~

Campus

Attendance Wizard

Attendance Wizard Information

The Attendance Wizard records attendance for students in the selected school. It always allows users to edit attendance
and delete attendance records for any given day of the school year.

There are several ways to record attendance. Below are definitions for each mode available.
« Daily — marks student attendance for the entire day.
« Period — marks student attendance for the selected period.
» Batch — marks student attendance for a range of dates.
« Edit — modifies previously entered attendance information.
« Batch Edit — marks student attendance for a date and time ranges, as well as for specific period absent.
 Check In/Check Out — marks the student in or out of school based on the time the student leaves.

A tool exists when entering the attendance on all of the mode selections. This Overwrite Existing Marks option, when
checked, will overwrite all previously entered attendance entries for the date entered when the user clicks the Save icon.

An option to Leave Existing Comments is also available. When recording attendance, the attendance person can mark the
Leave Existing Comments Unchanged checkbox. This will use the attendance comments that were made by the teacher or
previous attendance person.

Accessing Attendance Wizard

From the Index, expand the Attendance
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folder by clicking the plus (+) sign.

Select the Attendance Wizard tool. The
Attendance Wizard search screen will
appear.

There are 4 sections to the Attendance Wizard.
1. Attendance Date
2. Mode
3. Students
4. Daily/Period/Batch/Edit/Batch
Edit/Check In /Check Out

Daily Mode
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‘ Attendance Date:

1. Enter an Attendance Date in the
Attendance Date field by typing in the date
field in mmddyy format or by clicking the
calendar link next to the field and selecting a
date. The current date will automatically be
entered into the date field.

‘ Mode:

2. Select the Daily mode. The Daily mode
records attendance for the entire day.
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NEW --- Leave existing comments unchanged
4.Daily Enter attendance information and click Save

Aftendance Code w

Comments

ion= | Append comments W
Cverwrite existing comments

[V overwrite Existil

Leave existing comments unchanged

|:| Cwveryrite Existing Data

‘ Students:

3.

Enter the search criteria to search for the
students that need to have attendance marks.
These search criteria options are listed.

Click the Search button for the students that
need to be marked absent. Notice that the
screen refreshes with a list of students in
column B. If only one student appears in
column B, that student’s name will
automatically appear in Column C.

Select the matching students in column B by
clicking on the hyperlink of that student’s
name. The name will move to column C.
Repeat this step until all students are listed in
column C that will receive the same Absence
Code.

‘ Daily:

6.

10.

Select an Attendance Code and enter any
comments for all the students who appear in
Column C.

Optional to type Comments

Click the check box and select from the drop
down list Comments Options. Default is
Append comments. This will append the
attendance comments that were entered by
the teacher or previous attendance person.

Uncheck the Overwrite Existing Data box.
When checked all previously entered
attendance entries for the date entered will
be overwritten.

Click the Save Attendance button to save
attendance information.
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1. Attendance Date: (0332007 |
2. Mode:

udents:

Period Erter sttendance information and click Sarve

Period Mode

(C)Daily (3)Periad (")Batch (CEdt () Batch Edt () Check In () Check Out

A. Search for Students

B. Select students to add to edi list €. Click on a studert to remove from list

Lat hame Betterson, Alex L(03) 900002

Firsf Trame——"

Grade v

SENPIN

Studert #

Aft Cods v
StetusExcuse. v ¥

Cowrse -
Section

Period

ad Hoc Fiter o

Petiad Macke: The aitendance code is appiied to the selécted pariod.
Current Period v
Attendance Code v
Commerts
[overwrits Existing Data

[] Leave existing commerts unchanged.

Save Aftendance

NEW --- Leave existing comments unchanged

4.Daily Enter attendance information and click Save

Aftendance Code w

Comments //

ments Op Append comments ~

Ovarwrils Exist erwrite existing comments

Leave existing comments unchanged

|:| Cwerwtite Existing Data

Betterson, Alex - 300002

PE—

1. Enter an Attendance Date in the
Attendance Date field by typing in the date
field in mmddyy format or by clicking the
calendar link next to the field and selecting a
date. The current date will automatically be
entered into the date field.

‘ Mode:

2. Select the Period mode. This mode records
attendance for the selected period only.

‘Students:

3. Enter the search criteria to search for the
students that need to have attendance marks.
These search criteria options are listed.

4, Click the Search button for the students that
need to be marked absent. Notice that the
screen refreshes with a list of students in
column B. If only one student appears in
column B, that student’s name will
automatically appear in Column C.

5. Select the matching students in column B by
clicking on the hyperlink of that student’s
name. The name will move to column C.
Repeat this step until all students are listed in
column C that will receive the same Absence
Code.

‘Period:

6. Select the current period and an Attendance
Code. This will mark the students absent for
the specified period.

11. Enter any Comments if needed

12. Click the check box and select from the drop
down list Comments Options. Default is
Append comments. This will append the
attendance comments that were entered by
the teacher or previous attendance person.

13. Uncheck the Overwrite Existing Data box.
When checked all previously entered
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attendance entries for the date entered will
be overwritten.

Click the Save Attendance button to save
attendance information.

Batch Mode
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4. Batch  Enter e information and click Save

Attendance Code -

From: Date 03/24/2008 E'ﬁme 1:37 PM To:Date 03/24/2008 E'ﬁme 1:37 PM

Comments. |

Comments Options Append comments -

Overwrite Existing Data

Save Attendance

. Attendance Date:

1.

Enter an Attendance Date in the Attendance
Date field by typing in the date field in
mmddyy format or by clicking the calendar
link next to the field and selecting a date.
The current date will automatically be
entered into the date field.

‘ Mode:

2.

Select the Batch mode. This mode records
attendance for the date and time specified.

‘ Students:

3.

Enter the search criteria to search for the
students that need to have attendance marks.
These search criteria options are listed.

Click the Search button for the students that
need to be marked absent. The screen
refreshes with a list of students in column B.
If only one student appears in column B, that
student’s name will automatically appear in
Column C.

Select the matching students in column B by
clicking on the hyperlink of that student’s
name. The name will move to column C.
Repeat this step until all students are listed in
column C that will receive the same Absence
Code.

‘ Batch:

Enter an Attendance Code.
Type the From date and time.
Type the To date and time.

Enter any comments if needed.
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Comments Options  Append comments

=]

(] overwrite Exig

‘_4 Append comments

Owerwrite existing comments

Save At Leave existing comments unchanged

\D Owverwrite Existing Data Jr

14. Click the check box and select from the drop
down list Comments Options. Default is
Append comments. This will append the
attendance comments that were entered by
the teacher or previous attendance person.

8. Uncheck the Overwrite Existing Data box.

|:| Owerwrite Existing Data

9. Click the Save Attendance button and
screen will refresh.

Edit Mode

1. Attendance Date: |03/419/2007 5
2. Mode:
3. Students:

(2 Daily () Period () Beteh (5 Edit () Batch Edit () Check In () Check Out
A. Search for Students

B. S Students to it list

Last Maime

First Mame

Grade

[x]
SENPIN H
Student #

Att Code [v]

Cavrse - Section

Period

Ad Hoc Fitter

E]

4. Edit Erter attendance information and click Sawe

Tndrue, Betty L(03) 500001
Betterson, Ale:x L(03) 900002
Casey, Keith M{03) 800003
Chase, Lacey (03) 900019
Cousin, Lee G(03) 900004
Dan, James D(03) 900006
Delgettie, Lee D{03) 900028
Daltan, Anges M03) 900026
rt, Bryan 4(03) 90002

James, Jun 031 300011

enoanﬂe StatusExcusePresent B

ACT: School Act A X a

Fill Down
Save Aftendance

**=Cannot record attendance . Student is not scheduled or course doesn't take attendance

utesComments

. Attendance Date:

1. Enter an Attendance Date. The current date
will automatically be entered into the date
field.

. Mode:

Select the Edit mode. All students who have
attendance entries for the chosen date will
appear.

‘ Students:

Select the student’s name in column B to
edit the attendance. The selected student will
be bold in the list.

. Edit:

Make the appropriate changes.

5. Click Save Attendance button for each
student processed.
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Deleting Attendance Entries
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. Attendance Date:

1. Enter an Attendance Date. The current date
will automatically be entered into the date
field.

. Mode:

2. Select the Edit mode. All students who have
attendance entries will appear.

. Students

3. Select the matching student in column B by
clicking on the student’s name.

‘ Edit:

The students’ absences will appear. Click
the Clear button at the bottom of the screen.
All the attendance entries will be removed.

5. Click Save Attendance. This will delete the
attendance marks for the selected student(s).
When the screen is refreshed the student’s
name will not be on the absence list for the
specific date.

Batch Edit Mode

. Attendance Date:

Enter an Attendance Date. The current date
will automatically be entered into the date
field.

. Mode:

2. Click on Batch Edit mode. This mode
allows attendance records to be entered over
a date range and can also be used to mark a
student absent or tardy for a specific period.

' Students:

Enter the search criteria to search for the
students that need to have attendance marks.
These search criteria options are listed.
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4. Click the Search button for the students that
need to be marked absent. Notice that the
screen refreshes with a list of students in
column B. If only one student appears in
column B, that student’s name will
automatically appear in Column C.

5. Select the matching students in column B by
clicking on the student’s name. The name
will move to column C. Repeat 3-5 until all
students are listed in column C that will
receive the same Absence Code.

‘ Edit:

Enter From: and To: date range for the
absences.

7. Select an Attendance Code for the
appropriate periods. And you could use Fill
Down to fill all periods if needed.

8. Uncheck the Overwrite Existing Data box.

|:| Owerwrite Existing Data

9. Click the Save Attendance button.

Check In and Check Out Mode

1. Attendance Date: 533007 5|

2.Mode:  ()Daly () Period () Batch () Ecit () Beteh Edit () Check in () Check Cut

3 A, Search for Studerts B Select students to add to et st C. Click on & student to remove from st
Stidents: e e, Bty L{73) 00001 Befercon, e L - 0002
Bietterson, Aex L(03) 900002
First Name Casey, Heth () 800003
= Chaae, Lacey (03) 500019
Grad ¥ ousin, Lez G(03) 800004
TSNP | U Dan, Jamess D((13) 800008
Delyettie, Lee D(03) 900020
s Doten, Angee (13 90028
A Code - Escort Bryan A03) 00027
StatusExcuse ¥ v
Course -
Section
Periad
At Hac Filer 2 Select Al

4.CheckIn Enter atendance information an! click Save

Check In Mode: The attendance code s apolied to alf absences priar to the time. Absences after the time will be cleared oul.
The Chech fntimestarnp will be appended into the comments,

Attendance Code | MED: Medical | v
Current Time 10:00 AM

Comments Student was ot a Dr. Apt|

Save Atendance

The Check In mode applies the attendance
code to all absences prior to Check In time.
Absences after the time will be cleared out.
The Check In timestamp will be appended into
the comments.

The Check Out mode applies the attendance
code to all periods after the time.

' Attendance Date:

Enter an Attendance Date. The current date
will automatically be entered into the date
field.

' Mode:

2. Select the Check In/Check Out mode. All
students with an attendance mark will display
for Check In.

. Students

Check In Mode: Select the student that is

Department of Technology Services - Revised 3/24/2008 — kt

Infinite Campus data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.

Page 7 of 9




~

Campus

Check In and Check Out

[fpaily Attendance |
Hsave
Attendance Information
Date: 0134872007
MEE_EEEEEEE_/
L A E |2 Checkin 10:00 AN Student was &t & Dr. &gt
v

ARt1 |** Mo course sttendance

*#=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

checking into school late by clicking on the
student’s name. Their attendance
information will display.

Note:

Check Out Mode: Search for the student that is
leaving the school by using the normal search
methods to find the student, then click on the
student’s name to display the attendance fields.

‘ Check In or Check Out:

4. Select the Attendance Code.

5. Type the Current Time the student is
arriving/leaving school (AM/PM).

6. Type in Comments if they apply.

7. Click Save Attendance button and all

attendance will be cleared for the rest of the
day showing the student present.

= The Check In/Out timestamp will be
appended into the comments. You can find
this information in the Daily Attendance link,
select the student, select the absence date, and
this screen will display.

Processing Unknown Attendance

(Attendance Entries that Teachers have Entered)

When teachers do attendance, all students are
defaulted to present. Teachers can enter a
status of absent or tardy. However, they
cannot enter an excuse. Therefore, all their
entries are either Absent/Unknown or
Tardy/Unknown. The attendance staff in the
main office will need to assign excuses to
these attendance marks.

‘ Attendance Date:

6. Enter an Attendance Date. The current date
will automatically be entered into the date

field.

‘ Mode:

7. Select the Edit Mode. All students who
have attendance entries for the chosen date
will appear.
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1. Attendance Date: 031512007 72|
2. Mode:
3. Students: A, Search for Students

(ODaily () Period () Bateh (3) Edit () Batch Edit () Check In () Check Out

B. Select students to add to edt list

Last Name

First Name

Grade v
SENPIN

Student #

At Code

StatusiExcuze

Course - Section

Period

Ad Hoc Fiter

Ammerman-Cusack, Syrielle M(05) G037

v

¥ | Unknown | v

4. Edit Erter atendance information and click Save

Ammerman-Cusack, Ayrielle - 03753

PeriodCode
01

0z

A4
.V
04 (v
.V
A4

A1 ot Scheded
AHZ ** Mot Scheculed

Status  ExcusePresent MinutesComments

Asert v 0

*#=Cannot record attendance. Student iz not scheduled or course doesn't take attendance

10.

3 Students:

In the search criteria, select Unknown from
the Excuse dropdown lists.

Click Search button for results to display in
column B

Select the matching student in column B by
clicking on the hyperlink of that student’s
name that will receive an Absence Code.

‘ Edit:

11.

Make the appropriate changes.

12. Click Save Attendance button, repeat for

each student to be processed.

Attendance Wizard Tips

A student’s name must appear in Column C
to take attendance.

To remove a student’s name from Column C,
click on the name, and it will be moved back
to Column B.

It is possible to add all students to Column C
by clicking the Select All option below
Column B
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