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Attendance Tab Information

Viewing Attendance Information

The student’s Attendance tab provides a history of attendance records for the calendar of enrollment.

On the left-hand side is a Term summary, listing the absences and tardies for each period in each term.

The right-hand side lists the attendance detail in chronological order, with the most recent event listed at the top of the
screen. The attendance records are color-coded and are listed with the attendance codes that were assigned to them.

Attendance Codes are entered with both a Type (absent or tardy) and an Excuse (unknown, excused, unexcused, exempt).
The excuse of attendance mark determines the color of the entry.

:Jsummary‘ Enrollments | ﬂSthedulel Lt Attendance | Programs | [FGrades | Transcript | Credit Surmm

[ Mewwe ShPeriod Detail S Daily Detail

Term 6W1 08/21/2006 - 09:29,2006

Instructional Days: Present Days: HaH

| Period 0102 04 06 08 Alt1) Aft2 03 05 07/09 T

Abzent & 2 3 210 0 2|2 201 X

Early 00|00 00 0 00000
Release
Tardy |6 1 /00 0|0 0 200089

Term 6W2 10/02/2006 - 111102006

Instructional Days: Present Days: HaH

| Period 01 0204 06 08 Alt1) Aft2 03 05 07/09 T

Abzent (2 11 2 0|0 0 102089

Early 00|00 00 0 00000
Release
Tardy (120 |0 0 0|0 0 1|00 013

Term 6W3 11/13/2006 - 12:22,2006

Instructional Days: Present Days: HaH

| Period |11 02 04 06 08 A1 Alt2 0305 0709 T |
Abzent & 3|33 3|0 0 3|22 2 27
Fare 0 ninininln In falninin in

Unknown Excused [SRENSRY Exsmpt

Date
|01/ 02/ 04] 06| 06 |AR1/AK2| 03| 05|07 09|

12/19/2008

Tue Red MED MED

12/11/2006

Mon Blue

(MR}

12/08/2006

Fri Red I

(T.F)

12/07/2006

Thu Blue S5US SUS S5US SUS|5US

12/05/2006!

Tue Red T T
(T.F)

11/30/2008
Thu Blue | T
(MR}

(TF)
(MR)
11/27/2006
Mon Blue

Accessing Student Information

Index | Search | Help

:ﬂ Mary Segman
UJ Map Services
=1 (%) Student Information
[ Seneral

_——_[.JSummal-y | Enrollments | ﬁs:hedulpmgrarns 3.
| 7 Mew EPeriod Detsil (= Daily Detsil

1. From the Index, select the Student
Information folder by clicking the plus (+)
sign next to the folder or click on the name of
the folder.

2. Select the General folder within Student
Information folder.

Search for a student using either the Search
tab or the Advanced Search option.

4. After selecting a student, click the
Attendance tab.
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Adding Attendance Records

ummary | Enrollments | ﬂ's:hedule | ';:i:'ntbendance | Programs | [#¥ Grades |
g =) Perind Detail =3 Daily Detail

Unknown Bocused --

Enrnllmen|5| Q'Schedule| ':Q:'Athendance| Prngrams‘ @Grades| Transcript| Credit !

Attendance Information
Date: |3 51007 7o

Z

v |
e [

AL |+ hot Scheduled
Fill Dawn
*=Cannot record attendance. Student is not scheduled or course doesn't take sttendance.

1. From the Attendance tab, click the New icon.
The screen will refresh, showing a drop-down
list for each period.

2. Enter the Date of the attendance in the
Attendance Information area. The date will be
defaulted to the current date. If the date needs to
be changed, enter the date in mmddyy format or
click the Calendar icon to select a date. Then
click the Refresh button.

3. For the periods in which the student was absent
or tardy, select the correct Attendance Code
from the drop-down list..

4. To apply the same code to the entire day,
select the Attendance Code for the first
period, then click the Fill Down button.

5. Enter any comments for the attendance in the
Comments field.

6. Click the Save icon when finished. The new
attendance record will be listed on the main
attendance tab screen.

NOTE: Attendance entries will only be applied
to those periods where the student is scheduled
into a section. If the student is not scheduled, the
entry may be filled in to that period, but it will be
saved.

Deletigg and Attendance Record

| | gézhedule| aw

¥ | Programs | @u.-adesﬁ.—ansnipt' cmd.é Sur
] Mesw ShPeriod Detail HDaily Detail

Unienoun Excus=. TERENEEN Exemp
. Period |
0102 04/ 06 08|Ait1/AN2| 03| 05 07 o3|

Term GW1 08/2172006 - 0872972006
Instructional Days: 28 _Present Days: 27.48
| Period 0102 04 06 08 AR1 AK2 03 05 07 09 T} 111322006
Absert 10 00 00 0 Mon Blue |I\ ILLILLILLILL
Eerly 00 0(0 00 0 (00000 M)

Release
MED MED TDX|
(T.F)

Tardy 0|0 0(0 00 |0 (001 01 FriRed  MED

Term GW2 10/02/2006 - 111072006
Instructional Days: 28 Present Days: 28
| Period 01/02 04 06 08 Alt1 AN2 03 05 07 09 T}
Apsert D0 0(0 00 0 (00000
Eay 000000 0 [00[0 00
Release

Tardy 00 0[0[0/0 0 [00j0 00

Term 6W3 111372006 - 1212372006
Instructional Days: 24 Present Days: 22.83
| Period 0102 04 06 08 Alt1/ Alt2 03 05 07 09 T|
Asert 1 1 1]1 10 0 (00005
Ealy 00 0(0 00 @O 00000
Release:

Tady 00 0[0 00 0 00000

Instructional Days: 31 _Present Days: 31
| Period 0102 04 06 08 AR1 AK2 03 05 07 03 T}

Apsert 00 0[0(0(0 0 [0 0000

1. From the Attendance tab, select the
attendance record that needs to be deleted in
the date breakdown grid by clicking the Date
of the record or by clicking the Attendance
Code in the period. The screen will refresh,
showing the detail of the entry for that date.
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2. Click the Clear button at the bottom of the
period breakout list. This will remove the
attendance codes from the periods.

3. Click the Save icon when finished. The
record for that date will have been deleted.

Printing Student Attendance Reports

Student Peried Attendance Detail i bani g s
Armanda Marne Cardimat - g
D= 9614 Grade: 11 Dol 12000/ 1990

3 83 04 0% o8 OF Tetw
" 6 48

53 83 04 0% 54 OF Tetw

Two attendance reports are available from the
student attendance tab.

To view these reports

Student Daily Attendance Deotail
Amanda Marie Cardinal
10 9614 Grade: 11 DoB8. 12/0311990

o el 0420 ]

Mhissad Days Sumimary (Exciuses Exsmpt)
Torm Days Missed

Daily Minuts Summary (Exeiuces Exempt)
Halwiols
Manitss Dy
84

“

Tarm 1
Tanm 2
Term 3 1

TETTTTELES

Click the Period Detail printer icon. The Period
Detail report lists the chosen student’s attendance
history, broken down by period.

Click the Daily Detail printer icon. The Daily
Detail report lists the student’s attendance history
by date.
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