  11     12      23    

iPASS Test Elementary Totals                          313     293    606   
<Homeroom Attendance Not Entered> Report

The Homeroom Attendance Not Entered report is a list of Homeroom Teachers and an indication if they have completed their Homeroom Attendance yet.

Selection Criteria:  Homeroom, Date, Incomplete Only YES/NO.
Sorting:   Name, Grade, Homeroom

Output:
Home Rooms:     

Date            09/10/2004

Incomplete Only Yes

Sort By:        Name

Room   Complete Teacher                        Entered By                    

1203   No       D'Amour, Karen                 N/A                           

1205A  No       Smith, John                    N/A                           

1207   No       Sol Gomez, Silvia              N/A                           

1209   No       Binetti, Riccardo              N/A                           

<Homeroom Attendance Sheets> Report

The Homeroom Attendance Sheets report is list of students in each homeroom with a grid to hand enter Homeroom Attendance.

Selection Criteria:  Monday (Week of), Grade Level, Homeroom, Term, Period, Use Period, Line Spacing, Orientation, Line Dividers.
Sorting:   Name, or Grade Level.
Output:

ID     Name                      Grade Gender  9/10| 9/11| 9/12| 9/13| 9/14|
2212   Abbott, Jane              12    Female |    |     |     |     |     |      

2178   Adams, Jennifer           11    Female |    |     |     |     |     |      

1206   Adams, William            12    Female |    |     |     |     |     |      

1587   Ahearn, Christopher       10    Male   |    |     |     |     |     |      

2322   Ahnfeldt, Amanda          10    Female |    |     |     |     |     |      

<Perfect Attendance> Report

The Perfect Attendance report is list of students who have had perfect Attendance their homeroom, Gender, Grade Level, Days in Membership and Days in Attendance.

Selection Criteria:  Grade Level, Homeroom, From Date and To Date.
Sorting:   Name, Student ID, Homeroom or Grade Level.
Output:

Grade Levels:   08

Home Rooms:     

From Date:      09/05/2001

To Date:        08/02/2004

Sort By:        Name

ID    Name                           HR    Sex    GL    Mem   Pres 

2212   Abbott, Jane                  209     F    12    180
180

2178   Adams, Jennifer               315     F    11    180
180     

1206   Adams, William                123     M    12    180
180

Female:          2   

Male:            1   

Total:           3   

<Period Absences> Report

The Period Attendance report is list of students their homeroom, Gender, Grade Level, Number of Days Present, Number of Days Absent, Number of Days Tardy, Number of Days Dismissed and the number of times they were absent form each period.

Selection Criteria:  From Date, To Date, Grade Level, Homeroom, Shop Code, Minimum Absent, Minimum Tardy, Minimum Period Absences and Unexcused.
Sorting:   Name/Grade Level, Grade Level/Name, Home Room/Name.
Output:

From Date:      09/05/2001

To Date:        08/02/2004

Grade Level:    

Home Room:      

Shop Code:      

Minimum Absent: 0

Minimum Tardy:  0

Minimum Period  0

UnExcused:      Both

Sort By:        Name/Grade Level

ID       Name                      HR GL  Prs  Abs  Tardy  Dis  G   E   F   C   D   B   A  

2212     Abbott, Jane              12 12  0    14   5      2    4   3   3   4   3   4   5  

2178     Adams, Jennifer           12 11  0    13   6      3    0   0   1   0   0   0   0  

1206     Adams, William            12 12  0    2    1      3    1   1   1   1   1   1   1  

1587     Ahearn, Christopher       12 10  0    11   0      1    0   0   0   1   0   0   1  

<Period Attendance Course Lists> Report

The Period Attendance Course List report is a list of students in each period with a grid to hand enter Period Attendance.

Selection Criteria:  Date, Homeroom, Term, Period, Day, Include Non Scheduled Courses YES/NO.
Sorting:   Teacher/Name

Output:

ID     Name                      Grade Hr    Gender 09/10/2001|
1925   Albertson, Christina-Mari 11    1203  F      |          |                        

1083   Baylies, Rebecca          11    1203  F      |          |                        

3180   Brown, Patrick            11    1203  M      |          |                        

2245   Chianciola, Lauren        11    1203  F      |          |                        

3171   Colakovic, Alberta        11    1203  F      |          |                        

3170   Colakovic, Tira           11    1203  F      |          |                        

<Period Attendance Not Entered> Report

The Period Attendance Not Entered report is a list of Teachers who have not entered Period Attendance for each period.

Selection Criteria:  School, Exception Type, Show only, and Date.
Sorting:   None
Output:
You will see this screen if all Period Attendance is complete.

	Name 
	Course 
	Period 

	All periods have been completed. 


You will see this screen if all Period Attendance is NOT complete.

	Name 
	Course 
	Period 

	  Aloisio, James   
	  212-1   
	 A-block   

	  Ciarametaro, John   
	  332-1   
	 A-block   

	  DiPietro, David   
	  212-1   
	 A-block   

	  Ingram, Paul   
	  346-1   
	 A-block   

	  Jones, Sandra   
	  011-1   
	 A-block   


<Period by Period> Report

The Period by Period report is a list of students showing their Daily Attendance and their Period Attendance for the date chosen.
Selection Criteria:  Date, Grade Level, Homeroom, Shop Code and Unexcused.
Sorting:   Name/Grade Level, Grade Level/Name, Homeroom/Name.
Output:
Date:           09/10/2001

Grade Level:    

Home Room:      

Shop Code:      

UnExcused:      Both

Sort By:        Name/Grade Level

ID         Name                      HR           M/F GL Daily       Per Course     Att Code   Time In  Time Out

2212       Abbott, Jane              1203         F      Absent      A   212-1      Absent                      

                                                                     B   SB2-2      Absent                      

                                                                     C   022-2      Absent                      

                                                                     D   322-1      Absent                      

                                                                     E              Absent                      

                                                                     F   SF2T-1     Absent                      

                                                                     G   SG2-4      Absent                      

<State Register> Report 
The State Register report is a list of students and their Grade Level, Student ID, Date of Birth, Address, Enter/Withdrawal Codes, Enter/Withdrawal Dates, Number of Days Present, Number of Days absent, Number of Days Dismissed, Number of Days Tardy, Number of Days Excused, Dates Absent, Dates Dismissed, Dates Tardy and Date Excused.
Selection Criteria:  Student ID, Grade Level, Homeroom, From Date and To Date.
Sorting:   Name, Grade Level, Homeroom.
Output:
	iPASS Testing High School
State Register 

	From: 09/05/2001 To: 07/16/2002 


	Abbott, Jane 
	450   Franklin Street    
Framingham   MA   01702 
	E/W:  09/07/01   T2 E/W:  09/05/01   R1 

	Grade:  
	ID#:  2212 
	04/16/86 
	
	PRS=  188  ABS=  10   Dis   2   Exc   1   Tar   3 

	 ABS( 10 )  09/10   11/20   11/21   12/11   02/05   02/12   03/19   03/22   03/28   04/11     Dis ( 2) 09/21   10/01     Exc ( 1) 11/19     Tar ( 3) 03/26   10/23   11/28   

	


	Adams, Jennifer 
	4198   Revere Street    
Framingham   MA   01702 
	E/W:  09/05/01   R1 

	Grade:  11 
	ID#:  2178 
	04/15/85 
	
	PRS=  186  ABS=  12   Dis   3   Tar   6 

	 ABS( 12 )  10/04   10/19   11/01   11/05   11/29   01/14   01/29   02/14   02/15   02/25   02/26   03/28     Dis ( 3) 12/17   09/19   09/28     Tar ( 6) 12/14   01/15
   03/22   10/24   10/26   11/30   


Attendance Maintenance

Attendance Maintenance is where you set up Attendance Codes, Configure your Daily Attendance, Configure your Period Attendance, Ste up you Attendance Calendar and set parameters for your Attendance Call List Reports.
<Attendance Codes Tab>
Code
· Click the 

 button to Add a new Attendance Code
· Enter a code 
Description
· Enter a description.
Daily or Period
· Indicate if the code is for Daily or Period Attendance.
Present or Absent
· Indicate if the code is a Present or an Absent code.
Type
· Indicate the type.

Helpful Hint!

To modify a code click on the link D to open the specific code screen you need.
Top of Form

Bottom of Form

	



	Attendance Codes 

	Code [image: image77.png]



	Description 
	Daily
Period 
	Present
Absent 
	Type 

	A 
	Absent 
	Daily 
	Absent 
	Absent 

	D 
	Dismissed 
	Daily 
	Present 
	Dismissed 

	DA 
	Dismissed - Absent 
	Daily 
	Absent 
	Dismissed 


<Attendance Configuration Tab>
Here you need to decide if you are going to have the Daily Attendance update the Period Attendance or the Period Attendance updating the Daily Attendance. 
Configuration for Period Attendance updating Daily Attendance

Use this to have the Period Attendance update the Daily Attendance.  After the 1st or designated period’s attendance is taken the Daily attendance will automatically reflect the information entered.  So if a student was absent 1st period the Daily Attendance would now show absent for the day.

Daily Attendance Mode
· Select Separate Daily Attendance, Set Period For Daily Attendance.
Period

· Select the period you want to use.
Absent Code
· Select the code you want to use for absences.
Comment
· Add a comment
Click 

 button to Submit the Code
	Configuration for Period Attendance updating Daily Attendance

	Daily Attendance Mode:
	[image: image79.wmf]

Set Period For Daily Attendance



	Period:
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	Absent Code:
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Tardy - Absent



	Comment:
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Configuration for Daily Attendance updating Period Attendance

Use this to have the Daily Attendance update the Period Attendance.  After the Daily Attendance is taken the Period Attendance will automatically reflect the information entered.  So if a student was absent the Period Attendance would now show absent for all periods.

Period Attendance Mode 
· Select Separate Period Attendance or Daily Attendance updates Period Attendance
Daily Absent Attendance Codes
· Select the Absent Code to apply to Period Attendance

Dismissed Attendance Codes

· Select the Dismissal Code to apply to Period Attendance

Tardy Attendance Codes

· Select the Tardy Code to apply to Period Attendance

Click 

 button to Submit the Codes
<Attendance Types Tab>
Delete
· Click on the box to put a check mark in it.
· Click 

 button to Delete the Code
Description
· Enter a description for the code.
Order
· Enter a number to indicate the order you want the codes to be viewed in.
Examples:  Absent, Suspension, Tardy, Dismissal, and Truant.
<Calendar Maintenance Tab>
Delete 
· Click on the box to put a check mark in it.
· Click 

 button to Delete the Code
Date
· Enter the date

Cycle Day
· Select the Cycle Day
Day Number
· Day number is automatically assigned.
A/B Week
· Select A/B Week designation.
Holiday
· Holidays automatically show up based on what is in the <Attendance System><Attendance Maintenance><Enter/Modify Holidays>
Helpful Hint!

Days can only be added before the First Day of the Calendar or after the Last Day of the Calendar.  If the days you want to enter are separated by a weekend you must enter the Saturday and Sunday dates.
Click 

 button to Submit the Codes
	Delete
	Date
	Cycle Day
	Day Number
	A/B Week
	Holiday
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A Week
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	09/03/2004
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	2
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	09/04/2004
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B Week


	 Saturday


<Calendar Years Tab>

Delete 
· Click on the box to put a check mark in it.
· Click 

 button to Delete the Code
School Year
· Enter a School Year

Year Order
· Enter a number to indicate the order you want the School Years to be viewed in.
Click 

 button to Submit the Codes
<Call List Parameters Tab>
This sets up the parameters for the Attendance Call Lists.  These lists are used to call home for the students who were absent.  You can set up to 3 different call lists each will be accessible when running the Call List Report. Select as many Attendance codes you want for each Code Set.
New Code Set
· Enter a Name
List of Attendance Codes

· Select the code(s) you want included on the Call List Report
	Call List Report Parameters 

	School: 

New Code Set:[image: image98.wmf]
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<Enter/Modify Holidays Tab>
Delete
· Click on the box to put a check mark in it.
· Click 

 button to Delete the Code
Start Date
· Enter the Start Date for the Holiday
End Date

· Enter the End Date for the Holiday
Holiday
· Enter the Holiday Name

Examples: Holidays, School Vacations, Teacher Training and Snow Days.

Click 

 button to Submit the Codes
Helpful Hint!

The days will automatically fill in on the Attendance Calendar as a day off from School.
<School Attendance Parameters Tab>
Display Guardian Note
· Select YES/NO to indicate if you want guardian Notes on reports.
Number of Days Back
· Select a number of days that you can go back in time to correct Attendance.
Number of Days forward
· Select a number of days that you can go forward in time to enter Attendance.
Remember Date
· Select Yes to have the Daily Attendance screen remember the last date you entered

· Select NO to have the Daily Attendance Screen always default to “TODAYS DATE”
Click 

 button to Submit the Codes
<Setup Attendance Codes Tab>
Delete
· Click on the box to put a check mark in it.
· Click 

 button to Delete the Code
Code
· Enter a code
Description
· Enter a description.
Daily or Period
· Select Daily or Period.
Attendance Type
· Select an Attendance Type.
Excused or Unexcused
· Select Excused or Unexcused.
Perfect Attendance
· Select Yes if you want that attendance code to be counted toward Perfect Attendance.
Present or Absent
· Select Present or Absent
Time Input Required
· Enter YES for Tardy and Dismissals.
Order
· Enter a number to indicate the order you want to display the codes.
Click 

 button to Submit the Codes
	Check All - Clear All 


	Delete
	Code
	Description
	Daily
Period
	Attendance
Type
	Excused
Unexcused
	Perfect
Attendance
	Present
Absent
	Time Input
Required
	Order
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Attendance Add-on Receipt Printing & Scanning System

The iPASS Attendance Add-on System is designed to automate the process of tracking students who are tardy and/or being dismissed early from school.  As students arrive late the barcode on their ID cards is scanned and their record instantly appears in the iPASS attendance, defaulting to tardy, with date and time.  The system will generate tardy/late slips for the homeroom/classroom teacher, as well as temporary ID’s, dismissal slips and a summary schedule.  The system can also be configured to automatically create an iPASS discipline infraction (and optional letter) based upon a specified number of tardies.  

The following items must be implemented in order to operate the Attendance Add-on feature:

a. Configure & Install Ithaca Receipt Printer

b. Configure & Install Symbol Technologies LS2208 USB Scanner

c. Setup & Configure Printer Queue within your operating system and your iPASS application

d. Configure iPASS Attendance System Parameters
a.  Configure & Install Ithaca Model 610 Receipt Printer
1. Remove printer from packaging

A. Open Top Cover and install roll of paper

B. Remove the receipt showing current configuration information

C. Plug-in power cord

D. Plug-in Ethernet network cable

2. Configure the emulation mode of the printer (Emulation Mode = Ithaca POS).

A. The printer needs to be OFF. A green light at the top of the unit means power is on (green = on, no light = off). The power button is on the lower right corner of the unit. 

B. Press and Hold the Feed button and Power button at the same time. Release the Power button, when you see the middle light begin to flash red, then release the Feed button.

Upon completion, the printer will print its serial number, firmware version, etc.  ending with an “Operation – Receipt Print” message.
C. Press and Hold the Feed button for about 3 seconds.

The printer will print an “Operation – Configuration” message
D. Quick Press (second or less) the Feed button.

The printer will print a long “Configuration page” ending with its emulation mode setting.
E. Press and Hold the Feed button until the emulation mode changes (it will probably be the fifth option) until Emulation Mode = Ithaca POS 

F. Press the Power button

The printer will print an updated detailed “Configuration page”.
G. Press and Hold the Feed button to Save Your Configuration.
Note: Press ON-OFF or Remove power at any time to Stop and Start Over

3. Log-in to the receipt printer using IE (Internet Explorer) and configure its communications options.  When you plug the printer into your network it will find an available IP address if you have DHCP running.  Enter the printers IP address into your browser as displayed below (right arrow). For example, http://10.20.30.129) and then pressing enter will bring you to the Printer Identification screen. 

Note: If you do not have DHCP running then please call IMG support for assistance.
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Name:  
Enter a name for the printer (e.g. Attendance) ** see note



Location:
Enter a location
(e.g. Main Office)



Host Name:
Enter a host name

When you are finished click-on the <Apply> button.  You will get a message “settings updated successfully” and your receipt printer will automatically respond with a form feed. 

** Note: This name should be consistent with the name used to define your printer at the operating system level.  If you need assistance setting-up your printer with Microsoft Server 2000, 2003, Red Hat Linux, or Solaris OS, please contact IMG support.
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Protocol:
IMG requires selecting Static IP

IP Address:  
Enter the static IP address assigned to this device



Location:
Enter the Subnet Mask of your network



Gateway:
Enter the Gateway address of your network

When you are finished click-on the <Apply> button.  You will get a message “settings updated successfully” and your receipt printer will automatically respond with a form feed. 
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LPR:

Turn this feature off (remove check mark)

Port 9100:
Leave this feature on (keep check mark)

Telnet:

Turn this feature off (remove check mark)

When you are finished click-on the <Apply> button.  You will get a message “settings updated successfully” and your receipt printer will automatically respond with a form feed.
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User Name:
Enter a secure user name

Password:
Enter a secure password

Enable Authentication: Turn this feature on 

When you are finished click-on the <Apply> button.  You will get a message “settings updated successfully” and your receipt printer will automatically respond with a form feed.
Note: Firmware – you do not need to configure this option

4. This is the last step required to make your receipt printer work directly with your iPASS attendance system.   Log-in to iPASS and select <Attendance System> <Enter Daily Attendance>.

At the end of your URL command line, enter the following text; &setreceipt=yes  and press enter.  Click on the <My Attendance Preferences> link and when the screen opens Press & Hold the  <Ctrl> key and press letter <N>.  
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b.  Symbol Technologies LS2208 USB Scanner

1. Remove scanner from packaging

A.  Assemble stand & position scanner

B.
Plug-in USB cable (supplied with scanner) into scanner and computer

C. Locate and refer to the Quick Start Guide that is supplied with your scanner. The scanner is configured by scanning all of the barcodes listed under the “Miscellaneous Settings” portion of the document.  

For example;

2. SET DEFAULTS

3. SCAN OPTIONS

4. <DATA><SUFFIX>

5. ENTER

Your scanner is now ready to read Student and/or Staff ID Cards with barcodes. To test your scanner settings, Login to iPASS, Go to <Attendance System> <Enter Daily Attendance> and scan one of your Student ID cards (must be a currently enrolled student).  This process should automatically display the student’s record.

c.   Setup & configure Printer Queue within your operating system and your iPASS application.

Microsoft Server 2000 or 2003 - See your iPASS network administrator or contact iPASS support for additional information.

Redhat Linux – The easiest way to configure printers for iPASS using Redhat Linux is using the GUI (graphical user interface). In order to start the GUI interface you must login to your Redhat operating system as root.   See your iPASS network administrator or contact iPASS support for additional information. 

Once you are logged in as root, you can enter the following start-up command printconf-gui (followed by an enter key) to invoke the GUI interface.

The printconf-gui command will start up and you will see a screen similar to the following:
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Figure #1 
Right now on this system there are no printer queues defined.  If you are running this utility on a system that has already been configured to use other printers then the above list will not be empty.  This is nothing to worry about since all we are going to be doing is adding a print queue.

To create a new queue from this screen click-on the “New” button as shown on figure #1 above.  You will then see a screen similar to the one below in figure #2.
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Figure #2 
Click-on the Forward button, which will display following screen (figure #3):
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Figure #3 
This screen is asking what name you want to give the queue and what kind of a queue it is.  While you can give it any name we want, it is a good idea to give it a name that helps describe its primary purpose and location.  For example, if you are installing a printer for the guidance office at iPASS High School, an appropriate name would be iPHS_guidance_laser.  iPASS utilizes the “JetDirect Printer” type, so select its radio button and click-on the Next button.
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Figure #4 
This is where you associate your new printer queue with the IP address of your printer (where your print jobs will be sent).
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Figure #5 
Select the Raw Print Queue option and click-on the Forward button, which will display the following screen (figure #6):
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Figure #6 
Click-on the Apply button.  You will see the following message (Figure #7).
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Figure #7 
Click ok…

Select the Test option (Figure #8) and print a test page to try out this new print queue. Click-on File and Close when finished.
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Figure #8 
Define your new printer in iPASS. Go to <System Configuration> <Output Device> as shown below in Figure # 9. 
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Figure #9


Name: Enter your device name as defined when creating printer queue


Command:

Type:


Is Color:
d. Configure iPASS Attendance System Parameters – Go to iPASS <Attendance System> <Maintenance> <School Attendance Parameters>.

This screen is school specific and needs to be set before using the receipt printer.
This portion of the screen is used to set up the discipline actions associated with the automatic creation of an iPASS discipline infraction (and letter) based upon a specified number of tardies.  
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Figure #10

Tardy Attendance Codes for Discipline:

Select the Attendance Codes that represent a Tardy for your school.  

· Hold down the <Ctrl> key and use your mouse to click on the appropriate code(s)

The next section of the screen is divided into 6 different parts.  Each part represents the number of times a student is Tardy to school in the current term.

1 for the first time

2 for the second time

3 for the third time

4 for the fourth time

5 for the fifth time

6 for the sixth time and any more times beyond 6

1 Consequence Dates:

This is the date that will be used in the Consequence assigned for the first time a student is tardy during the current term.  

· Enter the date in the mm/dd/yyyy format

Note:
This date needs to be adjusted at the beginning of each day to reflect a date that is equal to or greater than TODAY’S DATE.

1 Unit:

This is the number of Consequence Units you want assigned for the first time a student is tardy during the current term.  

· Enter a number

Note:
Units are linked to consequences. Go to <Discipline System><Discipline><Consequences> to adjust the units. 



Examples: Detention has assigned Hour as the unit.




     In-School Suspensions has assigned Day as a unit.

If I use the number 1 in the unit and I link a detention to the first time a student is tardy during the current term, the system will assign 1 hour of Detention to the student for being tardy.  

If I link an In-School Suspension to the first time a student is tardy during the current term the system will assign 1 day of In- School Suspension to the student for being tardy.  

1 Consequence: 

This is the consequence you want assigned to the student for the first time a student is tardy during the current term.

· Select a consequence

Note:
Consequences can be modified by going to <Discipline ystem><Maintenance><Consequences>.

1 Incident: 

This is the Incident you want assigned to the student for the first time a student is tardy during the current term.

· Select an Incident

Note:
Consequences can be modified by going to <Discipline System><Maintenance><Incidents>.

1 Letter:

This is the letter you want generated and printed out for the first time a student is tardy during the current term.

· Select a letter

Note:
Letters can be modified by going to <Letter System>< Create/Modify Letters>.

Repeat the above directions filling in the 2-6 sections of the screen.

Remember 

1 for the first time

2 for the second time

3 for the third time

4 for the fourth time

5 for the fifth time

6 for the sixth time and any more times beyond 6

E. Assign the Receipt Printer to users

You must assign the receipt printer to each user who will be doing the attendance printing. 

Have the user log into iPass.

Have the user go to Daily Attendance and click on the small words that says My Attendance Parameters.

 

Then click the control key and the (N) to open this screen up in a new window.

 

Using your mouse place your cursor at the very end of your URL command line, enter the following text; &setreceipt=yes and press enter. You will now see additional parameters to select. You may change any of the parameters listed but you MUST choose the Receipt Printer that the receipt will be printed from and click on SUBMIT to save your settings.

.

The Attendance System has 4 menu 


options: 





Enter Daily Attendance


Enter Period Attendance


Reports - Attendance


Maintenance – Attendance
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