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Getting There
From the main menu of the JPAMS system, note the 3™ icon down, along the left

side. It resembles a portrait of smiling children’s faces on blue with the words
“Attendance” underneath. Double click on the icon.
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Ferind Attendance Report 05/10/2004 09:22:04 1.01126
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A list of functions appear in the center of the screen as follows. Most are self-
explanatory. A brief description follows on the right.

F #02 Post Attendance..................recording absentees, tardy students, excuses
E #03 EOD Absentee Notice......... today’s absentees who did not return

F #04 Daily Absentee LiSt........cccoiiiiiiiis i e e

= U list of students absent today
D, letters by number of day factors
G et over X number of days absent
FE #05 Excessive Abs by Factor............. over X- number days absent grid

F #06 Suspension Attendance Audit....... create absentees for OSS for today
(An automatic program that posts ISS and OSS for today will be run everyday at
5.00 a.m at school site. So you need not use this program, unless you see that
for some reason the automatic program did not run.)

E #07 Period Attendance Report............ absences by class period

F #08 Perfect Attendance Audit.............. perfect attendance list

F #09 Late Arrival/Early Depart............ late arrival to school analysis

F #10 Attendance Log- Cls/hmrm........... printed grid for manually posting
attend

F #11 Tardy Analysis...........................tardy analysis for today, period
span,YTD

F #12 DOE AYTD Keyword Update......... calculate DOE absentees for

transmission
(There is an automatic program which will run at 5.00 am everyday which will
update the aytd value for each student. So this program should be used only if
the automatic program did not run for any reason.)

F #13 Excuse Listing...............ccoeevennnn. list posted excuses

F #14 Monthly Attendance Report........... absentee % based on Instructional
min.

E #15 Suspension Attendance Audit All........ Audit program used to list any

attendance-discipline errors. This program should be run before
submitting SIS file.



#16

#17

#18

#19

#20

#21

#22

#23

#24

Attendance Duplication Audit......... checks for duplicate/wrongly
posted attendance records.

School Absences Grid......... Lists absences by attendance code.
Clicking on the cell will give the list of students absent by each code.

Atnd Parent Letter......... Used for printing out letters for parents whose
child is absent for particular number of days.

Beauregard Attendance CSV.........
AYTD List Homeroom/Grade......... Lists students and their absences
by homeroom or by Grade. This will allow to take printouts of detail
absences of students and also just by homeroom.

Atnd Homeroom Week Log.........

Trunacy RS17-233.........

Daily Attendance with Email......... allows you to email the daily
absentee list to teachers and also send messages to parents if a

student is absent using the School Messenger system.

RollCallVerification......... Program which lists the teachers who have
taken RollCall and who havenot for today or for a period of days.



POSTING ATTENDANCE

Upon entering the Attendance screen, you will need to make sure the basic
setup information is correct. Be sure to check tha t the school year, school
district and site numbers are correct. Make very sure your school beginning,
ending, lunch, and non-instructional minutes are se t correctly. If they are set
incorrect, the program will not calculate data or partial days correctly.

Single click on the Post Attendance #02 Option. The screen will open:
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After you validate the settings on the setup panel, click ok to begin entering/editing
data. After clicking ok, the following screen should appear:
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DETERMINE THE ROSTER

The next step is to determine how your students are listed and displayed. Do you
want to post absentees by class roster, homeroom teacher, or a listing of all
students enrolled in school? The posting procedure is the same no matter how
students are listed. Note the yellow keys along the bottom.

1) CLASS ROSTER - This roster allows a search by teacher/class and is
used mostly by the teachers posting from their desks. To display a roster
of students by class, click on the CLS button at the bottom of the screen,
then click the class period for the teacher.
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The classroom roster will be on the screen for the teacher to post attendance.

2) HOMEROOM ROSTER - To display a roster of students by homeroom,
click on the “HM” button on the bottom of the screen. A pick-list of
homeroom teachers will be displayed:

& Homeroom List x|
TEACHER

FINLEY
POWELL
QUARLES, M
RUSSELL
SMITH
STAFF




Select from the pick-list and the roster screen will load from the homeroom element
in the student master setup.
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There will be a red button “SignOffRollCall” on the top right corner of classroom
roster and homeroom roster. This is used to keep track if the class teacher had
taken attendance or not. The teacher should push this button to confirm that they
finished taking roll call. There is an option to add hand lunch count and to add a
memo to the front office in the pop up dialog. This information will be saved along
with the time the teacher pushes that button and can be used by principal or office
for roll call verification purposes.

3) TOTAL STUDENT BODY ROSTER - This is the roster option most used to
display a list of students and post absentee data. The listing covers the
entire school student body. Click on the STU button on the bottom on the

screen.
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CAMMACK, FRANK O7F| &141071
CARROLL, SAM 07| 2030024
CARTER, ANDY o8| zo30005
CHREENE, FRANGIS o8| 8141280
CLARK, CLYDE o8| soB1275
CODERRE, DONNA 07| sos13z7
COLEMAN, DONNA 07| soz13ss
cook, BETTY 07| 2081472
cooK, CLYDE o7| 8075275
CODK, SaRAn o8| zo30033
CODKE, DONNA o8| s0B1474
CODLEY, GEORGE 07| soss01Z
CODPER, BETTY 07| sos1s18
COOFER, BEOEEY 0% S081452
CODFER, CLYDE o8| 2071488 |_|
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1 [ »
| CLR H ouT H PRTADM H RPTS H sTU H HM H cLs H SETUP H HELF ‘I

Mstan|| & 62 >|| [ Pincipals Administiative .. | B JPAMS MANUAL Atten...|[EAttendance Posting .| ||LBBgdakl 3:05PM




10

Using the roster you have selected, post absentees in the following manner:
POSTING 1°" PERIOD ABSENTEES

On the loaded roster, note the column labeled 1% to the right of the student’s name.

134 Attendance Posting By Roster - STERLING JUNIDR HIGH SCHOOL, 003 - AtndDash 022703.1328 LAH
Attendance Posting By Roster

LS 030472003

STUDENT 15T OUT| COD| E 0-REASOR IN | CcoD| E -REASON DR|GD, 51D
ELLEN‘ CLYDE 07 B0S0051) -
JALLISOMN, 5/ 08 2030043
\ANDERSON, WILLIAM 07 2030048
BOSTON, JEAN 07 &z10604
BOURN, CLYDE 07 &0B0615
BURNS, COMNIE 07 &0B0357
CAGE, CLYDE 08 &081043
CAMMACK, FRANK 07 &141071
CARROLL, SAM 07 2030024
CARTER, ANDY 08 2030005
CHREEHE, FRANCIS 08 &141260
CLARK, CLYDE 08 &081275
CODERRE, DONKNA 07 8081327
COLEMARN, DONNA 07 &081388
COOK, BETTY 07 &0E1473
COOK, CLYDE 07 &O75275
CO0K, SARAH 08 2030033
COOKE, DONNA 08 &031474
COOLEY, GEORGE 07 3065012
COOFER, BETTY 07 &0E1513
COOFER, BOBEY 08 B0E1432
COOFER, CLYDE 08 &071436) |
COOFER-TATLOFR. e 0 020030
4 | »
‘ CLR H ouIt || PRTADM H RPTS ‘l sTU H HM H cs ‘l SETUP H HELP ‘ﬂ
Hstant||| & S 17 B 7| £ Pincioals Adminisuatve .| BIPAMS MANUAL - Atien. | Posting .. | LB 305FM

A row of alpha keys is lined across the top of the labeled columns. Although you
can use the scroll bar on the right of the screen, it is simple to click an alpha key.
For instance, clicking on “S” will bring the first student who has a last name
beginning with “S” to the top, making your search much easier.

Simply click on the first cell in the 1% column next to the student’s name for each
first period absence. The default information will automatically load into the
columns in accordance to the factors loaded into the setup panel.
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STUDENT 15T 0UT|cOD| E G-REASON IN_[COD E FREASON DR[GD[_SD
HAITH, AHDY 0500 | 05U |Dr/Parert Noie Hesded o7 2080018|~
HAMILTON, ANDY 08 2030020
HAMMETT, SARAH 07| 2030028
HANKING, SARAH 07| 2030045
HARKNESS, ANDY 08| 2030027
HARPER, DONNA 07 8083210
aRvILL, DON o7 sos3as2|
HavNES, FRANCIS 07| 5143405
HAYNES, FRANK 08 5143454
WiCKs, BETTY o7 sos3552
HILL, DONHA 0g:00 a5 Or./Farert Note Heeded 08 2083567
HoLSTON, DONNA 08| oB3ETE
HUMFHREY S, WiNDA 07 2030002
uRsT, DON 08| soB3EZS
15AAC, FRANK 08 2103853
uacrson, BETTY 08| sos3s0Z
JaMES, DONNA 08| B0s3sIE
s, sam 08| 2030038
Jenrans, non 08| 8082031
JOHNSON, ANNIE 08 2030025
Jones, bon o7 BoBa 175

[ JOMES, EYE 07 2084208) |
LJONES, FRANEK 0 104246) 7
[ o

‘ CLR || ourr H PRTADM ‘| RPTS H sTU H HM || cs H SETUP ‘| HELP |ﬂ
st | & 5 A 3 »|| L Principets Administrative | GIPAMS HENUAL - Aten | [IEE Posting ... |[COBIER] 320 PM

The record is saved as generated. You will not need to click a save button.
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POSTING CHECK-OUTS

Find the student on your roster choice, and click the “out” cell, located right of the
“15" cell. The “check-out” box will appear like this:

STUDENT
ABSTON, SALLY GAIL 0800 a5
ADAMS, BEVERLY KAYE
ADKINSON, JASOMN JEFFERY SH
ALLEN, MIKE DEE
AHNDERSON, JAY BLAIN
AHDERSON, MIKE SHANE 2010011
AHNDERSON, ROBERT CURTIS 0800 113 4 0z| 1010014
ALSTIN, CATHERINE NICOLE 02| 4010044
ALSTIN, CHRIS LOGAN 01| 2010042
ALSTIN, DARRYL ALAN 02| 1010015
ALSTIN, JASON ADARM 04| 8015033
ALSTIN, MIKE CODY -1 3010034
ALSTIN, MIKE DOUGLAS O7| 30105850
ALSTIN, SHERRI WAYNE 0800 113 08| B014035
BALLESTEROS, SHERR| MAE 03| 5700003
BAREO, SHAUNA LEANNE 07| 5010023
BARRIOS, REBECCA LAUREN 05| 2010002
BARRIOS, TISHA ELIZABETH 02| 2010001
BASS ANGELA ELLENE 00| 3010053
BEARD, RACHAEL NICOLE 08| 7020023
BEASON, JASOH ANDREW 0800 113 03| 0015019
BEASON, SALLY HICOLE 07 4010045) |

04: 5 "

I-ELE‘J._E.BLEE.IJ.D.EB.EN
| QI%\MIQIQIQI_HQI

A RED box will appear on the screen if there are medical or pick-up data you
should be aware of before the student leaves. It will disappear when a code from
the box is clicked.

When you select the reason code and click, it will automatically load to the
screen. If you wish to change the time or reason code, click on the time or
reason cell and answer “no” to the pop-up question. Fill in the hr and mins and
click on the submit button. Use military time.  If you wish to change the canned
message description, click the description, type in desired description, and click
save. If you wish to view the history, click the student's name, and then choose
the “attendance by day” option.

11
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POSTING MULTIPLE SAME STUDENT CHECK-OUTS

Sometimes a student has previously checked out and checked in, and now wants
to check out again. This process may occur as many times as necessary. The
steps are as follows:

Click the previous check out in the “time” cell. When the popup box appears,
answer “yes”, and then follow the steps for a normal check out.

To review multiple transactions, click the student’'s name on the roster and click
the “attendance by day” option. To delete the transaction, click in the “D” cell and
submit selections in the popup boxes.

EROADMOOR Gl 0L il tndDash 030603 0920 LAH

0920 LAK
By 0 1
L DERSO A 0100 AtPopup ayBo 1 b0 B A
D3l DATE | OTIM[OC. T iIcocipr..| PsTD | F|H|o| U] 5| E[NDjoR I} OREASOI
02/20/2003 |07.55/05 U 02D = F _ DrfParent nate needed |«
A [ B | 10218r2003 07.55/05 U 02D = F  DrfParent nate needed vz
Jﬂ_— 02r12/2003 [11:30/01 E 02D = 0 ' Received notefcall from ’j’j
ST02r07/2003 [11:35/01 E * aQ |Received notelcall fram | SID
ABSTON, SALL|I01/23/2003 [12:15(01 E = 0 Received notefcall rom | (1] 3010158|~
ADAMS, BEVERID1/17/2003 [13.00(01 E = 0 ' Received noteicall rom | ([o| 0080018
ADKINSON, JA3101/15/2003 [12.00(01 E = 0 Received noteicall rom | (|3 3010023
ALLEN, MIKE 0101/08/2003 |07.55/05 U 0E F  DrfParent nate needed 3| 1010002
ANDERSON, J5112020/2002 |07.55/05 U 02D F  DrfParent nate needed o 2010009
IANDERSON, MI112r18/2002 |07.55/05 U 02D F  DrfParent nate needed 2 2010011
ANDERSON, ROI12/18/2002 |07.55/05 U 02D F DrParent note needed | (fz/ 1010014
AUSTIN, CaTHE Biz002 |0 0 F P > lla| anio0a4
AUSTIN, CHRIS|| A r 1| 2010042
AUSTIN, DARR NAME HMRM FlH[o[u]s]ENojor| 5D [5.] 2| 1010015
AUSTIN, JASONANDERSOM, MIKE SHANE  [MORMAN C W& oo [0 |4 (120 [zo1o011 [GEN 4| so1s03
AUSTIN, MIKE 1| 3010034
AUSTIN, MIKE 7| 3010550
AUSTIN, SHERF 6| 6014035
EALLESTEROS 3| 5700003
EAREQ, SHAL T| 5010023
EARRIOS, REE 5| 2010002
\BARRIOS, TISH. 2| 2010001
BASS ANGELA 0| 3010053
EEARD, RACHA 5| TOZO0Z23
EEASON, JASC 3| 0015019
EEASON, SALL 7| 4010045] |
I.ELE‘.L._EE\LEBL 04551~
! Close |  crangevear | PRT 1 | PRT 2 | e
LI;\;IQI;I#I——H;IM
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POSTING CHECK-INS

A student must be previously checked out before the student can be checked in.
An exception is posting tardys to class.

Post check-ins as follows:

Select the roster and find the student’s previous check-out transaction. Click on
the “In” cell. Select a reason from the code list. The box will look like this:

€8 Check In BURE, REBECCA RA__. 4

When the code is selected and clicked, the check-in will post to the screen. If
you wish to change the reason description, then click it and insert the new
description in the popup window. If you wish to change the time, click on the
“time” cell, type in the hr and min in the windows, use military time , and click
submit.

Admit slips can be printed automatically as check-ins occur by setting the option
on the setup panel. Make sure a “Y” is selected by “Print ADM slip”. You may
print a “lost” admit slip by clicking the “in” time cell, then clicking the red “print
admit” button.

13
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POSTING A TARDY STUDENT

A normal tardy student is present at school but tardy to class.

To post a tardy student, select the student from the posting roster screen. Click
the “out” cell.  Click on “ 14 — Tardy to class” from the code listing. Another
popup will appear like this:

STUDENT
BROWHN, CATHERINE ELAINE
EROWHM, JOHM STEVEN
EROWHN, MARK NATHAMIEL 000 05
BROWHING, RACHAEL DAMIELLE
BURKETT, JEFF LAYTON
BURKETT, TISHA LYKNHE 3010052
BURMNITT, SHAUNA ELIZABETH 03 9010017
BURR, ANGELA DELANIE 12| 3010003
BURR, BEVERLY MICOLE 08| 014037
BURR, JAY JOSEFPH 12 2010121
BURR, REBECCA RAYELENE 08:13 2 Received notedcall frorm pa 03| 3010552
BURR, ROBERT WAYNE 04| 8015035
CACACE, MIKE JOSEPH o0 3010080
CAHAMIN, CHRIS JAMES TUCKER 0800 a5 04| 2010077
CALHOUN, JOHM LEE 03| 2010021
CALHOUN, JOHN LEWIS 04| 2010082
CALLENDER, JEFF LEIGH 10| 3010145
CALLENDER, STEPHANIE LYHNH 02 4010047
CAMFPEBELL, DARRYL DY LAN 03 0015000
CAMPEELL, JASON LYHN 02| 4010048
CAMPBELL, JAY RAY 0800 a5 11| 2010007
CAMPBELL, ROBERT T¥LER 03 80150500}
E MF'BELL LLY DANIELLE -1 010044 |7

[¥
| auiT ‘ PRTADM | | | | SETUP | HELF

Click on the Excused or Unexcused code beside the reason for tardy you wish to
use. It will post to the screen like this:

031122003 |
alojclofefrfo|n] lmxﬁu\uol_hmsﬁu\v\wfv\zu
STUDENT _ 157] ouT[cop| E O-REASOH IN [cop[ E FREASON br[6D[_siD
BROWN, GATHERINE ELAINE REEEEE
BROWN, JOHH STEVEN on| 2010027
BROWN, MARK NATHANIEL 0500 | 0B[U _[Or./Parent Note Needed 05| 8100017
BROWNING, RACHAEL DANIELLE 08| 7014137
BURKETT, JEFF LAYTON 04| 8015048
BURKETT, TisHA LYNNE 10/ 3010052
[BURNITT, SHAUNA ELIZABETH 09:29 14U Late Dg:29 14U late 02 9010017
BURR, ANGELA DELANIE 12| 3010005
BURR, BEVERLY NIGOLE 08| 014037
BURR, JAT JOSEPH 12| 3010121
BURR, REBECCA RAYELENE oe13 21)E  [Checkad out by parent 09:25 01E  Received notefcall from pa.. 09| 3010552
BURR, ROBERT WATHE 04/ 80715035
CACACE, MIKE JOSEPH 00| 2010080
CAHAMIN, CHRIS JAMES TUCKER | [02:00 | 08| [br./Parert Note Nesded 04/ 2010077
CALHOUN, JOHN LEE 03| 2010081
CALHOUN, JOHN LEWIS 04/ 2010082
CALLENDER, JEFF LEIGH 10 3010145
CALLENDER, STEPHANIE LYNN 03| 4010047
CAMPBELL, DARRYL DVLAN 03| oos0n0
CAMPEELL, JASON LYHN 0% aninnaz
CAMFEELL, JAT RAY 000 | 08|U__[Or jParent Nota Nesded 11| 3010007
CANMFEELL, ROBERT TLER 03] satatso| |
r MPRFH LLT DANIELLE 130100441
D
‘ QuIT ‘ PRTADM ‘ ‘ | ‘ SETUP | HELP

NOTE: A “tardy only” option switch is available on your daily absence list. Also,
a history view is available by clicking the student's name and clicking on the
“tardies” option.
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POSTING EXCUSES

All excuse types must be posted using the “DR” cell on the absentee posting
screen. Select the applicable student in the roster, click the “DR” cell, and an
absentee history list will appear:

k% CAHANIN, CHREIS JAMES TUCKEE | 2010077

DATE DR REASOM REC MO
2003-03-12 : 17483130
2003-02-13 : 17478013
2003-02-03 : 17477533
2002-12-16 : 17476346
2002-12-02 : 174757045
2002-12-02 : 15861285

Click in the “DRCD” cell or cells for all the days the excuse applies, and the
default excuse code, reason and posted date will be inserted.

k% CAHANIN, CHEIS JAMES TUCKEE | 2010077

DATE FSTD DFE REASOM
2003-03-12 : 021252003 |Dr. Mote Verified 17493130
2003-02-13 : 021252003 |Dr. Mote Verified 17478013
2003-02-03 : 17477433
2002-12-16 : 17476346
2002-12-02 : 17475705
2002-12-02 : 15861285

If you wish to change the default, click the DRCD field again. Choose the
desired reason from the list. If you choose to change the actual reason
definition, click on the definition and type in data desired.

If you desire to delete an excuse posted by mistake, click the red cell to the right
of the definition. Only the excuse data will be deleted, not the actual absentee
Record. Click yes.

@; Delete Confirmation

E Are you sure you want to delete the posted doctor's excuse on 2003-02-137

No Cancel

15



55.5 CAHANIN, CHEIS JAMES TUCKEE | 2010077

DATE

FSTD

DFE REASOM

REC MO

2003-03-12

2003-03-12

Oir. Mote YWerified

17493130

2003-02-13

17478013

2003-02-03

17477433

2002-12-16

17476346

2002-12-02

17475705

2002-12-02

15861285

16

If you wish to print an “excuse form” for the days posted, click PRINT. If you wish
to review history, click the student’'s name and select the “attendance by days”

option.
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CHANGING/DELETING TRANSACTIONS

1.) DELETING AN ABSENTEE TRANSACTION

To delete a previously posted absentee record, click the student’s name on the
roster you used to post absentees. When the box appears, click on the
“Attendance by day” option. A YTD list of absentees will appear like this:

%BROWN, MAERE NATHANIEL | 6100017 AtPopupGrayBox D022603.1338 LAH

DATE OTIM (O | ITIM ICOODR..|  PSTD FIH| Q|| 5|[E|NDIOR D OREASORN
03202003 |08:00/05 U * F Dr./Parent Mote Meeded |-
02/0552003 (0754505 U * F CrParent note needed |55

02/0352003 (0754505 U * F CrParent note needed
0173152003 11:40001 E ] Received notefcall from
0172852003 11:45 /01 E ] Received notefcall from

| 4|+ #

015092003 |14:06/01 E ] Received notefcall frorm |2
120032002 |12:50(01 E 0z o 0 Received notefcall fram [
1200252002 |07:55|05 U DuParent note needed
1200252002 |07:55|05 U * F DuParent note needed
1152202002 |12:39/01 E Received notefcall fram
1152202002 |12:39/01 E * ] Received notefcall fram
DrfParent note neaded

| ¥
MARE Hh R FIH| @] U[5]|E|NDOP S0 G... |
BROWHM, MARK NATHAMIEL |RASCOE B 9 0 |5 (4 |0 |0 |5 |0 [B100017 05

Close ‘ Change Year | PRT 1 | PRT 2

Select the appropriate record. Click the RED cell labeled “D”, adjacent to the
“OREASON?" cell. A Delete Options popup box will appear like this:

%Delete Options l_

Delete entire record or onhy check-in information?

| Check-In Entire Record

The Check-In box will allow only the check-in data to be deleted from the
absentee record, while the Entire Record box will delete the entire record of that
chosen date from the student record.

17
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2.) CHANGING PRIOR ATTENDANCE TRANSACTIONS

To change the check-out or check-in data on a previously posted student
absentee record, click the student’s name on the posting roster. A gray box will
pop up with listed options. Click on Attendance by Day option. The screen will
look like this:

£ AUSTIN, DARRYL ALAN | 1010015 AtPopupGrayBox 0226031338 LAH

DATE OTIM [OC..| ITIM [[ConDR. PSTD Flu|laolu|s|E [NDlop o OREASOR
0Zf03200% |07:55|05 LI o1 E = F DriFarent note needed ||
01/3142003 |07 :55 = F DriFarent note needed | |

10/09s20032 1:55 Received notefcall frorm pa

09 7r2002 2:45 Received notelca =lnal ]

I os U
1 01 E
1TOr09y2002 1:55|01 E - H Received notelca (=1na i E]
¥ o1 E
¥ 01 E

2003 2:45 = [=] Received notefcall from pa

FA E HMRM FlH[o[u[s]E[NDaP| sID =]
ALUSTIN, DARRTL ALANM |GREEM J Iz 1 |1+ 1 o |1 o o [h"o1oo01s |

Close || Change Year || PRT 1 || PRT 2

Use the horizontal purple scroll bar and arrows to move the record to a favorable
advantage and click the appropriate check-in or check-out data element needing
changed. You may type over where a pull-down does not occur.

3.) POSTING PRIOR DAYS ATTENDANCE
Sometimes it is necessary to post prior days absentees on the current day and
not have to deal with the current days default data. A simple solution is to click
the CLR button at the bottom of the posting roster screen. Change the date in
the upper left-hand window by clicking on it. A calendar appears to set the date
desired. Click on the desired student roster and post normally. If you change
rosters several times, be sure to click the CLR button between roster changes.
Remember that by mistake if you select a holiday in calendar or a Saturday or
Sunday then a pop up dialog will tell you that it is a holiday and ask if you still
want to continue. Only if you click the ‘Post’ button you will be allowed to post
attendance or else the program will be aborted.

Attendance Posting By Roster

S usu i oreo-
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PRINTING THE DAILY ABSENTEE LIST

If you are finished documenting absentees, and wish to continue on to a written or
hard copy report, look at the bottom of the roster and click on the button labeled
RPTS. Clicking on the “reports” button will bring the following screen:

';'{{.‘,’ Generate Reports

0l Post Lunchroom Counts

10 Daily Absentee List#

02 Show Lunchroom Counts 09 EOD Adnit Notice

12 Excessive Abs by factor 13 Suspension Attendance Aud

14 Period Attendance Report 20 Perfect Attendance 23 Late Arriwve/Early Depart

29 Attendance Log-cls/hmrm 31 Tardy Analysiz 32 ADA Report

33 DOE aytd keyword update

The screen lists several reports. Click on #10 to select the Daily Absentee Report.
Or go back to the Attendance Screen select # 04 Daily Absentee Report from the
list. You will see the following setup box:

DATE OTIME|OCO..| ITIME DRC.| PSTED FIH|[O|U|E]|E|NDOP_OREASON IREASON DRREASCI

DISTRICT:
SCHOOL:
YEAR:

9.12 Policy:
Order:
[l Alpha [ Grade/Alpha [l HRiAlpha
Tardies Only 0 Skips Only
Print Phane # = Print Legend
CIEMAIL  TO Address:
ROM Address:

i Start| | [ Micosolt\Word - Attenda. || £ Principal’s Administra.._
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Look closely at the setup screen. Click on the date field to bring the “change date”
calendar if you need to change the date. If you want only one day, make sure the
date span coincides. Make sure Detail Report is checked. When the setup reflects
what you want, click OK. You will see a generated screen with absences listed like
this:

@BROADMOOR HIGH SCHOOL Absentee Report - DETAILED ANALYSIS Date Span: 03/10/2003 To 03{10/2003 Grad... [0

Date: 03/10/2003 Total Students: 507 Total Absent: 11 Students Present At 13:43: 496 Absence Percent: 0.022
NAME SID DATE OTIME ITIME ICODE| OREASC
AUSTIM, JASOM A 2016032 |04 |2003-03-10 |02:00 05U = Dr./Parent I
|[BARBO, SHAUNAL |5010023 |07 [2003-03-10 |08:00 [05 U DrIParE‘n_lq
BODDIE, CHRIS M 2010534 |09 |2003-03-10 |02:00 05U Dr.fParE%I
BOHALL, JAY RAY 4010020 |09 |2003-03-10 |08:00 |05 U Dr.Parent
DURR, STEFHAMNIE |7014112 |05 |2003-03-10 |02:00 05U Dr.fParE%I
ETHERIDGE, STEP 2110003 |01 |2003-03-10 |08:00 |05 U Dr.Parent
Dr.fPare%I
Dr.Parent
Dr.fPare%I
Dr.Parent
Dr.Parent Hf

HARDEE, ROBERT 0015025 |03 |2003-03-10 |08:00 05U
WKENNEDY, ROBERT 2010053 |01 |2003-03-10  |08:00 |05 U
MCDONALD, DARRY 7014119 |05 |2003-03-10  |08:00 05U
RYAN, MIKE TYLE  |3010043 -1 |2003-03-10 |08:00 05U
TUCK, SALLY MAC  |6020029 |06 2003-03-10 |08:00 |05 U

= |7 | |

Help ‘ Close || Print
‘ auir

To print a hard copy, click on the PRINT button and the report will print to your
default printer.
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OPTION #3 — EOD ABSENTEE NOTICE

This program prints an absence slip for each student absent at the end of the
day. Clicking on Option 3 will open to the following screen:

#: EOD Admit Notices atEOD 063002.2400 LAH

0312/2003 0745

PHOME MO [COTIME CoO CD COREASOM

£ Setup for EOD Admit Notice atECD D63002_ 2400 LAH [

p3r12/2003

The setup box is simple. Type in the grade span. For one grade, these numbers
should be the same. Check the date box. To change the date, click on the date
and a calendar will appear on the left. Using the mouse, click the arrow buttons
to change the date. Click in the upper corner “X” to place date in setup box.
When the setup box reflects what you want, click OK. You will see a generated
screen with absences listed like this:

. Sra
HOMEROOM

CO TIME| CO CD CO REA!
4010020|CATES E 09 3] aoo as:00 as/u DrfFarent Mote
2010077 FARMER S 04 3 ooo 0s:00 o5 Dr.iParent Note
4700003 |FRIDAY L 05| 3 [a]u]n] ag:00 as|L) DCr.fParent Mote
010552 HARDEE C 09 3 ooo 0s:13 21 E Checked out by
015026 HARRIS W 12| 3 [a]u]n] ag:00 as|L) CrriParen ote
L SHAUNA MARIE 014034 |HIMEL D a7 3] ooo 0s:00 s/ Cr/Faren ote ..
. SALLY GAIL 010158JONES R 111 2 aTo 0s:00 o5 Dr.iParent Mote
L JASON ANDREWY o150 DR MAN 03| 3] ooo 0s:00 s/ Cr.. ote ..
CRAIN, JASON FORREST 015017 [HORMAN C 03[ 2 ooo 0s:15 2o(u FISSEUEIJS
ALISTIMN, SHERRIL WWANYTE 014025 PATRICK D 06| ] ooo os:00 s/ CirfPar ote ..
BROWT, MARK MNATHARIEL 100017 |RASCOE B 05 3 ooo 0s:00 o5 Dr.iPar ote
AMDERSON, ROBERT CURTIE 010014 |SISTRLUMK 0z ] ooo os:00 s/ Cr./Farer ote ..
CRAIG, BEVERLY PAIGE 010029[SISTRUMNK K 02 3 ooo 0s:00 o5 DriParer ote
CAMPBELL, JAY RAY 010007 W Orbd Ak O 11]¢ 3] aoo as:00 a5/ CiriFParer ote

| Help | Close | Print Report | Print Notices

w1 T Er

Click on the “PRINT REPORT” button at the bottom of the screen and a report is
generated which will print a list of all absent students. To print EOD notices for
all students listed, click on the “PRINT NOTIFICATION” button. A report will be
printed for each individual student.
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OPTION #4 — DAILY ABSENTEE LIST

This program prints out a daily absentee report listing of all students posted as
absent. Clicking on the option from the attendance menu, will bring this setup
box:

5 otal Abse ; asent A Absence Perce
NAME S0 GR| DATE OTIME|OCO. | ITIME ICODE|DRC. PSTED FIH[G|U|S|E

MO OF| OREASON IREASON DRREASCH|

[ Letters: ] Summary Repart
Ol bay [N 7o
SR T 0T

oy Statement [
Piint History i}

08032004 To 08/03/2004
To

S absletter13

[] Gradeidipha [ HRiaIpha
| Skips Onky. |
Print Phone # = Print Legend #
CIEMAIL  TO Address: support@edgear.com
ROM Address: support@edgear.com

4/ 5tar| | 7 Mioosalt Word - Atenda.. ||/ Principal's Administra. .

Pay close attention to the setup box. Check to be sure information is correct,
and check the boxes that will influence the report carefully. For a list of all
students that are absent that day (A), click on check box by “Detail Report. Click
OK at bottom of setup panel. The report will print as dictated.

For absentee list letter (B), click the check box labeled “letters”. Each type of
letter for grades I-3, grades 4-8, and grades 9-12 will be printed. If a policy
statement report is wanted to go with these letters, click in “print policy report”.

For a summary report of absentees, click in the box labeled “summary report.”
For tardy or skips only, click on those check boxes.

For a report for those students absent for over a certain amount of days (C), type

in the amount of days in the “days” windows. More than one report can be
generated here, by putting in different “X” number of days into each window.
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OPTION #5 — EXCESSIVE ABS BY FACTOR

This report is a summary of excessive absences by students. All student
absences are kept in a “running” total database. Clicking on this option will bring
the following screen and setup box:

IC x|
NO SITE 3+ 5+ 8+ 10+ 15+ 20+ 25+ 30+ 35+ 40+ TOTAL
053
000 -~
e
-1 H1 2
EDPMN
i
o
Cancel oK
[ gese | wew [ serewes [ e |
e —— et ———— —— |
i srant| | [57 Microsol ft word - Do &5 Piincipal's Administrative ... « 232PM

Check each section of the setup. Check for correct year; select the date span,
and grade span. If there are any absence codes you wish skipped from being
included in this report, type them in. Check yes or no if you wish students who
have left school to be included in the report. Select the race of student and the
gender.

A little progress window will appear to keep you informed. It may take a few
moments to generate the report.

Click OK and the following screen report shows:

g% Absentee Grid atDaGrid 02011031725 LAH

001 |BROADMOOR HIGH SCHOOL 85 140 50 24 26 ] a ] 2 2 404
002 ARTHUR SCHOOL 63 104 449 59 7 2] 1 1 0 1 2491
002 PEMNMNSYLWVAMNIA ELEMENTARY S 49 78 449 43 12 5] 2 o 0 2 241
004 PERNSYLYARIA HIGH STHOOL 47 62 42 42 132 10 4 1 [} 1 222
005 LED ELEMEMNTARY SCHOOL 84 a4 346 42 2 2] 1 o 0 o 260
006 LEO HIGH SCHOOL 49 a3 26 48 24 ] 1 1 3 1 216
007 |LEQ JUMIOR HIGH SCHOOL |0 119 45 57 a 3 o ] 1 o 314
002 PRESTOMN HIGH SCHOOL 86 a9 46 1<) 21 10 o o 0 o 327
01 DlEIOLSH HIGH SCHOOL 76 T4 23 44 10 3 o 1 1 1 233
011|FORREST ELEMENTARY SCHOOL [=1=] a5 27 33 12 4 2 ] 1 o 240
D12|FORREST HIGH SCHOOL 52 48 20 42 14 a8 2 o 1 1 188
012 FORREST JUNIOR HIGH SCHOOL 61 a3 20 29 2 2 o 1 0 o 174
017 |EDGEAR SECOMNDARY ALTERMA. .. 2 ] o =) 4 o 2 1 [} o 21
018 EDGEAR ALTERMATIVE SCHOOL

700 EDGEAR DISTRICT OFFICE
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OPTION #06 — SUSPENSION ATTENDANCE AUDIT

This program will post OSS for students who are in out of school suspension.
Clicking on the option labeled #06 on the menu will not bring anything on the
screen but will just post OSS if it is not already posted and this is just for today.
An automatic program that posts ISS and OSS for today will be run everyday at
5.00 a.m. at school site. So you need not use this program #06, unless you are
sure that for some reason the automatic program did not run that day.

OPTION #07 — PERIOD ATTENDANCE REPORT
This program creates a report detailing attendance by period. The attendance by
period set up box will appear like this:

0o a0 FRO o RO O atPrdAtndR
PRIMT HAME SID GRADE | HOMEROOM 18T 2ND 3RD 4TH 5TH &TH FTH 8TH
| | |
| | |

&% Setup  062204.1155 LAH/AR i

District:

#istan| | B Misosoft word - Attenda.. [ Princ:

Check to make sure the date is correct, and consider the date span preferred.
For one day, the “from” and “to” date would be the same. Fill in the grade span.
The “greater than” window means how many absences are allowed before the
student would be included in this report. The “% to be present” window means
the percentage of total attendance per room at this time. If you wish the report to
exclude certain criteria, check box for “ignore codes”, and type the codes you
wish to be ignored into the window. Check in the box for “Print Over” and “Print
Equal” if you need. The report will check to see if there are letters for any of the
grades. The grading period should be entered here.

Check the boxes for the period you wish this document to report, and include in
the window beside the period number, the beginning and ending time for each
period you have checked. Click OK to begin the report.
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#8 PERFECT ATTENDANCE AUDIT
This program allows a report to be generated that lists all students by class,
grade, or school who have perfect attendance, or fall within the parameters of the
set up panel. The setup box will appear in the screen, as follows:

e em 07.27.04.1

[l By HR ARDOIN PENNY F. -~

Date Span 08/01/2004

Skip Edates After:

DISTRICT/SCHOOL ALLOWS:

41 |3

Help [ Close | Print

Aistan| | B Micresoh Ward - Attenda.. |[725 Principal's Administra..

Set the setup panel to reflect the desires of your report, and click OK. Instances
of is number of times, the number of minutes a student can be absent. For ex. If
the district allows 3 days of 30 mins you should give 3 instances of 30 mins
absent in setup. 1 instance of 90 mins will not work right. A progression window
will show while the report is generating, then it will appear as a list of students,
with the ID number, grade, and home room teacher, like this:

¥ Perfect Attendance Report atPerfAtndRpt 110502_1116 LAH

(05 00 o0z : 03 102 =H =t PerfAatndRpt
MAME GRADE HOMERCO M

CARROLL, CATHER 2018126 01 MITCHELL M
LITTOM, JOHM RA 0015035 0z SHELLIMNG M
TAYLOR, JEFF ME 9115032 0z MMOR AN
WILLIAMS, STEFPH 0015041 03 MOR AN
GREER, JAY PALIL Fo14118 05 LAFFITTE S
GlANMFALA, MIKE G014042 06 WWEBB A
MITCHELL, DARRY E010038 06 PATRICK D
MOUSER, MARK WA 5010035 06 YWEBB A
YELARDE, DAVID 8015567 06 GREER A
BELL, CHRIS WWAD 3080443 og MARY C
REMEDIES, SHAUM 31105249 og HARDEE C
MALRMAT, RACHAEL 2010083 -1

RAY, & ALLER 3008001 -1

WUaLLACE, ROBERT 3010038 -1 HARDEE A
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#09 LATE ARRIVAL/EARLY DEPART
This program is used to make a report that lists students who arrive late to
school. Clicking on the program option #09 will bring the following screen:

RECDATE ITIME] 15 IREASON.

& Late Anivals/Early Departures Analysis - atEarlyl ate 091303 1145 LAH

GRADE SPAN
DATE SPAN 08/03/2004 D2i02i2004

LATE ARRR/ALS:
Begin Time: na:00
End Time: na:00
EARLY DEPARTURES:
T

Begin Time: 1 4:00

]
. o
Mo. of Early Departures: o
el

SKIP LEAVE CODE!
ORDER: ] Alpha

] Grade

] Home Room

M [ Micrasoft word - Do... &1 Kumudam Weekly Welca. | /& Frincipat's Administiative .. | I« 303PM
Fill the windows with data of your choosing and click on the check boxes of

choice. Click OK when all entries are correct. The report will appear like this:

£ Late Arrivals f Early Departures — Summary Analysis atEarlylLate 08.30.01 LAH

MNAME S0 SR HOMER O OhA LATE ARRIVALS EARLY DEPART.
OLF CATHERIMNE 0010010 08 [maRY C o 1 -
0015000 03 [SMELLING M o 2
0015019 02 |MORMAR O 1 1
015022 03 |SHNELLING b [n] 1
0015023 03 [NOoORMARN C o 1
0015031 03 [NOoORMARM C 1 o
00150322 02 |SISTRUMK I o 1
0015034 SMELLIMNG b el 1
0015047 02 [SISTRUMK K [u] 2
0015053 10 [CALLENDER P o 1
ooz001 10 |[FURMDERBURK M 2 o
0110002 01 PAWRIGHT L [n] 1
011503 02 [SISTRUMK K o 3
0614037 06 [WEBB & o 1
010001 10 |[FURMDERBURK M 2 o
o10004 06 |PATRICK O 1 [n]
010018 0z REERM - o 1
010020 0z REER 3 o
AN RACHAEL 010023 oz REE -J o
ACH O HMN J 010026 0z REE 1
CRAIG ROBERT LA 010030 0z EISTRUNKK o
WWRIGHT JEFF LEE 0100332 02 [GREER o
WWHELESS BEVERLY 0100 02 |SISTRUMK I o
ALKER JEFF CLI 010034 02 [GREEM 1 o
TIMMONS CHRIS H 010035 01 [MITCHELL M 1 o
SMITH JEFF CODY 0100 02 [GREER El 1
BRACIKETT TISHA 01004 10 |[CALLEMDER P 1 z2
RIWVERS JEFF GLE 010054 08 [CATES E 5] o
FCOUMG JOHR PATR 201000 11 [FUMNDERBURK M o 1 =
== =]
L [ »]

Clicking on the student name will give a detalle analysis of hIS absences as
follows:

Tive Management System

o 5 U|Dr/Parent rote
o U DrsParent Mote
o U|DrsParent Mote
o U|DriParent Mote
o U DrsParent Mote
o U|DrsParent Mote
o U|DriParent Mote
o U DrsParent Mote
o UlLate 021414 ULate
lcRAIG BEVERLY P o UDr/Parent Hote
CRAIN JASOMN FOR o W] Bus
DOWDER BEVERLY o E|Late 02:15(14 E [Late

26
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#10 ATTENDANCE LOG — CLS/HMRM

The #10 option program will print attendance logs for dates entered in setup by
teacher or by grade, class period, grading period and day of week. This allows a
wider range of report. The following setup panel allows you to print the log
according to your choice.

Log Start Dates hEhnclehhiEY LG 08/03/2004

=| Class Periods: FROM Hm% T0: %ﬂ%

[ HOMEROOM TEA [C]CLASS TEA

Number Weeks: []3Weeks 17 weeks

Ll Group Class Periads

A stan| | B Microsoh Word - Atenda. | & Kumudam Weskly Welso . |['Z5; Principal's Administia._ [« 318PM
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#11 TARDY ANALYSIS

This program delivers an analysis sheet for a Tardy documented today, for a
period span, or all students who have been tardy this year. The set up box will
appear:

< Z2OPM

Enter the district, school, year and the span this report is to cover. Enter the
grade span and use/delete the skip code. Click OK. If any letters have been
recorded for grades 1-3, 4-8, or 9-12, using the days tardy code set at the
bottom, the report will generate and appear. If nothing has been recorded, a
message relays this to you.
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#12 DOE AYTD KEYWORD UPDATE
This program prepares attendance for submission to the Department of
Education. It calculates data from absentee records, consolidates information,
and posts to the student master.

The setup panel will look like this:

£ Updare DOE ¥TD Attendance atYTD 10Z802 1042 LAH

YEAR: |
DISTRICT: - |
SCHOOL: -~

AS OF:

UFDATE DOE

Note: This tells you exactly what generating this report will do. It will update
DOE AYTD attendance, clear old AYTD value from the student master record,
and update it with new value.

To stop this report after it begins, click on the RETURN button.

E{E‘;—Update DOE YTD Attendance atyTD 102802 1042 LAH
TEAR: azoz
DISTRICT: 043
SCHOOL o1

AS OF: 0201 22002

UFDOATING. .. rd=s Processed: 97 out of 534

DONE

DONE

There is an automatic program which will run at 5.00 am everyday which will
update the aytd value for each student. So this program should be used only if
the automatic program did not run for any reason.
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#13 EXCUSE LISTING

This program will issue a listing of all excuses listed for date span entered.

E.%Excuse List atExcuselist 02007.0925 LAH

YEAR:

DISTRICT:

SCHOOL:

DATE SPAN:

E‘?Q EXCUSE LIST 02007.0925 LAH

DISTRICT/SCHOOL/YEAR: 043 /001 Y 0203
MNAME S0 HOMEROOM

BROADMOOR HIGH SCHOOL
EXCUSE LIST

ABS DATE

PSTD

Run Date-Time: 03/12/2003 - 15:45
FROM: 03/12/2003 TO: 03/12/2003

REASOMN

BEASON, JASON A, [0015019 03 NORMAN C 03-12-2003 03-12-2003 oz D . Hote Verified o001
ANDERSON, ROBE... 1010014 0z SISTRUNKE K 03-12-2003 03-12-2003 oz D . Hote Verified o001
CAHAMIMN, CHRIS J... (2010077 04 FARMER £ 02-12-2002 02-12-2002 oz D . Mote Verified o001
BOHALL, JAY RAY 4010020 03 CATES E 02-12-2002 02-12-2002 oz D . Mote Verified o001
BODDIE, DAVID AL... 4700003 05 FRIDAY L 02-12-2002 02-12-2002 oz D . Mote arified o001
CARTER, SHAUNA ... |E0140324 o7 HIMEL D 02-12-2002 02-12-2002 oz D . Mote arified o001
AUSTIN, SHERRI W 8014035 0E FPATRICK O 03-12-2003 03-12-2003 oz o Mote erified o001
BROWHN, MARK WAT 6100017 05 RASCOE B 03-12-2003 03-12-2003 oz o Mote erified o001
BRIDGES, MIKE KE... (3015028 |12 HARRIS W 03-12-2003 03-12-2003 0z 1] . Hote “erified 001

30
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#14 MONTHLY ATTENDANCE REPORT

This program prepares a report that gives a percentage of absences as
compared to instructional minutes taught. The set up box looks like this:

After entering information into the set up box and clicking OK, the following
screen will come into view.

To print a hardcopy, click on PRINT button on the bottom of the screen. A
Legend graph may be viewed by clicking on the button at the bottom of the
screen.

31
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#15 SUSPENSION ATTENDANCE AUDIT

This program prepares a suspension audit of both out-of-school and in-school
suspensions. The setup box will appear like this:

Check the year. Use the arrow to open the pick box and select the district. A
pick box will appear when the arrow is clicked beside the school. Click the
proper school code. Select a date span. To change the date, click on the date
window and the calendar will popup where you can change the date. Type in the
code for OUT OF SCHOOL SUSPENSION. Type in the code for IN SCHOOL
SUSPENSION.

Click the submit button. The following screen will appear:
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#16 ATTENDANCE DUPLICATION AUDIT
This program checks the records to see if any errors or duplications have
occurred. It is a good idea to run this program before attempting to generate any
finished document for attendance.

The setup box will appear:

After entering setup information and clicking the submit button, the processing
bar appears. When processing is finished, an information bar appear:

Any postings in error will be listed, giving name and pertinent information. As
each posting is rectified, it can be deleted from the record by clicking on the
check box on the left or using the delete buttons at the bottom of the screen.
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#17 SCHOOL ABSENCES GRID

This program lists the number of absences by attendance code for each school
selected. Below is the setup box for the program:

You can list the absences either by homeroom teacher or by school. If you select
a location to save the final report, it will save it to a text file. If you do not select
any location then it will not save the report to any location.

This report can also be used to list the absences of only SPED students or only
non-SPED students or both. You have to select your choice in the setup box.

The report is shown below:
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Clicking on the absence number in any cell will give the list of students who were

absent by that code which can be printed separately also. The report is shown
below:

#18 ATND PARENT LETTERS
This program is used to print letters for parents whose child was absent on a
particular attendance code for particular number of days. For ex: Parent of

student who was absent for 5 days with unexcused absence. The setup is show
below:

You can print letter for just one student by clicking on his name and then clicking
Print Letter button or print letters for all students in list by clicking Print All Letters.
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#20 AYTD LIST HOMEROOM / GRADE
This program is used to get list of absentee students for a particular period by
grade or by homeroom. The absentee list can be printed by homeroom /grade.
Also the detailed absences of each and every student can be printed by
Homeroom. The setup box and the report are shown below:

#21 ATND HOMEROOM WEEK LOG
This program will print attendance logs for teachers selected in setup. This
program is similar to program #10 except that it has wider cells than program
#10. Once you select the district, school and year you will see the list of teachers
from which you can select. The following setup panel allows you to print the log
according to your choice:
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#22 TRUANCY RS 17-233
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#23 DAILY ATTENDANCE WITH EMAIL

This program will print daily attendance list and attendance for a period of time.
This program has the feature of sending the daily absentee list as an email to
teachers and sending text or voice messages to parents of students who are
absent for that day. Edgear Home Interface System should be purchased to use
the feature of sending text and voice messages to parents. Following is the setup
box. “Send txt/voice message” uses the Edgear-home-interface system and
“Send voice message” uses the school-messenger system. Email to teachers will
be sent while printing the daily absentee list.
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#24 ROLL CALL VERIFICATION

The principal or school office people will use this program to verify the roll call
information of teachers for that day or a period of days. The setup box is shown
below:
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