Daily Attendance Procedures

Daily Attendance Entry

Daily attendance information is typically entered once or twice a day. If a student is absent
for an entire day both the AM and PM absences must be entered in the system. Different
methods of attendance entry are available when entering daily attendance information.

Entry by Group

Entry by Activity

Entry by Calendar

You must create an absence record for each membership day a student does not
attend. The system assumes a student is present if there is no absence record.

Menu Access:
Applications > Attendance > Daily Entry.

Sample Daily Attendance Entry Window
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Note: On some screens, certain fields are required for state reporting. These are
identified in your state reporting training. You may or may not use all of the
fields described in the sections that follow. It depends on your district’s
needs and policy. The StudentPlus program requires that some fields
cannot be left blank. They are marked with an asterisk (*).

Methods of Entry
Daily Attendance information can be entered in one or more of the following ways:

Entry by Group - You can enter attendance by keying students' ID numbers or names or
you can display a list of students in a particular group, for example, a homeroom, and then
enter attendance information for all or specific students in the group.
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Entry by Activity - You can display a list of students in a particular activity and enter
times and attendance information for these students.

Entry by Calendar - You can enter attendance information for individual students in the
general student population by date or date range using the Daily Attendance Entry by
Calendar window.

Entry by Scanning - You can enter attendance information by using a scanner.

Attendance Entry Classifications
All attendance entry methods require you to select an entry classification in which to
record the data. Attendance information may be entered with one of two classifications:

Teacher Slip Entry — This entry is usually performed by attendance entry personnel to
enter attendance information received from homeroom teachers (teacher slips) at the
beginning of the school day. Use Teacher Slip entry to retain a record of initial entries, if it
is necessary to keep an audit trail of Absence codes. Scanning absences will store in this
classification.

Office Entry - This classification is usually used to override a teacher slip entry. Office
Entries take precedence over teacher slip entries, but do not remove the existing teacher
slip entries. If no office entry is made, the Teacher Slip entry is considered the official
absence code.

Absence Codes -Choosing the appropriate absence code is an essential part of entering
daily attendance information for students. You must enter at least one AM absence code
and one PM absence code for each student that is absent all day. If either the AM or PM
slot or both are empty (blank), the system assumes the student was present for that time
period or for those time periods. Absence codes are used to describe the absence, for
example E may be used for an Excused absence or T for a Tardy.

Bottom Line Absence Codes - Bottom Line absence codes are the codes the system
uses when reporting a student's attendance. If both a teacher slip entry and an office entry
are recorded for the same time period, the office entry is used as the student's bottom line
attendance code. If no office entry is made, teacher slip is bottom line.

Recommendation: We recommend that your school district decide on the
classification(s) you will use and the order in which you will use them before you begin
entering attendance information.
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DAILY ATTENDANCE ENTRY

Daily Attendance records must be entered and maintained for every student absence that
occurs in your building. Daily attendance can be entered by Student ID, Name, Group, and
through Student Calendar Entry. Daily Attendance records contain a student's ID number
and name, the building number and date for which attendance is being entered, absence
codes by classification, and the student's arrival and/or dismissal time (optional). To enter
attendance for individual students, use the Entry by Group window.

Entry By Student ID

Menu Access:
Applications > Attendance > Daily Entry > Entry by Group.

NOTE: The building for which you are entering attendance must be chosen on the
Daily Entry for Attendance window.

Sample Daily Attendance Entry by Group Window Attendance Date
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¢ BUILDING -A code that identifies the building for which attendance information is
being updated. The Building is selected on the Daily Entry for Attendance window
and is display only in this field.

¢ ABSENCE DATE -The date for which you are updating attendance information. The date
must be a valid date on which attendance is taken in any of the calendars designated
for the building specified in the Building field. Today’s date defaults. The student must
be enrolled in the building on the dates for which attendance is being entered.
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Enter Defaults — Field Descriptions

AM/PM FIELDS -The Teacher and Office AM/PM fields are used to define the following
aspects of the attendance information you will enter for the selected students:

which absence codes are being used; when these absence codes are in effect (AM, PM
or Both); and how the attendance entry is being classified (teacher slip entry or office
entry). You must enter an absence code in at least one of these fields in order to update
attendance information.

¢ TEACHER AM/PM -The code to specify the Teacher Slip entry absence code in
effect for the morning (AM) or afternoon (PM) of the school day, if applicable. A
default absence code may be set in the Daily Attendance Configuration.

¢ OFFICE AM/PM -The code to specify the office slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

¢ ARRIVAL/DISMISSAL TIME FIELDS -Enter the time in 24-hour (military time) format
HHMM, for example, 14:20 for 2:20 p.m. To erase the time entered in these fields,
enter 0000.

¢ LATE ARRIVAL TIME -The time of arrival, for example, if all students on a bus
arrived late because of traffic.

¢ EARLY DISMISSAL TIME -The time of dismissal, for example, if all students in
French class are dismissed early for a field trip.

Enter or Select Students Section

This section consists of a scrolling list section in which you can display the student records
to be updated with the information specified in the Enter Defaults section. You can use the
action buttons to select students and to apply and clear absence information for each
student.

If you enter students by ID or name, the default absence code and time information
displays automatically. If you selected students using any other method, use the
appropriate action button to enter the default absence information in the attendance
records of the group of students or manually enter the code and time information in the
appropriate fields.

Action Buttons
Select Students -Click to open the Advanced Search window to select students.

Apply Defaults to All - After you have selected students, click to select all students in
the list to be included in the update.
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Clear All -Click to exclude all students in the list from the update.

Apply Defaults to Row - Select a row, and then click to update the selected student’s
attendance information.

Clear Row - Select a row, and then click to exclude the selected student from the update.
Additional Action Buttons (located on right of screen)

Insert Row - Inserts a row in the list section above the current row.

Delete Row — Deletes selected row.

¢ STUDENT NAME -The name of the student for whom attendance information is being
updated. You may enter student names using any of the following methods:
Type part of the name and the search wildcard (*), for example SMI*, then

click = or press <Tab>. Student names that begin with the specified letters display in
the Choose a Student window. Highlight student and click OK.

¢ STUDENT ID -The ID number of the student for whom attendance information is being
updated. You may enter the Student ID in this field to select the student.

¢ TEACHER AM/PM -The code to specify the Teacher Slip entry absence code in
effect for the morning (AM) or afternoon (PM) of the school day, if applicable.

¢ OFFICE AM/PM -The code to specify the office slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

¢ LATE ARRIVAL TIME -The time of arrival, for example, if all students on a bus
arrived late because of traffic. Enter the time in 24-hour time format HHMM, for
example, 14:20 for 2:20 p.m.

¢ EARLY DISMISSAL TIME -The time of dismissal. For example, if all students in a
class are dismissed early for a field trip. Enter the time in 24-hour time format
HHMM, for example, 14:20 for 2:20 p.m.

Procedure

1 Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

2 In the Attendance Entry section, click Entry by Group. The application displays the
Entry by Group window.

3 Enter the appropriate information in the Attendance Dates section header fields.
See the Field Descriptions for more information.
4 Enter the appropriate information in the Enter Defaults section header fields, then
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click OK. See the Field Descriptions for more information.

Use one of the following methods to select the students whose attendance records
will be updated with the absence information entered in the header fields:

In the Student ID field, enter the ID number, and then press <Tab>.

Type part of the name and the search wildcard (*), for example SMI*, then click Q
or press <Tab>. Student names that begin with the specified letters display in

the Choose a Student window. Highlight student and click OK.

After you select students, you can use the action buttons to selectively apply or clear
the default attendance code information.

To update all students in the list with the attendance information, click Apply
Defaults to All.

To exclude a student, select the student, and then click Clear Row.

To clear attendance information from all students in the list, click Clear All.

To update only certain students in the list, select the student, and then click Apply
Defaults to Row.

Click OK to update the attendance records for the selected students.

A Report Status message displays a summary of the update. Click Continue.

You can view or update individual student absence records using the Entry by
Calendar option on the Daily Entry process center.

Entry by Group Window

You can use the Entry by Group option to select a particular group of students.

For example, a homeroom, and then enter attendance records for all or specific
students in that group. This method of attendance entry is especially useful if you have
to enter a large number of students with similar absence codes.

Menu Access:
Applications > Attendance > Daily Entry > Entry by Group.

NOTE: The Building for which you are entering attendance must be chosen on the

Daily Entry for Attendance window.
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Sample Daily Attendance Entry by Group Window Attendance Date
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¢ BUILDING -A code that identifies the building for which attendance information is
being updated. The Building is selected on the Daily Entry for Attendance window
and is display only in this field.

¢ ABSENCE DATE -The date for which you are updating attendance information. The date
must be a valid date on which attendance is taken in any of the calendars designated
for the building specified in the Building field. Today’s date defaults.

Enter Defaults — Field Descriptions
AM/PM Fields

The Teacher and Office AM/PM fields are used to define the following aspects of the
attendance information you will enter for the selected students:

1 Which absence codes are being used;

1 When these absence codes are in effect (AM, PM or Both); and

1 How the attendance information is being classified (teacher slip entry or office

entry).

You must enter an absence code in at least one of these fields in order to update
attendance information.

¢ TEACHER AM/PM -The code to specify the teacher slip entry absence code in effect for
the morning (AM) or afternoon (PM) of the school day, if applicable.
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¢ OFFICE AM/PM -The code to specify the office slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

¢ ARRIVAL/DISMISSAL TIME FIELDS -Enter the time in 24-hour time format HHMM, for
example, 14:20 for 2:20 p.m. To erase the time entered in these fields, enter 0000.

¢ LATE ARRIVAL TIME -The time of arrival, for example, if all students on a bus
arrived late because of traffic.

¢ EARLY DISMISSAL TIME -The time of dismissal. For example, if all students in a
class are dismissed early for a field trip.

Enter or Select Students Section

This section consists of a scrolling list section in which you can display the student records
to be updated with the information specified in the Enter Defaults section. You can use the
action buttons to select students and to apply and clear absence information for each
student.

If you enter students by ID or name, the default absence code and time information
displays automatically. If you selected students using any other method, use the
appropriate action button to enter the default absence information in the attendance
records of the group of students or manually enter the code and time information in the
appropriate fields.

Action Buttons
Select Students -Click to open the Advanced Search window to select students.

Apply Defaults to All - After you have selected students, click to select all students in
the list to be included in the update.

Clear All -Click to exclude all students in the list from the update.

Apply Defaults to Row - Select a row, and then click to update the selected student’s
attendance information.

Clear Row - Select a row, and then click to exclude the selected student from the update.

Additional Action Buttons (located on right of screen)
Insert Row -Inserts a row in the list section above the current row.

Delete Row — Deletes selected row.
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Enter or Select Students - Field Descriptions

¢

STUDENT NAME -The name of the student for whom attendance information is being

updated. You may enter student names using any of the following methods:

[] Click Select Students to perform an advanced search.

(1 Type part of the name and the search wildcard (*), for example SMI*, then click or
press <Tab>. Student names that begin with the specified letters display in the
Choose a Student window.

'] Skip this field and enter the Student ID, then press <Tab>. The Student Name field
is updated automatically.

STUDENT ID -The ID number of the student for whom attendance information is
being updated. You may enter the Student ID in this field to select the student.

TEACHER AM/PM -The code to specify the Teacher Slip entry absence code in
effect for the morning (AM) or afternoon (PM) of the school day, if applicable.

OFFICE AM/PM -The code to specify the Office Slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

LATE ARRIVAL TIME -The time of arrival, for example, if all students on a bus
arrived late because of traffic. Enter the time in 24-hour time format HHMM, for
example, 14:20 for 2:20 p.m.

EARLY DISMISSAL TIME -The time of dismissal. For example, if all students in a
class are dismissed early for a field trip. Enter the time in 24-hour time format
HHMM, for example, 14:20 for 2:20 p.m.

Procedures

1
2

3

The application displays the Daily Entry process center.

Your default building displays in the Building field. If you have security
privileges to change buildings, select the building.

In the Attendance Entry section, click Entry by Group. The application
displays the Entry by Group window.

Enter the appropriate information in the Attendance Dates section header fields.
See the Field Descriptions for more information.

Enter the appropriate information in the Enter Defaults section header fields, and
then click OK. See the Field Descriptions for more information.

Use the Select Students button to select the students whose attendance records
will be updated with the absence information entered in the header fields:

Click Select Students to perform an advanced search.
You may add additional students to the group by typing part of the name and the search
wildcard (*), for example SMI*, then click or press <Tab>. Student names that begin with
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the specified letters display in the Choose a Student window. OR In the Student ID field,
enter the Student ID number, then press <Tab> . After you select students, you can use
the action buttons to selectively apply or clear the default attendance code information.
'] To update all students in the list with the attendance information, click Apply
Defaults to All.
'] To exclude a student, select the student, and then click Clear Row.
1 To clear attendance information from all students in the list, click Clear All.
] To update only certain students in the list, select the student, and then click Apply
Defaults to Row.
7 Click OK to update the attendance records for the selected students.
8 A Report Status message displays a summary of the update. Click Continue.

You can view or update individual student absence records using the Entry by Calendar
option on the Daily Entry process center.

Entry by Activity Window

Entry by Activity allows attendance entry by student ID number or name, or by selected
group, you can enter or update attendance information by students involved in school
activities listed in the Activity table.

Before you can enter attendance by activity, you must define the activities in your
building and the students participating (Applications >Demographics > Activities).

In the Entry by Activity window (Applications > Attendance > Daily Entry > Entry by
Activity), you can display a list of students in a particular activity and enter attendance
codes and arrival or dismissal times for these students. If necessary, you may also
exclude any students from this update.

To ensure that you do not update any students who may have a different absence code
already entered, it is recommended that you run the Activity Absence Listing before
using the Entry by Activity option.

Menu Access:
Applications > Attendance > Daily Entry > Entry by Activity.

Sample Entry by Activity Window Field Descriptions

10
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Enter Defaults — Field Descriptions

AM/PM Fields
The Teacher and Office AM/PM fields are used to define the following aspects of the
attendance information you will enter for the students in the activity:

[J Which absence codes are being used;
1 When these absence codes are in effect (AM, PM or Both); and
] How the attendance is being classified (Teacher Slip entry or Office Entry).

BUILDING -A code that identifies the building for which attendance information is
being updated. The Building is selected on the Daily Entry for Attendance window
and is display only in this field.

ABSENCE DATE -The date for which you are updating attendance information. The
date must be a valid date on which attendance is taken in any of the calendars
designated for the building specified in the Building field. The current date defaults in
this field.

ACTIVITY - Click the arrow — to display the dropdown menu and select the activity for
which you are entering attendance information.

11
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You must enter an absence code in at least one of these fields in order to update
attendance information.

¢ TEACHER AM/PM -The code to specify the Teacher Slip entry absence code in

effect for the morning (AM) or afternoon (PM) of the school day, if applicable.

OFFICE AM/PM -The code to specify the Office Slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

LATE ARRIVAL TIME -The time of arrival, for example, when the band got back from an
overnight concert or if all the students in the band arrived late because of a rehearsal.
To erase the time entered in this field, enter 0000

EARLY DISMISSAL TIME -The time of dismissal, for example, if the football team was
dismissed early to travel to an away game. To erase the time entered in this field,
enter 0000
Note: Enter the time in 24-hour time format HHMM, for example:

14:20 for 2:20 p.m.

Select Students to Update — Field Descriptions

Action Buttons

Check All -Click to select all students in the list to be included in the update.

Uncheck All -Click to exclude all students in the list from the update.

¢ STUDENT NAME -The name of the student participating in the activity for which
attendance information is being updated.

¢ STUDENT ID -The ID number of the student participating in the activity for which
attendance information is being updated.

¢ UPDATE -If checked, the student attendance record will be updated with the
information entered in the previous fields. Active students will be checked by
default.

Procedures

1 The application displays the Daily Entry for Attendance process center.

2 Your default building displays in the Building field. If you have security privileges to

change buildings, select the building.
3 In the Attendance Entry section, click Entry by Activity. The application displays

the Entry by Activity window.

12
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Enter the appropriate information in the header fields (the Attendance Information
and Enter Defaults sections), then click OK. The students assigned to the selected
activity display in the list section (Select Students to Update section).

] By default, all students participating in the activity will be updated. To exclude a
student from the update, for example, if a player is injured and remains in school
instead of being dismissed early with the team, uncheck the checkbox for that
student.

T] Note: Inactive students in the activity listing will not have a check mark and will not
be counted absent.

[ To select which student records to update, click Uncheck All to exclude all students
in the list from the update, then check the checkbox for each student you want to
include.

Click OK to update the attendance records for the selected students.
A Report Status prompt displays a summary of the update. Click OK.

Entry by Calendar

Student attendance records can be reviewed and maintained for an entire month, or a
range of dates, with the Entry by Calendar window. These records include a student's ID
number and name, the building number, calendar, grade, and date for attendance entered,
absence codes, and arrival/dismissal time.

Menu Access:
Applications > Attendance > Daily Entry > Entry by Calendar.

NOTE: Building for which you are entering attendance must be chosen on the

Sample Daily Attendance Ent
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Action Buttons Demographics -Opens the Demographic Information window Range
Entry Opens the Attendance Range window Student Totals Opens the Student Totals
window < Month / Month > Move back (<) and forward (>) to display a different month.

Student Information -Section
The fields in this section identify the selected student and are display only.

Absence Date Section
Absence Date Enter the date to update absence information for the selected student.
Once you enter the date and click OK, the window displays the calendar for the month,
including the following:

[ Existing attendance information;

(1 Final absence information for AM and PM;

{1 The Day Type associated with the day in the calendar, for example, HOLIDAY;

71 If the student’s entry/withdrawal information indicates the student was not enrolled,

NO SCHOOL displays.

Information displays for the calendar specified in the entry/withdrawal records
associated with the selected absence date.

Calendar Month Section

Date Buttons -Clicking a date button opens the Date Details window for the selected date.
The Date Details window is used to update attendance information for a single day for the
selected student.

Enter Attendance by Date

Use this option to enter or update attendance information for a student for a single day
using the Date Details window. You can also print a report of the information in this
window.

Sample Date Details Window _
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The Teacher and Office AM/PM fields are used to define the following aspects of the

14



Daily Attendance Procedures

attendance information you will enter for the students:

] Which absence codes are being used;

'l When these absence codes are in effect (AM, PM or Both); and

1 How the attendance information is being classified (Teacher Slip entry or Office
Entry).

You must enter an absence code in at least one of these fields in order to update
attendance information.

¢

TEACHER AM/PM -The code to specify the teacher slip entry absence code in effect for
the morning (AM) or afternoon (PM) of the school day, if applicable.

OFFICE AM/PM -The code to specify the office slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

FINAL AM/PM -The code the system uses when reporting a student’s attendance. If both
a teacher slip entry and an office entry are recorded for the same time period, the office
entry is used as the student’s final attendance code. The value in this field is display
only and is calculated by the system.

Arrival/Dismissal Time Fields
Enter the time in 24-hour time format HHMM, for example, 14:20 for 2:20 p.m.

¢ LATE ARRIVAL TIME -The time of arrival, for example, if the student arrived late due to
car trouble. To erase the time entered in these fields, enter 0000.

¢ EARLY DISMISSAL TIME -The time of dismissal, for example, if the student is
dismissed early for a medical appointment. To erase the time entered in these
fields, enter 0000.

Procedure

1 The application displays the Daily Entry for Attendance process center.

2 Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

3 In the Attendance Entry section, click Entry by Calendar. The application displays
the Student Search - Daily Attendance window.

4 Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.

5 Select the student from the Search Results section of the window. The application
displays the Daily Attendance Entry by Calendar window for the student.

6 To view attendance information for a single day in the current month, click OK, and
then click the date button of the day for which you want to enter attendance
information. The application displays the Date Details window for the selected date.

7 Enter the attendance information in the appropriate fields, and then click OK to

update the system with the new information. The absence code(s) you entered

15



Daily Attendance Procedures

display in the AM/PM fields under the date button of the day you selected in the
Daily Attendance Entry by Calendar window.

Procedures To Delete an Attendance Record:

1
2

3

The application displays the Daily Entry for Attendance process center.

Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

In the Attendance Entry section, click Entry by Calendar. The application displays
the Student Search - Daily Attendance window.

Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.

Select the student from the Search Results section of the window. The application
displays the Daily Attendance Entry by Calendar window for the student.

To view attendance information for a single day in the current month, click OK, and
then click the date button of the day for which you want to enter attendance
information. The application displays the Date Details window for the selected date.

In the Date Details window click I in the toolbar.
If you are sure you want to delete the attendance record, click Yes in the
confirmation prompt.

Calendar Day Report

The default file name for the report is datcalday.rpt.

1

o N

The application displays the Daily Entry for Attendance process center.

Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

In the Attendance Entry section, click Entry by Calendar. The application displays
the Student Search - Daily Attendance window.

Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.

Select the student from the Search Results section of the window. The application
displays the Daily Attendance Entry by Calendar window for the student.

To view attendance information for a single day in the current month, click OK, and
then click the date button of the day for which you want to enter attendance
information. The application displays the Date Details window for the selected date.
In the toolbar, click

In the Print window, select the destination/printer options for your report, then click
OK.

16
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Sample Calendar Day Report
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Calendar Month Report

You can run a report listing a student’s absence information for a specific month in
calendar format. The default file name for the report is datcalmonth.rpt.

1 The application displays the Daily Entry for Attendance process center.
Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

3 In the Attendance Entry section, click Entry by Calendar. The application displays
the Student Search - Daily Attendance window.

4 Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.
5 Select the student from the Search Results section of the window. The application

displays the Daily Attendance Entry by Calendar window for the student.

In the toolbar, click the printer icon

In the Print window, select the destination/printer option for your report, and then
click OK. See the Reports section of this manual for more information on how to run
and display reports.

~N O

Sample Calendar Month Report
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] 0z

05 08 L il 09

E T

E F

12 1 14 16 16
E
E

19 HOLIDAY 20 2 22 23

T

26 27 28 29 30
u
u

View Student Demographic Information

In the Daily Attendance Entry by Calendar window, click Demographics. The
Demographics option allows you to review information on a student from the
Demographics System’s Registration table. The Demographic Information window displays
personal, scholastic, guardian, and entry/withdrawal data that can be used to verify that the
correct student has been selected.

Sample Demographic Information Window
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[f] Demographic Information

Student

Entrywfithdrawal Information

Personal
Student!D | 5050505 Status [Active | Gender [Mae ]
FistName  JOHN ' Buiding 777 - YOUR SCHOOL BUILDING | Yearof Grsdustion [2003 |
Middie Name (@ | Bitthdate [02/031591 |
LastName [SMITH | Ethnicity W - WHITE |
Generation !j Language |EM - EMGLISH |
Phane [
Scholastic Guardian
Counszelor |0-5TAFF | MNarme |
Hameraom | M8 - NOT USED | Apartrment |—| Complex |
Homeroom Teacqer |0 - STAFF | Lot | ! Street
Houza/Team | _! City | State |
Zp L 1
Home Phone |7|
Mok Phone 1| | [
‘wiork Phone 2| | [

School Building Calendar Entry Date Entry Code Grade

ME SCHO7

Curriculum Fesidency SE % Withdrawal Dale ‘Withdrawal Code

RG - REGULAR R - RESIDENT

Us

YR

The information on this window is display only. To update student demographic information,
use the StudentPlus Demographics System.

Attendance by Date Range

The Range Entry option opens the Attendance Range window, which allows you to

update daily attendance records for a specific date range, for example, when students will

be absent for an extended period of time, such as a vacation or medical leave. In the Daily
Attendance Entry by Calendar window, click Range Entry. The following window

appears.

Sample Attendance Range Window
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Daily Attendance Procedures

[£] Attendance Range E@
File Edit Help
: 3
Aftendance Flange
Start Date * |[EEIEINE MG W Ok
EndDate * |02/09/2005 |
Teacher Office Tirnes
A | w| || oam[ ~|  Late Arival Time
PM | 1 || Ps[ v|  Early Dismissal Time| :

YR,

Enter start date

Attendance Range - Field Descriptions
¢ START DATE -Enter the first day of the absence.
+ END DATE -Enter the last day of the absence.

AM/PM Fields
The Teacher and Office AM/PM fields are used to define the following aspects of the
attendance information you will enter for the selected student:
) Which absence codes are being used;
1 When these absence codes are in effect (AM, PM or Both); and
1 How the attendance information is being classified (teacher slip entry or office
entry).

You must enter an absence code in at least one of these fields in order to update
attendance information.

¢ TEACHER AM/PM -The code to specify the teacher slip entry absence code in effect for
the morning (AM) or afternoon (PM) of the school day, if applicable.

¢ OFFICE AM/PM -The code to specify the office slip entry absence code in effect for the
morning (AM) or afternoon (PM) of the school day, if applicable.

Arrival/Dismissal Time - Fields

¢ LATE ARRIVAL TIME -The time of arrival, for example, if the student will be arriving late
due to a medical appointment. To erase the time entered in this field, enter 0000.

¢ EARLY DISMISSAL TIME -The time of dismissal, for example, if the student is
dismissed early for a medical appointment. To erase the time entered in this field,
enter 0000.

Procedure
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N —

~N O

The application displays the Daily Entry for Attendance process center.

Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

In the Attendance Entry section, click Entry by Calendar. The application displays
the Student Search - Daily Attendance window.

Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.

Select the student from the Search Results section of the window. The application
displays the Daily Attendance Entry by Calendar window for the student.

Click Range Entry. The application displays the Attendance Range window.

Enter the attendance information in the appropriate fields, and then click OK to
update the system with the new information. The system displays a prompt warning
that any existing attendance for the range will be overwritten. To proceed, click OK.

Note: It is important to remember that an office entry supersedes a teacher slip entry. Be
sure your new codes do not override earlier teacher slip entries that should be retained.

View Student Attendance Totals

This feature gives you the ability to calculate a students attendance totals for the year
with an option to print the screen.

Procedure

1

2

3

Select Applications > Attendance > Daily Entry. The application displays the
Daily Entry for Attendance process center.

Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

In the Attendance Entry section, click Entry by Calendar. The application displays
the Student Search - Daily Attendance window.

Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.

Select the student from the Search Results section of the window. The application
displays the Daily Attendance Entry by Calendar window for the student.

Click Student Totals. The application displays the Student Totals window. You
may be prompted to recalculate totals. Click Yes or No.

Student Attendance Totals Report

This option allows you to print a report of the data in the Student Totals window.
The default file name for the report is datcaltotal.rpt.

1

2

3

Select Applications > Attendance > Daily Entry. The application displays the Daily
Entry for Attendance process center.

Your default building displays in the Building field. If you have security privileges to

change buildings, select the building.

In the Attendance Entry section, click Entry by Calendar. The application displays
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the Student Search - Daily Attendance window.

4 Specify the search criteria, then click Find, or click Advanced to perform an
advanced search.
5 Select the student from the Search Results section of the window. The application

displays the Daily Attendance Entry by Calendar window for the student.
6 Click Student Totals. The application displays the Student Totals window. You
may be prompted to recalculate totals. Click Yes or No.

Click & in the toolbar.

Sample Student Attendance Totals Report

STUDENT ID HAME DATE

23019 HARVEY, DAMIEL o208/ 2004

Accumulator MP1 Mp2 HP3 MP= KPS MP&E Totals
1. EXCUSED ABS 0.00 o.50 Z.00 a.o0 o.oo 0.00 2.50
2. UNEXCUSED ABE o.00 o.oo 1.00 0.00 o.o00 0.00 1.00
3.
4. TARDY 0.00 o.oo Z.00 a.o0 o.om 0.00 2.00
8. EBEARLY DISMISIALS o.ao .o 0.0o @.0a 0. 0o .00 (B ]
6. IN-SCHOOL ZUSPENZION .00 g.oo o.oo 0.00 (£ ) 0.00 a.0a
7. FIELD TRIP o.o0 0.50 0.50 .00 o.on 0.00 1.00
8. TOTAL ABSENCEZ
o
10. MEMBERSHIP 40.00 5F.00 4,00 39.00 o.og 0.00 210.00

DATE LAST CALCULATED OQZ/0472004

DAILY ATTENDANCE REPORTS

Morning Bulletin (bulletin.rpt) - This report is designed to provide teachers with a list of
student absenteeism early in the day.

Teacher Report (teacher.rpt) - Typically generated and distributed daily to the
teachers AFTER attendance entry is complete. This report includes absence codes
including tardy information.

Office Report (office.rpt) - Generated after daily attendance entry is complete and used
by the office to report student attendance to parents or guardians. An important feature of
the Office Report is the inclusion of students' home phone numbers. (Unlisted phone
numbers will display).

Activity Absence Listing (datact.rpt) - This report lists students in activities that are
marked absent and includes attendance information. You may run the report for one or
more activities. The report can be distributed daily to the building’s teachers.

Problem Report (datprob.rpt) - The Problem Report is designed to show detailed
information for students with problem attendance. You can also use this report to
generate a report of students with perfect attendance.

Detail Report (datdet.rpt) - The Detail Report is designed to show Entry/Withdrawal
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codes and dates, as well as totals for up to six Daily Attendance codes, groups, or
accumulators, and for Aggregate Days Membership (the total number of accumulated
membership days).

Report Procedure and Options
This section includes a basic procedure for running Daily Attendance reports as well as
descriptions of standard report sections.

To run a report:

1 From the StudentPlus desktop window, select Reports > Daily Attendance and
select the name of the report.

2 In the report window, enter the appropriate information (see the following sections
for more detailed information on report types and options), and click OK.

3 In the Print window, select the destination/printer options for your report, then click
OK.

Printer Select Printer to send the report directly to a printer. In the Printer
field, click to select a printer, then enter the number of copies to print.

File Select File to store the report in a file on disk. In the File Name field,
accept the default directory location and file name or enter an alternate
directory and/or file name. If you do not give your report a unique
name, any previous version of the report you have created will be
overwritten when you run this report. You can access saved reports
using the View Files option from the StudentPlus desktop window
(Reports > View Files).

Screen  gglect Screen to display the report on your screen in an Acrobat

Reader window (no data is stored in a file). From this window, you can
view the report, perform a text search within the report, and/or send the
report to a printer.

Standard Report Window Sections

The following sections display on each Daily Attendance report window.

Options Section

See the Options descriptions in each report window section for options specific to the type
of report you have selected.

Action Buttons

Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.
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Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break (start
a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report header,
if desired. You may enter up to three lines of text with 76 characters in each line. The text
will be left aligned on the report. If you want the text to be centered, you must center the
text manually by entering spaces before the text. It is not designed to be centered on the
page.

NOTE: Centering will reduce the number of characters allowed. The message may

Be used, for example, to make an announcement for teachers to read to there

classes, such as information on early dismissal or special meetings. You may

also describe the criteria used when the report was generated.

Process Options Section
In the file name fields, if you accept the default name, the new report you generate will
replace any existing data in the file.

Report File Name -The name of the file that displays the report data (default name:
SSMSRPTDIR/report_name.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/report_name.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Morning Bulletin

The Morning Bulletin, which is a narrow, 80-character report, is typically generated early

in the day after initial input of attendance BEFORE any updates or corrections are entered.
The report lists students with attendance information in a two-column format and includes:

Student ID Number, Student Name, Grade, Homeroom, Total number of students listed.

Menu Access:
Reports > Daily Attendance >Morning Bulletin.

Sample Morning Bulletin Entry Screen Report Options — Field Descriptions
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£l Morning Bulletin Report

File Edit Help

Fepul Iefonnalior
-]:’ Ch Thiz report lists students who are marked absent for the attendance date
'\-.. | z0 wou can aive teachers a list of student abzentesizm early in the daw.

Report Ophions

Building * [777 - ¥OUR SCHOOL BUILDING _
Calendar * [2004R 2003 2004 _ ~|
Attendance Date * |02403/2005 EE

Frinit &4, P, ar Both * | Bath ~|

Break Flag * PageEject v

Report Header
1.
2|
3|

Advanced

[E‘at Gelect Shudents J ’ﬁl Sort Students

Procezz Options

Repuwl File Hane ® $SMSF|F'TDIF|.-’LILAIII::L|r|||.Il
Loa File Mame * $SMSRFTDIRbulletinlog
Fiurt ax d Suheduled Plocess [ ] o . EE dl

Choose a building

W K

43 EBack

VR

BUILDING - Contains the default Building code specified in your security profile. If
you have access to multiple buildings you can click the down arrow — to select an

alternate building.

CALENDAR — Select the Calendar to be used to determine whether the attendance

date listed below is a valid membership day.

ATTENDANCE DATE - Enter the date for which you want to produce the report. The

default of the current date and displays as MM/DD/YYYY format.

PRINT AM, PM OR BOTH - Contains the type of absence information you want

included on the report. APSCN recommends “Both” in this field.

BREAK FLAG — Select Page Eject to start a new page when it breaks or select the
number of lines (0 to 9) that should be skipped after the break. The break is

determined by line 1 in the Sort Students option. The default is defined in the Daily

Attendance System’s Configuration.
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Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report

header, if desired. You may enter up to three lines of text with 76 characters in each line.

The text will be left aligned on the report. If you want the text to be centered, you must

center the text manually by entering spaces before the text.

NOTE: Centering will reduce the number of characters allowed. The message may
be used, for example, to make an announcement for teachers to read to
their classes, such as information on early dismissal or special meetings.
You may also describe the criteria used when the report was generated.

Advanced Section Action Buttons

Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break (start
a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Process Options Section

Report File Name -The name of the file that displays the report data (default name:
$SMSRPTDIR/bulletin.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/bulletin.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Sample Morning Bulletin Report

MM DD/ YYYY MADISON ELEMENTARY Page - 1
Attendance Taken 01/05/2004
Menoership Day #26
Morning Bulletin

SAMPLE REPORT HEADER: OMLY STUDENTS IN GRADES 7 & @
Id Hame Gr Hrm Id Name Gr Hrm

23019 HARVEY, DANIEL 07 1l
23030 HARMI LN, UEHHIUK H [UE
23018 LOPEZ,
23036 MARCUS, J
23027 BARRYMORE,

DA

=]
o
Rl o Sl o S
LA - D B s G

23015 PATTERSDN, KELLY J 2
23021 SWANSOH, JEREMY T 08 21

Total number ot sTudents: 10
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In this two-column report format, the right-hand column is used on each page AFTER the
left-hand column is full.

Teacher Report

The Teacher Report is typically generated and distributed daily to the building’s teachers
AFTER attendance entry is complete so that each teacher has a listing of student
attendance to refer to and, if necessary, to add to or change. The Teacher Report, which
is a narrow, 80-character report, is generated each day AFTER morning attendance entry is
done. The report lists students with attendance information, and includes: Student ID,
Student Name, Grade, AM/PM Code, Absence Code and Description, Arrival and Dismissal
Times, Total number of students for each primary sort listed on the report.

Menu Access:
Reports > Daily Attendance > Teacher Report.

Sample Teacher Report Window Report Options — Field Descriptions

[£] Teacher Report Q@@

File Edit Help

Fepart [nfarmation

l\i> Thiz report lists studants who are maked abzent and W Ok

inclides attendance information.  The report can be
dizhibuted daily to the building’s teacers. g Eack

Fieport Options

Building * [777 - *DUR SCHOOL BUILDING.
Attendance Date * I:I2.f‘| 142005 EB

Print &m. P, or Both *|Bath v

Brezk Flag * iF'age Eject ] v

Fieport Header
1.
2

Advanced
[Eﬂt SelectStudents] [%J, Sort Students

Proczss Options

Fiepart File Mame ™ .;$S”N.'i"S.F-IE'T-DiFi}.téacher.rpt
L ke M s $SMSRPTDIR /teacher lng
Runas a ScheduledProcess[ | o EE at

Choose a building OYR
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¢ BUILDING - Contains the default Building code specified in your security profile. If
you have access to multiple buildings you can click the down arrow — to select an
alternate building.

¢ ATTENDANCE DATE - Enter the date for which you want to produce the report. The
default of the current date and displays as MM/DD/YYYY format.

¢ PRINT AM, PM OR BOTH - Contains the type of absence information you want
included on the report. APSCN recommends Both in this field.

¢ BREAK FLAG — Select Page Eject to start a new page when it breaks or select the
number of lines (0 to 9) that should be skipped after the break. The break is
determined by line 1 in the Sort Students option. The default is defined in the Daily

Attendance System’s Configuration.

Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report

header, if desired. You may enter up to three lines of text with 76 characters in each line.

The text will be left aligned on the report. If you want the text to be centered, you must

center the text manually by entering spaces before the text. It is not designed to be

centered on the page.

NOTE: Centering will reduce the number of characters allowed. The message may
be used, for example, to make an announcement for teachers to read to
their classes, such as information on early dismissal or special meetings.
You may also describe the criteria used when the report was generated.

Advanced Section Action Buttons

Select Students Opens the Advanced Search window, in which you can specify the
criteria used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break (start
a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Process Options Section
Report File Name -The name of the file that displays the report data (default name:
$SMSRPTDIR/teacher.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/teacher.log).
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Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Sample Teacher Report
This sample report was sorted alphabetically by homeroom. The primary sort field, which
determines page breaks and displays on each page of the report, is homeroom.

MM/DD/YYYY TOURTOWN HIGH SCHOOL Page : 1
i o

Student ID Name Arrive Dismiss
500000009 COOPER JR, JESSE A 059:10
TOTAL 3
Home room 300
Student ID Name Grade A/P Code Arrive Dismiss
500000017 BANES, MARIZ 11 = 09:20
P
500000015 BANRKS, SARRH 11 = 09:20
P
500000016 FRACKE, CAROL ANNE 11 &
P PRE FPRESENT 10:00
TOTAL 2
Home room 40(
Student ID Name Grade Z/FP Dismiss
500000010 GORDON, JANELLE 0% n,PCV CO
500000012 RING, TANYA 10 =
TOTAL : z

Student ID Name Arrive Dismiss

OLKLE
HART, S B
JENSON, DO! UNEXCUSED
TOTAL : 3
TOTAL NUMEER COF STUDENTS : 11

NOTE: In the column titled A/P (for AM/PM), A is for AM attendance; P for PM attendance,
A, P is for both.

Office Report

This report is typically generated after daily attendance entry is complete. An important
feature of the Office Report is the option to print students’ home or parents/guardians’
telephone numbers, which can be used by the office to report student attendance to
parents or guardians. The Office Report, which is a wide, 132-character report, is
generated each day AFTER morning attendance entry is done. The report includes:

Student ID Number
Student Name
Grade

Sex

Homeroom

N W A
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[l Telephone Number (you may choose which telephone you want to print on the

report)
1 Counselor
Absence Codes and Descriptions

U
CJ  Arrival and Dismissal Times (if you have entered times during attendance entry)
[1  Total number of students for each primary sort listed on the report

Menu Access:
Reports > Daily Attendance > Office Report.

Sample Office Report Window Report Options — Field Descriptions

[#] Office Report
Filz EdiL Help

Fiepol Induimatiorg

""“i':' 3| Thig report lizze etudents who are marked abzent and
[yl inchudies the studsnl’s dlleradarcs infunnglioe grd
rnntact phnte nmber

Fieport Options
Buildirg 777 - raus

SCHOOL BUILDING

Allerndanue Dale ™ | 02/09/2005 3|
Trint &M, TH, or Doth * [Doth =
Ercak Flag * :I_j‘ag_c_E_ic_:cl_ _v_'

Phorne Mumbsar * Student Phaone v
Fritit | Inlizted Murmber =[]
Fieport Header

1]

2|

:J' L

Abvarise]

[E‘it Selert Shurents ]

[é‘l SHork Shardents

Frocess Options
Fieport File Name ™ $3MSRFTDIR Aoffice. rpt
|$5MSRPTDIR ullice.luy

MNur 8z & Geheduled Mracess [ an @ at |

Luy File Naie *

Zhoose a building

ISR

W OK

dm Eack

OVR

¢ BUILDING - Contains the default Building code specified in your security profile. If you
have access to multiple buildings you can click the down arrow — to select an alternate

building.

¢ ATTENDANCE DATE - Enter the date for which you want to produce the report. The
default of the current date and displays as MM/DD/YYYY format.

¢ PRINT AM, PM OR BOTH - Contains the type of absence information you want
included on the report. APSCN recommends Both in this field.
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¢ BREAK FLAG — Select Page Eject to start a new page when it breaks or select the
number of lines (0 to 9) that should be skipped after the break. The break is
determined by line 1 in the Sort Students option. The default is defined in the Daily
Attendance System’s Configuration.

¢ PHONE NUMBER - Select Student Phone, Guardian Home Phone, or Guardian
Work Phone to print a student or guardian home phone or work phone.

¢ PRINT UNLISTED - If you select Student Phone for the previous field and you want to
print unlisted student phone numbers, enter a check in this checkbox. The default is
unchecked.

Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report header,
if desired. You may enter up to three lines of text with 76 characters in each line. The text
will be left aligned on the report. If you want the text to be centered, you must center the
text manually by entering spaces before the text.

NOTE: Centering will reduce the number of characters allowed. The message
may be used, for example, to make an announcement for teachers to read to their
classes, such as information on early dismissal or special meetings. You may also
describe the criteria used when the report was generated.

Advanced Section

Action Buttons

Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break
(start a new page or skip lines between primary sort fields, depending on the option
selected in the break field) when the value specified in the first sort field is processed, and
the report will display the records in the order specified by any additional sort fields
specified.

Process Options Section

Report File Name -The name of the file that contains the report data (default name:
$SMSRPTDIR/office.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/office.log).
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Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Sample Office Report
This sample was sorted alphabetically by counselor number. The primary sort field, which
determines page breaks and displays on each page of the report, is counselor number.

MM/DD/YYYY YOURTOWN HIGH SCHOOCL Page : 1
Zttendance Taken 03/04/YYYY
Mempership Day #1651
Daily Office List

Counselor 10

Student ID Name Grade Cnslr L/P Code Type Arrive Dismiss
HART, SARRH 09 10 Lk i) UNEXCUSED
JOHMSCON, DONNA o9 10 B U UNEXCUSED
TCTAL : 2
Counselor
Student ID Name Grade Sex Home room Phons F Cnslr L/P Code Type Arrive Dismiss
50 0009 COOPER JR, JESSE A 12 M 200 &0 4 TAR TZRDY 08:10
P FRE FRESENT
50 GORDON, JANELLE o9 i 400 3789 &0 AR,P CV COL VISIT
50 GRAND, SUSAN D 12 F 200 2256 €0 A,P BABS RBSENCE
S0 SAMUELS, LISA B 12 F 200 8766 &0 A,P IBS RBSENCE
TCTAL 4
Counselor 100
Student ID Name Grade Sex Home room Phons F Cnsir L/P Code Type Arrive Dismiss
500 COAKLEY, BYAN 09 M 500 (215) 738-8525 100 Z U UNEXCUSED
500 12 KING, TANYAR 10 F 400 (215) 758-5905 100 b} TAR TLRDY 09:0%8
P FRE PRESENT
TOTA z
Counselor 180
Student ID Name Grade Sex Home room Phone 3 Cnslr L/P Code Lrrive Dismiss
500000017 BANKS, MARTRA 11 F 300 (215)858-5200 120 il 09:20
o
Z0 015 BANKS, SARAH 11 F 300 (215) 758-8588 180 z 9:20
P
50 11 F 300 (215)838-T7642 1E Y 10:040
P FRE PRESENT
TOTAL : 3
TCTAL NUMBER OF STULDENIS : 11

Activity Absence Listing

This report lists students in activities that are marked absent and includes attendance
information. You may run the report for one or more activities. The report can be
distributed daily to the building’s teachers.

To ensure that you do not update any students who may have a different absence code
already entered, it is recommended that you run the Activity Absence Listing before
using the option Update Daily Attendance By Activity.

For example, if a member of the drama club has received an in-school suspension,
he/she should not be updated with the Field Trip code that is used to update the
students in the club. Rather than updating the record with the Field Trip code, she
should be excluded from the update so that the office entry of In-School Suspension
stands.
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Also, the listing can be used to inform the activity teacher or coach which students will not
be participating because they are absent.

The Activity Absence Listing, which is a narrow, 80-character report, includes the
following information:

Student ID number

Student name

Grade

House/team

AM and PM bottom line absence codes

Arrival and dismissal times (if you have entered times during attendance entry)

OOooggdg

Menu Access:
Reports > Daily Attendance >Activity Absence Listing.

Sample Activity Absence Listing Window

€| Activity Absence Listing F— ][.D ]['R]

Flla. Edit Halp

I l=pimrk iabarrnsbinn

F ”i'T' ~hig report lists studchlz who arc marlied absent and w 11K
\-.l) includes attcndance information. . The report can bo

distribated Amily b Ham boldnsg's besclees - B aclk |

Hepark Iphionses

I lialdnag * A L I T U N P
Allerdarice Dale * | 02/03/2005 g "
Frirt Akl Phd ar Both f.é:n;tlli';' | E

Auctiily List . : =
Bk e [Ship O Liney |

Fiaport Haadar
|

= |

40|

Mdvancad

l':“ Select Sludenly ] l# 1 Sl Sluderily

ot L phiones

Iepark Fale Marne * BRI LA AAb sk ik
Lo File Naine * (#SMERPTOIR Adatavt Iy
Fun az a Scheduled Procesz| | on EEI at

Choose 2 Luilding

Report Options — Field Descriptions

¢ BUILDING - Contains the default Building code specified in your security profile. If you
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have access to multiple buildings you can click the down arrow — to select an alternate
building.

¢ ATTENDANCE DATE - Enter the date for which you want to produce the report. The
default of the current date and displays as MM/DD/YYYY format.

¢ PRINT AM, PM OR BOTH - Contains the type of absence information you want
included on the report. APSCN recommends Both in this field.

¢ ACTIVITY LIST — Enter a list of activities for the report, or click:q and the multiselect
window will display where you can select up to 12 activities.

¢ BREAKFLAG — Select Page Eject to start a new page when it breaks or select the
number of lines (0 to 9) that should be skipped after the break. The break is determined
by line 1 in the Sort Students option. The default is defined in the Daily Attendance
System’s Configuration.

Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report

header, if desired. You may enter up to three lines of text with 76 characters in each line.

The text will be left aligned on the report. If you want the text to be centered, you must

center the text manually by entering spaces before the text. It is not designed to be

centered on the page.

NOTE: Centering will reduce the number of characters allowed. The message may
be used, for example, to make an announcement for teachers to read to
their classes, such as information on early dismissal or special meetings.
You may also describe the criteria used when the report was generated.

Advanced Section Action Buttons

Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to

use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break (start

a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Process Options Section

Report File Name -The name of the file which contains the report data (default name:
$SMSRPTDIR/datact.rpt).

Log File Name -The name of the file used to report errors during the report run (default
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name: $SMSRPTDIR/datact.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Sample Activity Absence Listing

MM/DD/YYYY MADISON ELEMENTARY
Attendance Date 017272004
.-'-'Jt'_'\'it'_\.' Asence List

AC  ART CLUE

arrive  Dismiss
Student Id Name Grd H!/T AM PM Tima Time

23047 GREZEN, KERRY T o6 F 11:00
23010 HAEAVEY, WKRISTIMA aT Fa F 11:00
23030 HAWTIN, DERRICK 1 a7 F 11:00
23031 HAWTIN, FRANK & a7 F 11:00
23037 HAWTIN, JODI K o6 F 11:00
23033 JEFFRIES, TRENT 3 & F 11:00
23013 KANE, TIMOTHY a6 7B F 11:00
23002 LANG, WICDLE A 0E R F 11:00
23015 PATTERSOM, KELLY o o6 SR F 11:00
23001 PERKINS, SARA J ] R F 11:00
23008 WALLACE, SEBASTISN A 0E BE F 11:00
TOTAL 12
TOTAL NJMBER OF STUDENTS 12

The Verify Attendance option on the Daily Entry for Attendance menu is a program that
validates the daily attendance data against other student data tables. You can choose to
have the Verify Attendance list invalid absences OR delete them. You may use the Verify
Attendance before running daily reports, but it is not necessary.

IMPORTANT NOTE:. You may delete invalid absences after you have checked and
verified that they are invalid. Check the daterror.rpt.

The Verify Attendance MUST be run BEFORE:

[ Calculating daily attendance letters

71 Transferring daily absences to Report Cards

) Running cumulative reports

1 Running State reports

Menu Access:

Applications > Attendance > Daily Entry > Verify Attendance.
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Sample Daily Attendance Verify Attendance Screen

(f] Verify Daily Attendance

File Edit Help
&
Attendznce Information
Start Date [12/21/200 EQ
End Diate * 12/21/2004 m

Delate Invalid Absences * [

Advanced
[Eﬂt Select Students ]

Proces: Optiohs
Repart File M ame * ::’éS..H.éﬁF'.TD-IFi.-.’l:.latern:nr.rp.t.
Run az a Scheduled Proresz[ ] nn | m At |

Enter beginning date ko scan attendance records

dm Bak

B=1ES
T
@ Back |

R

Procedures

1 At the Start Date prompt, enter the first date of the range for which the Verify

Attendance is to begin validating attendance information.

2 Atthe End Date prompt, enter the last date of the range for which the Verify

Attendance is to validate attendance information.

0 NOTE: The Start and End Dates are NOT validated against school

calendars.

3 Leaving the Delete Invalid Absences unchecked will find and list the invalid
absences in the Verify Attendance log file without deleting or updating them. Only
click this prompt if you are very sure that you want the system to find and delete

invalid absences. The default is unchecked.
0 NOTE:
for review and then to correct or delete them.

You should run Verify Attendance twice: first to list the errors

4  Use the Select Students under the Advanced section to specify what information

should be checked.

0 Note: You MUST use the Select Students option to select your building

number.
5 Click OK to process Verify Attendance.

6 Click File under Choose Destination and click OK.
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A Report Status message displays a summary of the Verify Attendance process. Click
OK.

Sample Verify Attendance Report

The Verify Attendance rpt file contains a list of students who have invalid absences. Print
and verify that the absences are invalid. The last section of information shows the total
number of attendance records processed, the number of daily attendance records deleted,
and the number of invalid student absences. To print a list of students who have invalid
absences, print the daterror.rpt.

To print or view the Verify Attendance Report, select daterror.rpt from the list of

report files found in Reports > View Files > Reports.

MM/DD/YYYY DATLY ATTENDANCE ERROR SCAN PAGE : 1

———————————————— Attendance Data e s

STUDENT HAS BEEN DELETED E
NOT ENROLLED IN BUILDING

]

Ettendance Records Processed: ]
Attendance Records Deleted :

Total Invalid Absences :

s

[SE R

Sample Error Messages:

ERROR MESSAGE REASON

STUDENT HAS BEEN DELETED FROM | Absences were found for student who has been marked as deleted

REGISTRATION from the system.

NON-ATTENDANCE DAY OR DAY NOT IN | Absences were found for date(s) not in building calendar or for a

CALENDAR day in calendar which is marked as a non-attendance day.

NOTENROLLED INBUILDING ON ABSENCE | Absences were found for date(s) not within start and end dates of

DATE any regentry vectors for the student for the building from which he
or she was marked absent.

NO REGENTRY RECORD FOR ABSENCE | Absences were found for date(s) not within start and end dates of

DATE any regentry vectors for the student.

CALCULATE DAILY ATTENDANCE TOTALS

The Calculate Daily Attendance Totals option will update attendance totals for ALL

students in the district, not just students with absences. You should run this option on a

daily basis, for example, either nightly or in the morning before school starts. Consult your

system administrator concerning security resources.

Note:  You MUST run the Calculate Daily Attendance Totals option to include
students with perfect attendance in any reports from the Daily Attendance
system.
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The Calculate Attendance Totals MUST be run BEFORE:
Generating cumulative reports

Generating State reports

Printing Daily Attendance information on Report Cards
Posting Daily attendance to Student Transcripts
Calculating Daily Attendance Letters

N W A

Menu Access:
Applications > District Administration > Attendance >
Calculate Daily Attendance Totals.

Sample Calculate Attendance Totals Screen Procedures

[ﬂ Calculale Allendance Tolals
Filez Edit Help

Frocezz Intormation

=
i L]

Thiz program calculates attendance totalz for studerts. ' (0] 4

Mtterndance Totals

Building List [*OUR SCHOOL BUILDING 1 [Q Select Buidings ]

Aulvariced
[l}it Select Students

Process Options
Log File Marmsa ??SMSFIF"I'_DIFI.-"datcaI-:._IDg_

Fun as a Scheduled Pracess [ | on [ Bl a |
MNelete Barkgrinnd Bernrd

Force total calculation From the start of school Cik

1. Click the Select Buildings button to choose buildings you wish to calculate. Select
buildings and click OK or use the Check All button to include all buildings.
If you select BUILDINGS and your calendars have changed and these changes may
affect attendance calculations, the following message displays:

Chirty calendars.

All buildimgs will be calculated.
All ztudents will be calculated from the gtart of zchool,
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This means that the system automatically recalculates your attendance for all
buildings. As a result, you are not prompted to enter selective data. Click OK.

AW

Click the Force Recalculation field to recalculate attendance data from the first day
of school until the current date for every student OR leave it unchecked to
recalculate only from the current date backward to the last date recalculations were
processed

Use the Select Students in the Advanced section if you want to limit records
updated by the calculation.

Click OK to begin the totals calculation.

After the calculations are completed, a Process Complete window appears. Click
OK. Use the Reports > View Files > Logs > datcalc.log to print or display the log
file for review. At the end of the log file, a summary of the calculations is presented.
For example:

STUDENTS PROCESSED: 1293
STUDENTS CALCULATED: 1276
TOTAL PROCESSING ERRORS: a

COMPLETED :MM/DD/YYYY HH:MM:SS

NOTE: If errors were recorded, an explanation of those errors will appear in the log file.
You should correct the records before the calculations are run again.

Sample Calculate Attendance Totals Log

DATLY ATTENDANCE TOTAL CALCULATIONS LOG
Started MM/DD/YYYY HH:MM:58
User Name : wesmsZ
Studente DProcscsed : 1293
Students Calculated : 1276
Total Processing Errors: 0
Completed : MM/DD/YYYY HH:MM:E5S

CUMULATIVE DAILY ATTENDANCE REPORTS

Prerequisites
Verify Attendance Calculate Attendance Totals
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Problem Report

The Problem Report is designed to show detailed information for students with problem
attendance. You can also use this report to generate a report of students with perfect
attendance. See the end of this section for examples of the types of reports you can run
using this option.

The Problem Report can be run at any time you want a report of a particular pattern of
attendance problems. Depending on the way you define the report, it can show general or
detailed information: For example, you can list all the boys in grade 12 in homeroom 201
who were absent on two or more Fridays, or you can list all students in the building with
three or more tardies. To generate reports for students with a certain attendance pattern,
you can specify the particular codes, groups, or accumulators, and the frequency of the
absences to include.

Note: Attendance totals are automatically calculated when you run the Problem
Report. These totals are only used by the report to determine whether a
student meets the report's criteria. They are NOT stored in the Daily
Attendance Totals table.

There are three formats of the Problem Report that you can use:

STUDENT The report lists those students who meet the criteria of the report,
showing demographic information but NOT detailed attendance
information.

TOTALS The report shows attendance totals for the date range of the report as
well as demographic information for those students who meet the
criteria of the report.

CALENDAR Shows attendance information by calendar date as well as attendance
totals for the date range of the report and demographic information for
students who meet the criteria of the report.

Menu Access:
Reports > Daily Attendance > Problem Report.
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[£]lProblem Report E@@
Eile Edi: Favorites Help
Repart Information
‘:i) This repart lizts detailed information for students with problem
attendance. Y'ou can generate reports for students with 3 certain
attendance aattern or specific frequency of absences.
Repart Options
Building * 777 -YOLR SCHOOL BUILDING
Start Date " 07/15/2005 [2E]]
End Date 07/15/2005 [RE]]
Calculate on * Accumulaar V.
Range of Accumulatars = m
Range of Dccunences * a
Diays to Check MTWRF
Absences to Check Both i
Report Type * Calendar b
Break On Student Y
Curnulative or Consecutive Cumulative %
Repart Header
1
2
3
Advanced
[y select Students | (2] Sort Students
Procesz Options
Repoit File Name * $5MSRPTDIR /datprab pt
Log File Name * |$5MSRPTDIR datpob.log
Run as a Scheduled Process (] on | @ a
Choose & building 2

Report Options — Field Descriptions

¢

BUILDING — Contains the default Building code specified in your security profile. If you
have access to multiple buildings you can click the down arrow — to select an alternate
building.

START DATE -Enter the date of the first day you want to include in the report. The date
will display in the format MM/DD/YYYY.

END DATE -Enter the date of the last day you want to include in the report. The
date will display in the format MM/DD/YYYY.

CALCULATE ON -Select how you want to calculate the absences for this report:
Accumulator A report of accumulator slots (such as an accumulator set up for
all excused absences);
Code A report for particular absence codes (such as T for tardy);
Group A report for an attendance group (such as a group set up for
all health-related unexcused absences).
The value you enter here determines the range type you will select in the next field.

RANGE OF (...) OR LIST OF CODES -Enter the range using ‘|’ or “:” as the separator, or
select the appropriate codes from the Multiple Select window (up to six codes).
Depending on the value entered in the preceding field, you will see one of the following
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'l Range of Accumulators: You may enter a single accumulator number, multiple
accumulator numbers in the format 9|9|9 (for example, 1|2|7), a range of consecutive
accumulator numbers in the format 9:9 (for example, 2:4), or you can select a range of
accumulators from the Multiple Select window.

'l List of Codes: You may enter a single absence code, multiple absence codes in the
format XXX|XXX|XXX (for example, EXC|ABS|TAR), a range of consecutive absence
codes in the format XXX:XXX (for example, ABS:TAR), or you can select a range of
absence codes from the Multiple Select window.

'l Range of Groups: You may enter a single group number, multiple group numbers
in the format 99|99|99 (for example, 11|12|17), a range of consecutive group numbers in
the format 99:99 (for example, 12:17), or you can select a range of groups from the
Multiple Select window.

After you enter the code(s), press <Tab>. A prompt will display with the number of
matching codes. Click OK.

¢ RANGE OF OCCURRENCES -Enter the number of absence occurrences that you want
to establish as the criteria for this problem report. Enter O (zero) at this prompt to
create a perfect attendance report.

¢ DAYS TO CHECK -Enter the days of the week on which you want to report (M for
Monday, T for Tuesday, W for Wednesday, R for Thursday, and F for Friday).

¢ ABSENCES TO CHECK -Select whether you want to check attendance information
taken for morning (AM), afternoon (PM), or Both.

¢ REPORT TYPE -Contains the type of format you want for the report.
Student List students only.

Totals List attendance totals for the date range.
Calendar Show calendar listing of absences for the date range.

Break Flag /Break on Student - The label and functionality of this field changes
depending on the Report Type you select in the previous field:

If you select Student, the label displays as Break Flag. Enter E (for Page Eject) to start a
new page or enter the number of lines (0-9) to skip when the report breaks.

If you select Totals or Calendar, the label displays as Break on Student. Enter Y (for
Yes) to break on each new record or N (for No) to list matching records.

The report will break on the field entered as the primary sort for this report. For example,
if counselor is entered as the primary sort field, the report will break (start a new page or
skip the number of lines you specify) when a new counselor is processed.
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Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report

header, if desired. You may enter up to three lines of text with 76 characters in each line.

The text will be left aligned on the report. If you want the text to be centered, you must

center the text manually by entering spaces before the text.

NOTE: Centering will reduce the number of characters allowed. The message may
be used, for example, to make an announcement for teachers to read to
their classes, such as information on early dismissal or special meetings.
You may also describe the criteria used when the report was generated.

Advanced Section Action Buttons
Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break (start
a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Process Options Section

Report File Name -The name of the file which contains the report data (default name:
$SMSRPTDIR/datprob.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/datprob.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Sample Problem Reports

Sample Problem Report #1 - Student Report

The sample of the Problem Report illustrated below was run to check for students who
were absent or tardy on Mondays or Fridays during the specified time period. The Report
Type selected was Student; the report lists those students who meet the criteria, showing
demographic information but not attendance information. The report was sorted in
alphabetical order.
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HM/OD/YYYY Attendance Problem Report Pags : 1
From 0170172004 Through 0 /3072004
Selection made on Code(s) E[U|T; -:99 OCCurrences
Day({s) to select on: MF
Building: 23 MADISON ELEMEMTARY
Student Id Kams Sex Gd Counselor Hra Building H/T
First Guardian Home Phone Bus.ness Phone
23007 BROKWMN, ELLIOT S M 0B EVANSE R 109 23 88
BROEN, ANTHONY (610}555-5666 (E6101}566-7300
23019 HARYEY, DANIEL M 07 EVANE R 108 23 7B
HARYEY , ANNA {(610}6555-3669 (610)566-6000

Sample Problem Report #2 - Totals Report

The sample of the Problem Report illustrated below was run to check for students who
were absent or tardy on Mondays or Fridays during the specified time period. The Report
Type selected was Totals; the report shows attendance totals for the date range as well as
demographic information for those students who meet the criteria.

MM/ DD/ Y Attendance Problem Report Page : 1
From 01701/2004 Through 01,/30/2004
Selection nade on Code(s) E|U|T; 1:99 Occurrences
Day({s) to select on: MF
Bullding: 23 MADISON ELEMENTARY
Student Id Kame Sex Gd Counselor Hrm  Building H/T
23019 HARVEY; DAMIEL M OF EVWANE R 108 23 7B
First Guardian Home Phons Business Phone
HARVEY, ANNA (610)555-3669 (E610)565-&000
Reaso MF1 MP2 MF3 MP4 KRS ] ] K27 ] MED otal
EXCUSED 0.00 0.00 1.00 o.o0 0.00 0.00 0o.00 o_ob 0.00 1.00
UKEXCUSED a.0a a.on 1.00 o.00 g.o0 0.00 0.00 oot g.on 1.00
TARDY o.o00 o.oo 2.00 0.00 0.00 0.00 0.0 G.op G.00 2.00
HP TOTALS 0.6 a.0% 4.00 o.o00 g.og8 g.08 g.0e oo g.on 4.00
MEMBERSHAIF 0.00 23.00 23.00 o.oo 0.00 0.00 o.0o [ 1 0.00 45.00

Sample Problem Report #3 - Calendar Report

This sample of the Problem Report was run to check for students who were absent or
tardy on Mondays or Fridays during the specified time period. The Report Type selected
was Calendar; the report shows attendance information in a calendar format as well as
attendance totals for the date range and demographic information for those students who
meet the criteria.
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MM/ DD/ YYYY Attendance Problem Report Page : 1
From 0170172004 Through 01/30/2004
Selsction made on Code(s) E|U[T; 1:9% Occurrences
Day(s) to select on: MF
Building: 23 MADISON ELEMEMTARY
Student Id Name Sex Gd Counselor Hrm  Building H/T
23019 HARVEY, DANIEL M 07 EVANS F 108 23 7B
First Guardian Home Phons Business Fhone
HARVEY . ANN& {610}555-3669 (610)565-6000
Monday Tugsday Wednesday Thursday Friday
0171272004
EXCUSED
EXCUZED
0172372004
TARDY

01/26/2004 0173052004
TARDY

HP TOTALZ 0.00 o.o0 4.00 o.oo .00 o.oo o.on g.oo g.oo .00
MEMEBERZHIF 9.00 23.00 23.00 o.oo oo o.oo o.on g.oo g.oo 46.

Perfect Attendance Report

Procedures

AaAbbwWN -

= ©0N®

11

Enter Building code for the report.

Enter the beginning date for the report.

Enter the ending date for the report.

Enter Accumulator in the Calculate On field.

In the Range of Accumulators field, enter 11314 (if students should not have
Tardies, include the number 2 accumulator).

In the Range of Occurrences field, enter 0.

In the Days to Check field, enter MTWREF.

In the Absences to Check field, enter Both.

In the Report Type field, enter Student.

In the Break flag field, enter O for single spaced list of students. You may also use a
number such as 2 and the report will skip two lines based on the Order.
Enter cumulative in the Cumulative or Consecutive field.

Sample Problem Report - Perfect Attendance

The report illustrated below was run to check for students who have a perfect
attendance record during the specified time period. The report was sorted in
alphabetical order.
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MM DD YT Attendance Problem Report Page : 1
From 0170172004 Through ©1,30/2004
Selsction made on Code(s) E|U|T ; @ Occurrences
Day{s) To select on: MTWAF
Bulilding: 23 MADISON ELEMENTARY

Student Id Kams
First Guardian Home Phone

23021 JOHANSEN, STEPHANIE L

JOHANZEN, JOHN AND BARBARA {610)555-8246 (610}565-3000

23027 BARRYMORE, RILEY N F 06 EVANS R 107 23 8A
BARRYMORE , STEPHEN AND AMNGELA (610}555-1465 (610}565-8609

23045 KRUDER, JENNIFER D F 08 EVANS R 109 23 88
KRUDER, ANDAEW AND ELAINE {610}555-3571 (E10}565-1593

235049 NILSSON, ERIC N M 0B EVWANS R 109 23 ac
NILSSOM, BLAKE AND HELIDI {610}565-4598 (610)665-1222

23006 LOPEZ, MARIA J F 0B EVANS R 109 23 8A
LOPEZ, JOSE AND WEMDY {610}555-1470 (E10}565-4000

Problem Report (Custom)

This report is designed to show detailed information for students with specific attendance
patterns. For example, students who have exceeded a maximum number of absences, or
a maximum number of consecutive absences or have perfect attendance.

Attendance totals are automatically calculated when you run the Problem Report. These
totals are used by the report to determine whether a student meets the report's criteria.
They are NOT stored in the Daily Attendance Totals table.

There are three report formats available for this report:

Student The report lists those students who meet the criteria of the report, showing
demographic information but NOT detailed attendance information.
Totals The report shows attendance totals for the date range of the report as

well as demographic information for those students who meet the
criteria of the report.

Calendar Shows attendance information by calendar date as well as
attendance totals for the date range of the report and demographic
information for students.

Prerequisites
Run the Verify Attendance option on the Daily Entry for Attendance Process Center
before you run the Problem Report.

Menu Access:
Reports > Daily Attendance > Problem Report (Custom).

Sample Problem Report (Custom) Window

46



Daily Attendance Procedures

(£l Probilem Reporl E@@
Filz  Edik Fawatites Help
Feport Infarmation
{T\‘) Thiz el izl delailed infonnatioe To studerils sith |TIILI|J|I::III . ' Mk
I | atteridance. oL can generate reports for students with a certain
] ' atterdance pattarn or spacific frequancy of absences.
Meport Options
Duilding [777 -*vOUN SCI00L OUILDING |~
Gtart Date | 01./22/2005 I!;{Si
Crd Date * 01/22/2005 (e
Calculate an ® Ac_cumulator |
Fange of accumulators BI
Frarge of Tl aaneen e * m ]
ey o Chieck ® [MTwWRF
Alsrru e o Check Fiilh v
Frpnnl Type * Calrrnlai bl
Fiirak Mo Shnlenl [
Coinnmletive o Crrerslive w |
Meport | leader
1.
2|
3.
Mdwanced
IL‘?‘ Selen:l Shalenl= ] IEL Sinl Shalerl= ]
Frocoes Uphons
Heopart File: Marne * M bHI—‘ ILJIH.fdalprobrpt
Lag Fils Marnc * $E~Mb HI-‘ i.i.J_.I.!_-.é_._J"_dqlp_rg\_l;.lp.q
Hur az a Schoduled Proccs: [ | on I EE at
Choaose a building i

Report Options — Field Descriptions

¢

BUILDING -Contains the default Building code specified in your security profile. If you
have access to multiple buildings you can click the down arrow — to select an

alternate building.

START DATE - Enter the date of the first day you want to include in the report.

END DATE -Enter the date of the last day you want to include in the report.

CALCULATE ON -Select how you want to calculate the absences for this report:

[ select Accumulator if you want a report of accumulator slots (such as an
accumulator set up for all excused absences);

[ select Code if you want a report for particular absence codes (such as T for tardy);
[l select Group if you want a report for an attendance group (such as a group set up
for all health-related unexcused absences).
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The value you enter in this field determines the range type you will select in the next
field.

¢ RANGE OF (...) OR LIST OF CODES -Enter the range using ‘| or .’ as the separator, or
select the appropriate codes from the Multiple Select window (up to six codes).
Depending on the value you specified in the preceding field, you will see one of the
following field names:
'l Range of Accumulators: You may enter a single accumulator number, multiple
accumulator numbers in the format 9|9|9 (for example, 1|2|7), a range of consecutive
accumulator numbers in the format 9:9 (for example, 2:4), or you can select a range of
accumulators from the Multiple Select window.
[ List of Codes: You may enter a single absence code, multiple absence codes in the
format XXX|XXX|XXX (for example, EXC|ABS|TAR), a range of consecutive absence
codes in the format XXX:XXX (for example, ABS:TAR), or you can select a range of
absence codes from the Multiple Select window.
1 Range of Groups: You may enter a single group number, multiple group numbers
in the format 99|99|99 (for example, 11|12|17), a range of consecutive group numbers in
the format 99:99 (for example, 12:17), or you can select a range of groups from the
Multiple Select window.
After you enter the code(s), press <Tab>. A prompt will display with the number of
matching codes. Click OK.

¢ RANGE OF OCCURRENCES -Enter the number of absence occurrences that you want to
establish as the criteria for this problem report. Enter 0 (zero) at this prompt to create a
perfect attendance report.

¢ DAYS TO CHECK -Contains the days of the week on which you want to report.

¢ ABSENCES TO CHECK -Select whether you want to check attendance information
taken for morning (AM), afternoon (PM), or Both.

¢ REPORT TYPE -Contains the type of format you want for the report.
Student List students only.
Totals List attendance totals for the date range.
Calendar Show calendar listing of absences for the date range.

¢ BREAK FLAG /BREAK ON STUDENT -The label and functionality of this field
changes depending on the Report Type you select in the previous field:
If you select Student, the label displays as Break Flag. Enter E (for Page Eject) to
start a new page or enter the number of lines (0-9) to skip when the report breaks.
If you select Totals or Calendar, the label displays as Break on Student. Enter Y
for Yes) to break on each new record or N (for No) to list matching records. The
report will break on the field entered as the primary sort for this report.
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¢ CUMULATIVE OR CONSECUTIVE - Select based on cumulative absences or
consecutive

Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report header, if
desired. You may enter up to three lines of text with 76 characters in each line. The text will
be left aligned on the report. If you want the text to be centered, you must center the text
manually by entering spaces before the text. It is not designed to be centered on the page.
NOTE: Centering will reduce the number of characters allowed. The message may be
used, for example, to make an announcement for teachers to read to their classes, such as
information on early dismissal or special meetings. You may also describe the criteria used
when the report was generated.

Advanced Section Action Buttons
Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
sort order specified in the Daily Attendance Configuration option. The report will break (start
a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Process Options Section

Report File Name -The name of the file that contains the report data (default name:
$SMSRPTDIR/datprob.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/datprob.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Detail Report

This wide report (132-characters) is designed to show Entry/Withdrawal codes and dates,
as well as totals for up to six Daily Attendance codes, groups, or accumulators, and for the
total number of accumulated membership days. The report provides attendance totals and
subtotals for your school district, buildings, grade levels, curriculum codes, and students
throughout the marking period or school year.

Menu Access:
Reports > Daily Attendance > Detail Report.
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Prerequisites
Run the Verify Attendance option on the Daily Entry for Attendance Process

Center before you run the Detail Report.
Sample Detail Report Window

[¥] Attendance Datail Raport
Cilm  CAi- Li=lp

Mepnrk Lfarrnstio
f“i“ | For sach studant, this report shows Entrg ithdrawal codes anc dataz; v LK.
e tatals for up to g O zily Attendance codes, groups, or accurmnulalors;

and the total nurnber of accurnulated mambearchip davs. |h Eack.

Fiepinl Oiplir s

Lenlding Lisk = | 777 [g]
Start Clatc " 024102004 EIH|

End Crats ™ [o2s10.2004 EER|

Codc. Group or Accurulator 5_::‘1‘«;:-:urrul;:'|'tnr Py

F ange of Accumulators
Puinany Suit * |Entg it vl Buibing ] |
Ereak. Flay * P-:II_.II:'E|I:'L|. =

Frint Totalz Omly |:| o -

Report Haadear
A

oo

Mdvanced

lE“ Selecl Sluderily ] l; 1 Sl Studerily

Froces: Options

Feport File Mams $SM SFE F'TDIFIa'n:Tatdatrpt
Log File MNams * $5MERPTDIR/datdet. log
Fun as a Scheduled Proces: || on m at

VR

Entcr roport cnd daks

Report Options — Field Descriptions

¢

BUILDING LIST -Your default building displays in the Building field. If you have security
privileges to change buildings, enter the Building code(s) for which you are generating
the report or click to select the buildings in the Multiple Select window.

START DATE — Enter the date of the first day you want included in the report. This is
usually the first day of the school year.

END DATE -Enter the date on which you want the report to end.
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¢ CODE, GROUP, OR ACCUMULATOR -Select how you want to calculate the
absences for this report:
Accumulator A report of accumulator slots (such as an accumulator set up for
all excused absences);
Code A report for particular absence codes (such as TAR for tardy);
Group A report for an attendance group (such as a group set up for
all unexcused absences).
The value you enter in this field determines the range type you select in the next field.

¢ RANGE OF (...) OR LIST OF CODES -Enter the range using ‘|’ or .’ as the separator, or
select the appropriate codes from the Multiple Select window (up to six codes).
Depending on the value you specified in the preceding field, you will see one of the
following field names:
1 Range of Accumulators: You may enter a single accumulator number, multiple
accumulator numbers in the format 9|9|9 (for example, 1|2|7), a range of consecutive
accumulator numbers in the format 9:9 (for example, 2:4), or you can select a range of
accumulators from the Multiple Select window.
[ List of Codes: You may enter a single absence code, multiple absence codes in the
format XXX|XXX|XXX (for example, EXC|ABS|TAR), a range of consecutive absence
codes in the format XXX:XXX (for example, ABS:TAR), or you can select a range of
absence codes from the Multiple Select window.
1 Range of Groups: You may enter a single group number, multiple group numbers
in the format 99|99|99 (for example, 11|12|17), a range of consecutive group numbers in
the format 99:99 (for example, 12:17), or you can select a range of groups from the
Multiple Select window.

After you enter the code(s), press <Tab>. A prompt will display with the number of
matching codes. Click OK.

¢ PRIMARY SORT -Select the primary sort and break field. These fields dictate how a
student’s attendance information is displayed on the report.

No Primary Building Sort - Use this option to analyze student enrollment and
attendance information for any field in Demographics or Entry/Withdrawal.

71 Report breaks and includes totals for the first column selected in Sort Students.
1 Report includes students who are currently enrolled in one of the buildings selected
for the report.
O All the student’s entry/withdrawal records are listed together. The totals for the
student reflect all enroliment and attendance information for the student.

Entry/Withdrawal Building - Use this option to analyze student enroliment and
attendance information for each building. This report allows you to print totals for
membership and absence information for the specified building.

1 Report breaks and includes totals by building and the first column selected in Sort
Students. Building totals reflect only the enroliment and attendance information for the
building.
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"1 Report includes students who were enrolled in at least one of the buildings selected
for the report at any time during the selected range.

71 Only the entry/withdrawal records for the building are listed. A student who
transferred buildings may be listed multiple times on the report. For example, the report
will print the student’s enroliment information specific to each building within that
building’s list of records.

Current Enrollment Building -Use this option to analyze student enroliment and
attendance information for students currently enrolled in a building. This report allows
you to view the student’s overall membership and absence information and see the
trends of the student’'s movement between buildings
1 Report breaks and includes totals by building and the first column selected in Sort
Students. Building totals reflect the total enrollment and attendance information for
students currently enrolled in the building.
1 Report includes students who are currently enrolled in one of the buildings selected
for the report.
[ All the student’s entry/withdrawal records are listed together. The totals for the
student reflect all enroliment and attendance information for the student.

¢ BREAK FLAG -Select Page Eject to start a new page when the report breaks or
select the number of lines (0-9) that should be skipped after the break. The report
will break on the field entered as the primary sort for this report.

¢ PRINT TOTALS ONLY -To produce a report listing only attendance totals, check the
checkbox. If you want the report to list student data as well as totals, leave the
checkbox unchecked. The default is unchecked.

Report Header Section

(Free Text Fields) 1-3 -In the Report Header field(s), enter free text for the report header,
if desired. You may enter up to three lines of text with 76 characters in each line. The text
will be left aligned on the report. If you want the text to be centered, you must center the
text manually by entering spaces before the text. It is not designed to be centered on the
page.

NOTE: Centering will reduce the number of characters allowed. The
message may be used, for example, to make an announcement for
teachers to read to their classes, such as information on early
dismissal or special meetings. You may also describe the criteria
used when the report was generated.

Advanced Section Action Buttons
Select Students Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Sort Students Opens the Advanced Sort window, in which you can select the criteria to
use to sort the report. The sort options you specify in this window will supersede the default
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sort order specified in the Daily Attendance Configuration option. The report will break (start
a new page or skip lines between primary sort fields, depending on the option selected in
the break field) when the value specified in the first sort field is processed, and the report
will display the records in the order specified by any additional sort fields specified.

Process Options Section
Report File Name -The name of the file that contains the report data (default name:
$SMSRPTDIR/datdet.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/datdet.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Procedural Notes To exclude no-show students, use the Select Students option and
enter the Entry/Withdrawal table withdrawal code (with_code) not equal to the value of your
no-show code (typically NOS).

Sample Detail Report - Totals Only
You can generate a Detail Report to produce statistics in a number of different
combinations, depending on how you define the report. This report was sorted by grade.

HE/DD/YYYY Attendance Detail Report Page : 1
From 0B/1E/2003 Through 020472004

Regantry

Totals Students Recorcs EXCUSED UNEXCUSE TARDY ALD_M.
o5 4 120 33.00 24.00 30.00 9s.00
05 21 125 40.00 21.00 a7t.oo 98.00
o7 113 123 24_00 i3.00 35.00 8&.00
oa 23 133 S0.00 33.00 G62.00 95.00
BUILDING 23 MADISON ELEMENTARY 471 01 147._00 91.00 16+.00 384.00
GRAND TOTAL 471 a0 147.00 91.00 162.00 3a84.00

Sample Detail Report - No Primary Building Sort

The sample of the Detail Report illustrated below shows excused absences for students
enrolled in a specific building and driven by the Demographics table (reg). The report was
generated based on Code to display occurrences of excused absences. It lists
entry/withdrawal information, attendance totals for the code entered, and Aggregate Days
Membership (A.D.M.) for each student.

The Select Students option was used to filter the report based on curriculum code. The
Sort Students option was used to set up the report with disability as the first column in the
Advanced Sort window.
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MM TN YYYY Attendance Natarl Bepart Bage - 1
From @107 7200 INFQUgn 91/au 0 Zuons

Eniry Dale-Cd Duildism Gal & Grim RAea Su% Wilh Dale-Gd EXGUSED A-D.H-
23033 JEFFRIES, TRENT B Sex: M HiT:
081872003 SNY I3 20048 O0E SE =) EQ o.00 2i.00
A TOTALD
ETUDENTE :© 1 NEGENTNY MRECONDE : 1

23059 GEORGE, KIM Sea. F RIiT.
GO/ 10 2000 INY 23 Z004R 0G 3IC R oo 1.00 E1.00
23054 JEFFRIES, HOLLY T Zex: F HIT:
DA TR SIS SN S FINEHE O H #h ooun #1 Wa
CR TOTALD
ETUDENTE :© o2 NECENTYY NECONDE : O3
1.00 21.00
CNAND TOTALE
ETUDENTE : 3 NECENTMY NECONDE : 3

1.00 E3.00

Sample Detail Report - Sort by Entry/Withdrawal Building

The sample of the Detail Report illustrated below shows excused absences for Building
23. The report was driven by the Entry/Withdrawal table (regentry) and generated based on
Code to display occurrences of Excused absences. It lists entry/withdrawal information,
attendance totals for the code entered, and Aggregate Days Membership (A.D.M.) for every
student in the building. The report was sorted in alphabetical order by grade.

MM/ DDV YYYY Attengance Detail Report Page @ 1
From 0B/1B72003 Through 010272004

Entry Date-Ca Builging cal B0 Grlm Res 3p% With Date-Cd EXCUSED A.D_M.
23005 SURNS, Sex: M HIT:
UE/18/2003 3NY R 05 01 R 08/ 18/2003 WIQ 100 1.00

230156 HEMRY, SHANE L Sex: M HIT: BA

08/18/2003 SNY 23 2004R 05 01 R 10/13/2003 TR 2.00 41.00
23012 LOGAN, CAMERON Bex: M H/T: 5A

0a/18/2003 3NY 23 2004 05 01 R o.oo 119.00
23011 LOPEZ, CARLOS A sex: F H/T: BA

0871872003 3NY 23 20048 05 01 R 1.00 119.00
23040 SHANSOH, ANN 3 Ssu: F HIT: BB

0871872003 3NY 23 2004R 05 01 R 3.00 118.00

STUDENTS - & REGENTRY RECORDS : 6

9.00  46B.00

Sample Detail Report - Sort by Current Enroliment Building

The Detail Report illustrated below shows excused absences for a specified building. The
report was driven by the Demographics table (reg) and generated based on Code to
display occurrences of excused absences. It lists entry/withdrawal information, attendance
totals for the code entered, and Aggregate Days Membership (A.D.M.) for every student
in the building. The report was sorted in alphabetical order by grade.
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HE DD/ ¥YYY Attondanec Detaxl Meport rage = 1
Fovmm BAJ IR FOO% Themegh 07 (0477004
" Ml e Pasil [ [P I Fiwc Wi 10 Pl 1 WIS AN M
EJOOC DURNI, TIMOMAS dex: M IneT:
Ui TEROUE Y FF LUDIL Us I H O TE LU0 W 1.uw 1.uw
23016 HENNY, EHAHE L EBox: M HI/T: BA
LI TEDT A FOOSE 08 0 L] 1Ry IAfAN0A TR EROT] 41 an
AANI2 | MMeANR CaMPEON R ™ H/T s
G0/ 4072000 INY 23 20048 0C 04 R .08 118.08@
220011 LOPCZ, CARLO3 A Qex: T 1T A
BH T UUUE BT s SR Us Ul " T.uw AR ETRTE
23010 EHANGCOM, ANMH © EBox: F HfT: EB
LAY TEET R 23 FA0<R A8 0 L A oae s an
HABULS MEAHES JH, EEMNN=IH W Lewo oM H Iz
G0/197 2000 3INY T E004R 05 01 R 10/24/2002 TR 1.00 40.00
1O RATHO0S BS ¥ LU0 U8 U7 H T =U_UD
STUNENT SPEFNTEY GFCORMS ] % 0o 117 oo
05 TOTALE
SIVUENIS © & HEGEN |H¥ SEUUHLE D S

ie.ow@ FiG.00

DAILY ATTENDANCE LETTERS

Daily Attendance letters are used to report attendance problems to a student’s parents or
guardians. The software compares attendance totals with letter criterion setup by the
district to determine which students should receive letters. To generate Daily Attendance
Letters you must:

One Time Setup:

0 Complete the Daily Attendance Configuration prompts

0 Create Letter Criteria

0 Create Form Letters

Daily or Weekly:

0 Calculate Attendance (Calculate)

0 Generate a Data Merge File (Print)

0 Generate a Listing of Eligible Students (List)

0 Merge the Form Letters with the Data Merge File (Unix Letter Merge)
0 Print the merged letters (Reports > View Files)

NOTE: Attendance records of those students who transfer into another building within
the district CANNOT be carried over. They MUST be re-keyed into the system.

Setup Requirements

Configuration Menu Access:

Applications> District Administration> StudentPlus Configuration >
Daily Attendance.

Select a building from the dropdown menu and click OK.
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Sample Daily Attendance Configuration Window
[f] Daily Attendance Configuration E@

File Edit Links Help

= |
Search
Configured Buildngs | 3 - BUILDING 3 SCHOOL v oK,
Man | Sor

Day Mumber 2 Print * r-rrurs:}'ip D ._H Mumber
Last Date ta Calculate Totals * :DE_;-'_LT!ﬁ!EE_I_DE_ [E )

Demographic Columng for Control Table Build 3leg.homeroom,reg._s.t.uden.tname

Scan Sheets

Shoct Type Folm#551 [Tcar l;flf] v
Bubble Character(s) Hliix - .
A'Abgence Code (U '

'T'Abzence Code | T :

Letter Print Sewp
Forrn Letter File M ame ::-"L'Jsr'.-"users.flérsmij;dét

Letters in Multiple Languages []
Lizt of Letter Language Codes |

Change Stamp
Lazt modified by meand.0 on 1 /072005 at 155708

OYR

Select day numbet

In the Letter Print Setup section, the Form Letter File Name field MUST have the

following path name: /usr/users/(your login)/dat

NOTE: The login name entered in this field MUST match the login of the person who
types the letter templates in the Daily Attendance system.
If you need letters in multiple languages, you will have to use WordPerfect or
Microsoft Word to accomplish this.

Absence Codes

Absence codes for the district MUST be entered into the system. Select Applications >
District Administration > Attendance > Absence Codes to enter absence codes.
Setup all absence codes that will be used by your district. Absence codes should
include Tardy, Suspension, Homebound, etc. if you wish to maintain these types of
absences.

Calculate Attendance Totals
The Calculate Attendance Totals option will update attendance totals for ALL
students in the district.
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Letter Criteria

Letter Criteria determine which students qualify to receive daily attendance letters. A

separate criterion should be setup for each type of letter. When the Calculate Attendance

Letters option is run, the system determines which students have absences that meet the

letter criteria selected.

NOTE: \Letter criteria should NOT be changed once you start calculating letters.
Changes in criteria may cause inaccurate records and inconsistent letter
calculations.

Menu Access:
Applications > Attendance > Attendance Letters (Custom) > Criteria.

Enter the Building under the Search Criteria section and click OK.
Highlight a criterion in the search results window and click OK.
Sample Daily Attendance Letter Criteria Window

[#] Daily Attendanca Lattar Critaria
File Edit Hslp

Euilding * 3 BU_I_!._D_INC_%__S_S_C_EHD_CIL
| nbena Mumber * 1
Description * D&Y LETTER

Occurrencs Masges * |

-

b arimum Lattars

Abszences ta Creck " ,Bolth &M and PM

Dy Lo Cheuk * |MTwRF

Evaluate Abscrecs * [Codo -

Ealuation List A | A0S lgj
E-waluation List B @
Rezat Count ™ ES.srns.ster L

I e i 1)etail ® i 11

Abzences to Print 'i_e_t_u_a_r Feriod v

Charge Slainp

Lazt modihed by cjordan on U222007'3495 ak 412441

OV

Chack Far conkinuaus mads

Letter Criteria — Field Descriptions

¢ BUILDING - Contains the building number of the building for which you are entering
criteria. This is a display only field.

¢ CRITERIA NUMBER - Contains a one to two-digit code to identify the criterion being
defined. This field is display only on this screen.

¢ DESCRIPTION -Enter a description (up to 30 characters) to describe the criterion.
(Example: 3 Day Letter)
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¢

OCCURRENCE RANGES -Enter the number of occurrences of the absence code(s) that
the student MUST obtain in order to receive the letter. You may enter a single number,
multiple numbers separated by commas, or a range of numbers separated by a colon.

Use the form 9 for a single number or 9:12 for a range of absences.

MAXIMUM LETTERS -Indicates the number of times this letter will be generated for a
student who meets this criterion.

ABSENCES TO CHECK -Use the dropdown menu to specify which absences are to be
checked for this criterion, AM, PM or Both.

DAYS TO CHECK -Verify days of the week that should be checked for absences. (For
most schools, cycles days are identified as MTWRF but some schools have AB cycle
days.)

EVALUATE ABSENCES - Click the down arrow — to display the dropdown menu and
select either Code, Accumulator or Group to indicates how you want the system to
evaluate absences. Most often Code is used in the field to indicate absences will be
evaluated based on absence codes in the student’s records.

EVALUATION LIST A/B -Enter the codes you want to be checked for this particular

letter separated by a pipe or commas (Example: UJABS|S) or click a to select the
codes to be evaluated.

RESET COUNT -Enter the appropriate code that will be used to start over when
counting absences for letters. Examples: M (Marking Period), N (None), or S
(Semester).

LINES OF DETAIL -Enter the number of detail lines, a section of the letter containing
attendance information about the student, will be included in the letter for this criterion.

NOTE: All the detail lines specified will print. The length of the letter on the page restricts

¢

the number of detail lines that print. Limit the length of the letter, if you wish to
print a large number of detail lines.

ABSENCES TO PRINT -Click the down arrow — to display the dropdown menu and select
what type of attendance information will be displayed in the detail lines of the letter.
Letter Period If you want to print only the absences that were recorded during
a given letter period, then enter the default Letter Period. A
letter period represents the range of dates that will be checked
when letters are calculated.

If you want to print absences for the entire year, enter Year To
Date.

Year to Date
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Creating Daily Attendance Letter Templates

Daily Attendance letters are used to report attendance problems to a student’s parents or
guardians. The software compares the student attendance totals with district-defined
criterion to determine which students should receive letters. In order to for the program to
generate a letter, a letter template must be created for each criterion and language code.
Use the Unix Letter Merge Utility to create your daily attendance form letters

Menu Access:
Applications > Attendance > Attendance Letters (Custom).

Under the Daily Attendance Letters menu, click the Unix Letter Merge button.

Sample UNIX Letter Merge Utility Screen Procedures
[£] UNIX Letter Merge Utility M=E3

File Edit Favorites Help

Information
f H:_i. < Thiz option alloves wou to perform a mail merge without having
| | to download output from the Letters programs to a PC.
COptionz
e el 7 77 - 'OLF SCHOOL BUILDING [ v|
Package  DAILY ATTENDANCE
Merge File™ [$SPSRPTDIR/datprt.

Froceszs
Output File Mame * $SPSHF‘TDIHHdatmergerpt
Lag File Name * |$5PSRPTDIR datmerge.log
Fiun as a Scheduled Procesz [ ] on EQ at |

Edit Template

Select the building number

v K

CYE

Your default building displays in the building field. If you have security privileges to change
buildings, enter the Building code for which you are creating the letter template or click the
down arrow — to display the dropdown menu and select an alternate building.
1. Click the Edit Template button in the lower left corner of the UNIX Letter
Merge Utility window and the Edit Template window displays.
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[ﬂ Edit Template g@@

Criteria Mumber [ -@|
Languags Cade @. -;

2R,

Enter the criteria number For the prirnary Fle name

2. The cursor will be in the Criteria Number field. CIick:q to select a Criteria

Number and Language Code (if using multiple languages) and click OK. If

no template exists for the criteria selected the following message will display.

( ’3 The template fonline_arc/tapdirduzemames13/datl] cannot be found,
oy Do pou want to create a new empty template?

| Yes | ’ M ]

w

Click the Yes button to continue to the Edit Template window.

4. If you have not previously entered a letter template for this criterion the Edit

Template window will be blank. If you have already created a letter template,

the letter will appear. Refer to the following page.

5. Type your letter, as you want it to appear. Where fields are to be pulled into

the letter, use the field numbers indicated in the Daily Attendance Merge

Codes Listing on page 85. See sample letter displayed below. Make certain

to allow ample blank spaces after the merge code field for the program to
insert the information.

Note: Be sure to precede each field number with the tilde (~) symbol.

To exit the Editor press <CTRL- X>.

Save modified buffer: Press Y.

Filename to write: Press <ENTER> to save the letter using the default
filename. DO NOT change the filename.

© N
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F#l Ldit lemplate =

| TOWN SCHOOL DISTLICT |
1ULU STATE L IV' UF.

LLTTLE MULK Al VEZeux
$m Rk

~1l& ~15
~1% ~Z0

=l -EE -ED

Deasr 1G5 -40:

This letteor is to inform you thabt your child, =10 has hed 27 uncircuscd ak
marliing period -2€ on the dotes noted bolow. The school's attondonoco
policy is arplainad 1n tha parant and Sstudant handb ook reosivad by all
studants st ragistration. Attendance in school 1s tha responsibility ot
tha parent or fguardisn) and tha studant.

B srudenT whn acmiitres fiwe nr moce aneyruEed shEehces 15 remiired To
meAT. TTirh A Schonl comsEelar o and hils nr hier pAarents o dAlsmiss The
SrUAAKT. ' S ATT.ANAATCS r\rnhlﬂ-m: Plerase MOmTART. ~d40' S f‘ﬂll?"-‘-ﬁTl’\l’r ~2F Aarn

SS53-1Z43. TO arrange conrerence.

Bincerely .

CT Jordan

~28
=1 2

Cdit the letker Ezmplate UNH

Sample Daily Attendance Letter Template
APSCN High School 101 E.

Capitol Little Rock, AR

72201

~42 ~43 ~10 ~11
~12,~13 ~14

Dear ~42 ~43,

The purpose of this letter is to inform you that ~40 has missed ~37 days of school. As you
know school policy requires that a parent contact a student's teacher when the student has
missed ~37 days. Please call our office at 555-1234 to arrange a conference with ~40's
teacher.

Sincerely,
Principal
~38
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Daily Attendance Merge Codes Listing

1 - primary file name

2 - building number

3 - run date of the attendance letter calculation
4 - start date of the attendance letter calculation
5 - end date of the attendance letter calculation
6 - student id

7 - student name

8 - apartment number

9 - apartment complex

10 - lot number

11 - street name

12 - city

13 - state

14 - zip code

15 - guardian name

16 - guardian title

17 - guardian apartment number
18 - guardian apartment complex
19 - guardian lot number

20 - guardian street name

21 - guardian city

22 - guardian state

23 - guardian zip code

24 - school house

25 - grade

26 - language

27 - counselor number

28 - counselor name

29 - homeroom teacher number
30 - homeroom teacher name

31 - user defined field 1

32 - user defined field 2

33 - user defined field 3

34 - user defined field 4

35 - user defined field 5

36 - period the attendance totals were reset for
37 - total absences for the letter
38 - absence details for the letter
39 - absence totals for the letter
40 - first name of student

41 - last name of student

42 - first name of guardian

43 - last name of guardian

62



Daily Attendance Procedures

Procedures to Calculate Letters

When you run this option, the system compares attendance totals with the selected letter

criteria to identify students who are eligible for one or more letters.

Menu Access:
Applications >Attendance > Attendance Letters (Custom).

Building - Your default building displays in the Building field. If you have security
privileges to change buildings, enter the building code(s) for which you are generating

the report or click the dropdown menu to select an alternate building.
Under the Daily Attendance Letters, click the Calculate button.

Sample Calculate Daily Attendance Letters Screen

[f] calculate Daily Attendance Letters
File Edit Help
& B

Repart Information

1 i Thz program does calculations to determing which students
I | ghould receive one aor more Dailly Attendance Leters.

Fieport Optionz

Building 3-BJILDIMG 3 5CHOOL

Reset Period Start D ate :. .-'I.-'II T -

Calculaze From 011E/2005 6] to [01/18/2005 EX3)

Criteria _ist 1:99
Frocesz Options

Log File M ame :’E.SMSFIF'TDIHfdat_letler_calc.lng

Fiun as a Scheduled Process |:||:|n — E - ét.

Enter date to begin letter calculation

=S

v K

CYR

Calculate Attendance — Field Descriptions

¢+ BUILDING -The Building code for which you are calculating letters is shown in the

Building field. This is a display only field on this screen.

¢ RESET PERIOD START DATE — Enter the date to begin calculations

¢ CALCULATE FROM - If letters are calculated each day, the Calculate From and To will
be the same. If calculating letters once a week over a range of dates, enter the dates
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for the beginning of the range and the end of the range. In a range, the Start Date is
usually a Monday and the End Date is usually a Friday.

¢ CRITERIA LIST — Use the o to select the Criteria from the Multiple Select Window or
leave the default of 1:99.

Process Options Section
In the file name fields, if you accept the default name, the new report you generate will
replace any existing data in the file.

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/dat_cls_letter_calc.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Procedures:
1 The application displays the Attendance Letters process center.
2 Your default building displays in the Building field. If you have access to multiple

buildings in your security profile you can click the down arrow — to view the drop
down menu and change the building code.

3 In the Daily Attendance Letters section, click Calculate. The application displays
the Calculate Daily Attendance Letters window.

4 Enter the appropriate information in the Report Options fields and click OK. See the
Field Descriptions for more information.

5 The Report Status box appears. After reviewing the information in the box, click
OK.

Procedures to Print Letters

Use the Daily Attendance Letters Print option to generate a data merge file. This option
DOES NOT actually print letters. This program generates a merge file so that letters can
later be merged with the letter template and printed.

Menu Access:
Applications > Attendance >Attendance Letters (Custom).

Building - Your default building displays in the Building field. If your security profile

allows access to multiple buildings you can click the down arrow — to display the drop down
menu and select an alternate building Under Daily Attendance Letters, click the Print
button. Sample Print Daily Attendance Letters Screen
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[ﬂ Print Daily Attendance Letters E@

File Edit Help

Report nformation
I@ Thiz program creates a data file that iz later mergec with the v (]

appropriate farm letters to create Daily Attendance Letters,

Report Jptions

Building 3 EUILDING 3 5CHOOL

Run Date 01/ 8/2005( QY

Fange of Run Mumbers |1 m
Word Processar I_ '-JIZZ=-=ZZLt r-.1 v

Individual Letters ]

Advanced

[Eat Sort Letters ]

Proces: Options

Cutput File M ame $SMSF|F'T U.I.Fi;“;:latzlétters.r_gt
i il N $SMSAPTDIR/dat_bllerslog
Fiun az a Scheduled Process[ | on @ at

CR

Enter word processor

Print Daily Letters — Field Descriptions

¢ BUILDING -The building code for which you are calculating letters is shown in the
Building field. It is display only field on this screen.

¢ RUN DATE - Click =] to select the date on which the letters you are printing were
calculated. Only dates on which letters were calculated can be entered.

¢ RANGE OF RUN NUMBERS - Click .= to select the Range of Run Numbers. A Run
Number is the number of a letter calculation run done on a certain date. For example, if
you calculate letters on a Friday for the week (Monday thru Friday), five-letter
calculation runs will be done (runs 1-5) on the Run Date will be Friday’s date. Enter the
calculation Run Number(s) done on the date specified in the Run Date prompt that
generated the letters you are printing.
If you calculated letters more than one time on the same day because of errors or an
addition of new records, make sure you use the latest run calculated.
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¢ WORD PROCESSOR — Use the drop down menu to change the Word Processor to 3 —
UNIX Letter Merge.

¢ INDIVIDUAL LETTERS — This option allows you to print letters for selected students.
Check to select individual letters to be printed. The default is unchecked.

Advanced Section

Sort Letters — Opens the Advanced Sort window, in which you can select the criteria to
use to sort the letters.

Process Options Section
In the file name fields, if you accept the default name, the new report you generate will
replace any existing data in the file.

Output File Name -The name of the file that contains the report data (default name:
$SMSRPTDIR/dat_letters.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/dat_letters.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Procedures

1 The application displays the Attendance Letters Process Center.

2 Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

3 In the Daily Attendance Letters section, click Print. The application displays the
Print Daily Attendance Letters window.
4 Enter the appropriate information in the Report Options fields. Make sure to change

the Word Processor to 3- UNIX Letter Merge. Click OK. See the Field
Descriptions for more information.

5 The Report Status box appears. After reviewing the information in the box, click
OK.

Procedures to Generate Letters Listing

This option will generate a listing of students who qualified for attendance letters. It is not
mandatory to run this report in order to generate attendance letters but APSCN
recommends you print this report prior to merging the list of students who qualified for an
attendance letter to check for errors.

Menu Access:
Applications > Attendance > Attendance Letters (Custom).
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Building - Your default building displays in the Building field. If you have access to
multiple buildings you can click the down arrow — to select an alternate building.

specified in you security profile.
Under Daily Attendance Letters, click the List button.

Sample Daily Attendance Letters Listing Screen

(¥] Daily Attendance Letters Listing

Listing End Date * | 01,/18/2005

Advanced
[E‘Et Select Letters ]

Frocessz Optiokz
Output File Mame * — [§5M2
$SMSRPT DIF /dat_leter_lilog
Fun az a 3cheduled Process [ on _ B EE at 5'

Log File Mame *

Enter first letker calculation dake to include in report

File Edit delp
&
Report [nfarmation
]: i ] Thiz repoit generates a lizting of studentz and the D aily V 0k
| | Attendance Letters they are eligible bc receive.
Report Optionz
Building '3-BUILDING 35CHOOL
Listing Start Date * | FPEETENIG (@}

CYE,

Letter Listing — Field Descriptions

¢ BUILDING -The Building code for which you are calculating letters is shown in the

Building field. It is display only field on this screen.

¢ LISTING START DATE - Select the first letter calculation date to include in the report.
The date must be a valid run date (dates on which the Calculate Letters option was

run).

LISTING END DATE - Select the last letter calculation date to include in the report. The

date must be a valid run date (dates on which the Calculate Letters option was run).
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Advanced Section

Select Letters — Opens the Advanced Search window, in which you can specify the
criteria, used to search for students to include in the report.

Process Options Section

In the file name fields, if you accept the default name, the new report you generate will
replace any existing data in the file.

Output File Name -The name of the file which contains the report data (default name:
$SMSRPTDIR/dat_letter_list.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDI/dat_letter_list.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.

Procedures

1 The application displays the Attendance Letters Process Center.

2 Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

3 In the Daily Attendance Letters section, click List. The application displays the
Daily Attendance Letters Listing window.

4 Enter the appropriate information in the Report Options fields and click OK. See the
Field Descriptions for more information.

5 The Print window appears. Choose the Destination and Printer Options. Click OK.

6 The Report Status box appears. After reviewing the information in the box, Click
OK

Procedures to Merge Letters

The final step in creating the attendance letters is merging the letter templates with the data
merge file. This option does NOT print the actual letters. It only sends them to a file with the
name datmerge.rpt. You must use the Report > View Files option to print the merged
letters.

Menu Access:
Applications > Attendance > Attendance Letters (Custom).

Under Daily Attendance Letters, click UNIX Letter Merge Utility button.
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Sample UNIX Letter Merge Utility Screen

[£] UNIX Letter Merge Utility
File Edit Favorites Help

[rformation

Thiz option alloves wou to perform a mail merge without having
to download output from the Letters programs to a PC.

v K
COptionz

VTR 41 - HIGH SCHOOLWEST
Package  DAILY ATTENDANCE
Merge File ™ |$SPSRPTDIR/dat_letters rpt

Process

Dutput File Name * $3PSRPTDIR/datmerge. ipt

Log File Name [$SPSAPTDIR/dalmerge log
Fiun as a Scheduled Procesz [ ] on EQ at |

Edit Template

CYE

Select the building number

Options Section

. Building - Your default building displays in the Building field. If your security profile
allows access to multiple buildings you can click the down arrow — to display the
drop down menu and select an alternate building.

. Package — Daily Attendance (display only field).

. Merge File — APSCN recommends you do not change this field.

Process Options Section

In the file name fields, if you accept the default name, the new report you generate will
replace any existing data in the file.

Output File Name -The name of the file that contains the report data (default name:
$SMSRPTDIR/datmerge.rpt).

Log File Name -The name of the file used to report errors during the report run (default
name: $SMSRPTDIR/datmerge.log).

Run as a Scheduled Process -Checked if this report is scheduled to run at a selected
date and time. Enter the date and time, using 24-hour time, in the appropriate fields.
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Procedures

1
2

3

4

5

The application displays the Attendance Letters Process Center.

Your default building displays in the Building field. If you have security privileges to
change buildings, select the building.

In the Daily Attendance Letters section, click UNIX Letter Merge. The application
displays the Calculate Daily Attendance Letters window.

Enter the appropriate information in the Options fields and click OK. See Field
Descriptions for more information.

The Report Status box appears. After reviewing the information in the box, click
OK.

Send Merged Letters to Printer

Menu Access:
Reports > View Files.

Select Reports and click OK.

Highlight the flename datmerge.rpt and click OK.

Click Printer or Screen for the file destination and click OK.
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