Daily Attendance

Once the attendance has been taken by the teachers (verified by the classro

om monitor),

the Daily Attendance page can be used to verify student attendance taken by the
teachers. The Daily Attendance tool displays student attendance events (absences or
tardies) for a given day. From here, individual student attendance can be processed.
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2) Click Attendance > Daily Attendance
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3) Daily Attendance displays the current date by default. To view attendance from another date, enter the

date in the Date field or select the calendar icon.
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4) An Ad Hoc Filter can also be applied to narrow your list of students that display. An Ad hoc filter can be
selected that contains students in a particular section, participating in a particular program or involved
in after-school activities. When selected, only those students included in that filter who have attendance
entries for the entered date display on the Daily Attendance editor. Select the Ad Hoc Filter drop down

5)
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and choose the filter from the list.
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The attendance records are color coded based on the type of attendance code that has been placed on
indicate that the attendance information was entered by a teacher
and needs to be processed/verified by the attendance clerk. All attendance should be processed at the
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end of the day; no records should be left in yellow.

Select an attendance record to verify or edit the attendance on a student. Once the attendance has
been saved from this screen, the record will populate as green or red based on the attendance code

applied.
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6) The attendance record will change from yellow to green, red, or gray depending on what attendance
code is applied to the record.
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Daily Attendance Report

The Daily Attendance Summary Report displays the attendance events for each student and period for the day

entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at

the end of the report. Homeroom teacher, when used, appears below the student's name. This report displays

all attendance entries for the day, including those with an Unknown excuse and those that have been processed

by the attendance office.

1) Click on Summary Report to get a print out of the day’s attendance.
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2)

The Summary Report will give you a print out of the daily attendance tab
. 12‘13_ Daily Attendance Summary Report
Lewis & Clark Middle School Date: 6/8/2012
325 Lewis & Clark Drive, Jefferson City MO 63101 B .
Generated on 05/1472013 04:52:30 PN Page 1 of 1 Report generated for Trvehous, Cheri
Period
Grade Student Number 1 2 3
08 Ev 51 tieeg t
Comment: Signed in at 8:06am - unexcussed ct
09  Fewsl Frin Dyt Wit 5500005 u u u
08 Hasghue jirfins Sarneilh sagfe  SU0E5 61 u u U
09 Ha® e Jstline g st Y U U
09 Pl b Sliiharedl oo fiins iy A
08 Rihimils  WePiie Sl wnlipye A A A
Comment: Called mom - ill ct
07 Reclar g Waltai ¥t U U U
09 St Dural daten ST u u u
08 Thurrs & o L allilia 1 R A
07 Woalier Sy P S BuleRinS A A A
Comment: ill - dad called ct
08 Wasan Ol § ] it A A A
Comment: ill - grandma called ct
09 Wy Semane L MURMMEEY A
Attendance Code Legend:
A: Absent t: Tardy U: Unexcused

Caller Report
The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need
to be contacted to determine the status of the attendance event. Contact information displays along with the
details of the attendance event for each student. The Caller Report displays attendance events on the entered
date that have a status of Absent and an Excuse type of Unknown.
1)

Click on Caller Report
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2) The Caller Report generates a list of students whose attendance has not been verified and will display
parent/guardian contact information.

12-13

Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:49:06 PM  Page 1 of 1

Attendance Caller Report
Date: 6/8/2012
Report gencrated for Twehous, Cheri

Lottt it S Bt ettt s

Period
Grade Student Number 1 2 3
09 Pl ’ 9803771 A
Fruan fer Mother Home: (573)6 Work: (573)6" Cell: (573)67
. Father Home: (573)6 Work: (573)8%
08 Tl s i 9808783 A
Thssas Lam Mother  Home: (573)6 & email: el @embargmail.com
09w 341428403 A
Wabs Sy Mother  Home: (314)40 Cell: (3144 email: b¥ss @yahoo.com
Attendance Code Legend:
A Absent t Tardy U: Unexcused
i s PRRPURA it -
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