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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131-1 Amer Studies I Honors : A
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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 

	


 HYPERLINK "javascript:document.attendance.reset();" 
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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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Present
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	1083 
	Baylies, Rebecca 
	1203 
	11 
	Present 
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Present


	[image: image21.wmf]


	[image: image22.wmf]


	[image: image23.wmf]


	[image: image24.wmf]


	[image: image25.wmf]




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: image26.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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No

  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 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 can be added 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 Key Board to highlight the whole selection list or selections on the list in order.  Use the Control Key on your Key Board to highlight selections on the list when you need to skip selections.
Sorting:  Sorting options can be added 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 address 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 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     

<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 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                      

<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 |    |     |     |     |     |      

<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      |          |                        
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