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Daily Attendance

Each student attendance record may be viewed by selecting the Attendance Button from the Add/Edit Student Information screen. 

Clicking on the Attendance button on the Add/Edit Student Information screen allows the user to view, add, edit, or delete attendance records for the student selected. If a student has attendance records, they are displayed in this window, listed in order by date. If students have Daily Attendance records and Period Attendance records on the same date, there will be a plus icon (+) to the left of that date. Click the + icon to view period records for the highlighted date.
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In / Out Button-To view, edit, or delete Check In / Check Out records (tardies and early dismissals), click the In / Out Button. Clicking on this button will bring up the Check In- Check Out screen. Click the Insert Button and Records Will Be Added screen will appear. Fill in the information in the windows to complete this attendance record. The codes to select have been set in Utilities; select the one that applies to this situation. Click OK. Items are displayed in descending date order by default. Right-click to change the display to ascending date order. 
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Entry / Wd - To withdraw a student from school, click here and the Entries/Withdrawal screen will appear. Click the Insert button and the Records Will Be Added screen will appear. Enter the date of the withdrawal, time of withdrawal, code for withdrawal, grade of the student, and home room of the student. If the student is in special education, select the proper code here. The To/From window is optional as is the Notes window. When all information needed has been entered, click OK and close the screens by clicking on either the Open Door or the X icon.  
(Note:  The policy associated with the administrator log on only permits the administrator to view student entry/withdrawal dates.  The school secretary has full rights to perform the tasks described in this section.)
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Totals- Clicking on this item will display total absences and tardies for the student listed (see graphic to right). The totals may be listed according to Code, which list the reasons for absences, and Schedule, which will list attendance according to the courses. To select the type listing, click the Code tab or the Schedule tab located in the upper left-hand corner of the graphic.
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Attendance Reports Menu

To access the Attendance Reports menu complete the following steps:

1. From the menu bar click on Daily.

2. From the sub-menu select Attendance Reports

The following are 5 attendance reports most often used by Attendance Secretaries:

1. Daily List (Simple)

2. Daily Summary by Hours
3. Checkin/Checkout summary

4. Daily/Summary Period List

5. Period Totals List




Daily List (Simple) - This is a list of students who are absent on a specific date. This list only prints the students’ names, codes, and classifications.  Complete the following steps:

1. Select Filter – Click the drop-down arrow and select all students or a particular grade level to print.
2. Order – Click the drop-down arrow and select the print order (Last Name, Homeroom, Grade Level, etc.). 
3. Report Options – Select from the following options:
a. ID to Print – Select the ID to use on this report.
b. Starting Date – This field defaults to the present date. Change it to a different date, if needed, by typing a new date or clicking the drop-down arrow at right to adjust the date listed.
c. Print Check-ins/outs – Check this item if Student Check-ins/Check-outs need to be listed on this report.
d. Print Totals – Check this item if totals need to be printed on this report.
e. Nicknames – Check this box to print students' nicknames instead of their first names, where applicable. 
4. Codes to Print – Click the drop-down arrow at right to select the particular codes to be printed on this report.
5. Announcement – If an announcement is to be included in this report, click in this area and type the announcement.
6. Print Type Instead of Code – Check this box to print Attendance Type instead of Attendance Code. 
7. Print – Click here when the report criteria has been selected and the report is ready for printing.



Daily Summary by Hours - This is a report that prints a summary of how many hours (during a selected range of dates) a student has attended and how many hours the student has missed because of absence or tardy. 
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Select Filter for Daily Summary by Hours 


Filter- Click the drop-down arrow at right to select all students or a particular grade level to print.


Order- Click the drop-down arrow at right to select the print order (last name, homeroom, grade level, etc.).


Ellipsis button – Click the Ellipsis button at right to customize and create a new QBE Filter for this report.


Include Withdrawn- Check this item if the withdrawn students are to be included in the report, leave blank if withdrawn are not be included.

Report Options for Daily Summary by Hours 


ID to Print- Use the drop-down arrow and select the ID to print on this report.


Type- This option refers to the type of report to be printed. The user can select from Detail, Summary, or Both. 

o
Summary- Choosing this option will print a report that is a summary of the totals of all students' hours of attendance and hours of absence. The Summary Report is divided into gender and racial totals. Finally, the report gives a % and average attendance for the date range chosen. 

o
Detail/Both- Choosing these options will print a report of the students' individual attendance in hours. The Detail/Both reports can be printed in whatever order the user selects from the Order Drop Box.


Check Ins/Outs-The user has the option of choosing Excused, Unexcused or Both check-in/outs to include in this report.


Starting Date- Use the Spin Box and select the date to begin this report, or simply type in the date to begin.


Ending Date- Use the Spin Box and select the date to end this report, or simply type in the date to end. 

Codes to Print for Daily Summary by Hours 


Select- Use the drop-down arrow to select which codes are to be included in this report. The codes will be highlighted automatically in the window. 


Manual Selection- To select the codes manually, choose the blank in the Select Slot above and click the codes to be included in this report. 

Print Daily Summary by Hours 

After all the criteria has been entered and the Daily Summary by Hours report is ready to print, select this command



	Check In/Check Out Summary
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	This utility prints a daily summary of checkins / checkouts.


Starting Date-Type the starting date for this report or use the Spin Box and select.

Ending Date-Type an ending date for this report or use the Spin box and select.


ID To Print: Use the Drop box and select the type of student ID to use in this report.

Report Order: Use the Drop Box at right to select the order to print this report.

Class: Use the Drop Box at right to select Excused, Unexcused, or Both types of records to print on this report.


Print Home Room: If the student’s homeroom is to be included on this report, check this item. 

Separate Check-ins/Outs: If Check-ins are to be printed separately from Check-outs, check this item.


Print Picture: If student pictures are to be included on this report check this item.
Print Check In/Check Out Summary 

After completing all the needed criteria above, click here to print report.




	Daily/Summary Period List
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	A Period Attendance Summary Report will give a summary of attendance by periods or by periods and the schedule. 

To generate and print this report, follow these outlined steps:

Select Filter for Daily/Summary Period List  


Select- Click the drop-down arrow on the right to select all students or another particular filter to print on this report.


Order- Click the drop-down arrow in the Browse Box on the right to select the print order (last name, homeroom, grade level, etc.) for this report.


Ellipsis button – To customize this report, click the Ellipsis button on the right to create a new QBE Filter.




Report Options for Daily/Summary Period List  

Select from the options listed below: 


ID To Print-Use the drop-down Box and identify which student ID to use on this report


Starting Date- Starting Date defaults to today’s date. A different date may be selected by typing a new date or clicking the Down/Up Arrows on the right and adjusting.


Ending Date- This date defaults to today’s date. The date may be changed to any day by clicking the Down/Up Arrow and adjusting.


Show Scheduled Period- Mainly used for Alternate Day Scheduling, this will generate a report according to scheduled subjects per period. 


Number Scheduled Periods- This option only appears if Show Scheduled Period has been checked. This is asking for the number of scheduled periods per day.

Codes To Print for Daily/Summary Period List 


Select- Use the drop-down arrow at right to select the codes to be printed on this report.


Code Description- If the report needs to be customized, click and highlight the codes that are needed. Only those codes selected will be used in generating this report.


Print Type Instead of Code – Check this box to print Attendance Type instead of Attendance Code. 


Print Code Summary- Check this item to include a summary of the codes by giving the totals by codes.

Options for Daily/Summary Period List  


One Student Per Page- If the summary of an individual students’ period absence is needed, check this command. The report will print one student’s period absence record per page. Multiple students may be selected, but each student will have his/her individual report.


Print Totals Only- When selecting this option, the report will have the student’s name and absence totals by period only. This command will not print the schedule.


Print Picture- If the picture of the individual students needs to be printed, click this command.


Unlisted Info- To include on the printed report the information that has been identified as Unlisted, select this command.


Period O- Check this option to include period attendance for a class scheduled as Period Zero (O).


Remove Non-Included- Check this item to remove (from the print queue) the names of any students who do not fall into categories selected for this report. The remaining names will be temporarily held in a pre-selected filter to be used in one more report.

Print Daily/Summary Period List 

After setting the final criteria and the report is ready for printing, click here. 


	Period Totals List


	

	Perfect Attendance Settings
	Period Absences Settings
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