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	Entering Attendance – More Than 15 Minutes Late


	Table Of Contents


· Students arriving more than 15 minutes after the beginning of school
· Students arriving less than 15 minutes after the beginning of school
· Students checking in/out during school


	

Issue:


Entering attendance for students who are arriving at school more than 15 minutes after 





the beginning of school.

Incorrect Method:
Insert a Check-Out when school begins followed by a Check-In when student arrives at 





school.

Correct Method:
Insert an “all day” absence.  When the student arrives at the building, insert a Check-In 





with the appropriate attendance code.

	

Procedure:


1. At the STIOffice main menu, select Students – Add\Edit Student Information.


2. Select student and click on the Attendance button.


3. At the Attendance dialog box (shown below), click the Insert button.
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	4. At the Record will be Added dialog box (shown at right) make the following entries:


· Date:
Date of attendance event

· Type:
All Day – Select this type for students who are not present at 
the time of attendance recording.

Other – Attendance event does not count as an absence against 
the school
· Code:
Select correct attendance code

· Period:
The Period field should always be the same as the Code field.

5. Click OK.
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	An All Day attendance event is created and displayed on the student’s Attendance dialog box.
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	6. At the student Attendance dialog box, click the In/Out button.


7. At the Checkins/Checkouts dialog box (shown at right), click the Insert button
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	8. At the Record will be Added dialog box (shown at right), make the following entries:


· Date – Date of attendance event


· Time – Time of attendance event.


· Period – Period of attendance event.
Note:  The period will automatically be entered if you press the Tab key after entering the time.


· Reason – Reason for Check-In/Out.


· Adm: - Name of administrator (optional)


· Notes – Insert any notes regarding the Check In/Out (optional).


9. Click OK.
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	Entering Attendance – Tardy (Less Than 15 Minutes Late)


	

Issue:


Entering attendance for students who are arriving at school less than 15 minutes after 





the beginning of school.

Correct Method:
Insert an attendance event of type Tardy.  A Check-In is only necessary if a record of the student’s Check-



In time is required.

	

Procedure:


1. At the STIOffice main menu, select Students – Add\Edit Student Information.


2. Select student and click on the Attendance button.


3. At the Attendance dialog box (shown below), click the Insert button.
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	4. At the Record will be Added dialog box (shown at right) make the following entries:


· Date: 
Date of attendance event


· Type:
Tardy (student less than 15 minutes late)


· Code:
Late Excused


· Period:
Blank

5. Click OK.

Note:  
For students with tardies, a check-in is not necessary unless a record of the 
student’s check-in time is required.  However, it is important that you remain 
consistent.  If you decide to check-in students who are tardy, you should check-
in all students who are tardy.  


If you decide to check-in students with tardies, please complete the following 
steps:
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	6. At the student Attendance dialog box, click the In/Out button.

7. At the Checkins/Checkouts dialog box (shown at right), click the Insert button.
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	8. At the Record will be Added dialog box (shown at right), make the following entries:

· Date – Date of attendance event


· Time – Time of attendance event.


· Period – Period of attendance event
Note:  The period will automatically be entered if you press the Tab key after entering the time.

· Reason – Reason for Check-In/Out.


· Adm: - Name of administrator (optional).


· Notes – Notes regarding the Check-In/Out (optional).

9. Click OK.
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	Entering Attendance – Check In/Out


	

Issue:


Entering attendance for students checking in/out of school  after 







the beginning of school.

Correct Method:
Insert a Check-Out/In when student leaves/enters school.

	

Procedure:


1. At the STIOffice main menu, select Students – Add\Edit Student Information.


2. Select student and click on the Attendance button.


3. At the Attendance dialog box (shown below), click the In/Out button.


	4. At the Checkins/checkouts dialog box (shown at right), click the Insert button.
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	5. At the Record will be Added dialog box (shown at right), make the following changes:

· Date – Date of attendance event.


· Type – Select the correct type (In or Out)


· Time – Time of attendance event.


· Period – Period of attendance event
Note:  The period will automatically be entered if you press the Tab key after entering the time.

· Reason – Reason for Check-In/Out.


· Adm: - Name of administrator (optional).


· Notes – Notes regarding the Check-In/Out (optional).

6. Click OK.
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