(0) Synergy-

Student Information System

Synergy SIS®
Attendance
User Guide

Edupoint’
—

Edupoint Educational Systems, LLC
1955 South Val Vista Road, Ste 210
Mesa, AZ 85204
Phone (877) 899-9111
Fax (800) 338-7646

Volume 01, Edition 01, Revision 04 March 2013
Copyright© 2013 Edupoint Educational Systems, LLC Document Number: SISATUG - 010103



Attendance User Guide

First Edition, June 2009
Second Revision, March 2010
Third Revision, April 2011
Fourth Revision, March 2013

This edition applies to Synergy SIS~ Student Information System software and all subsequent releases
and maodifications until indicated with new editions or revisions.

Edupoint’s Synergy SIS Student Information System software and any form of supporting documentation
are proprietary and confidential. Unauthorized reproduction or distribution of the software and any form of
supporting documentation is strictly prohibited and may result in severe civil and criminal penalties.

Information in this document is provided in connection with Edupoint Educational Systems products. No
license to any intellectual property rights is granted by this document.

The screens, procedural steps, and sample reports in this manual may be slightly different from the actual
software due to modifications in the software based on state requirements and/or school district
customization.

The data in this document may include the names of individuals, schools, school districts, companies,
brands, and products. Any similarities to actual names and data are entirely coincidental.

Synergy SIS is a trademark of Edupoint Educational Systems, LLC.
* Other names and brands may be claimed as the property of others.

Copyright © 2006-2013, Edupoint Educational Systems, LLC. All rights reserved.

Copyright© 2013 Edupoint Educational Systems, LLC



Attendance User Guide

TABLE OF CONTENTS

CHAPTER ONE : VIEWING AND VERIFYING ATTENDANCE ............. 9
Overview of AttendanCe ..........cooovviiiiiiiiiiiie 10
Verifying AtteNAANCE ...........ueiiiiiiiiiiieee e 10
MENU OPLIONS ... e e e e e e e e e e eaaas 13

CHAPTER TWO : CLASS DAILY ATTENDANCE ....cc..coirimmmmmnnsnnnenns 15
Viewing Class Daily Attendance.............oooovuiiiiiiiiiiieeccee e 16
Editing Class Daily Attendance ..o 18
MENU OPLIONS ...t e e e e e e e e eeaaas 20

CHAPTER THREE : CLASS PERIOD ATTENDANCE ......ccceeuuueunnenn 22
Viewing Class Period AttendancCe ...............euueiiiiiiiiiiiiiiiiiiiiieiiiieeees 23
Editing Class Period AttendancCe............ooovviiiiiiiii i 25
1LY o TU @] o] (T o 26

CHAPTER FOUR : COURSE ATTENDANCE ......cocuieirarnnrnssnsrensenns 29
Viewing Course AttENAANCE ..........uuuuiiiiiiiiiiiiiiii e 30
Editing Course AttendancCe ...........ccooooiiiiiiiiiiie e 33
1LY o TU @] o] (o] o S 36

CHAPTER FIVE : DAILY ATTENDANCE ...cccouiieimrsisnrnsrnssnsssnsenns 38
Viewing Daily AHENdANCE ..........oeiiiiiiiiiiii e 39
Editing Daily AttendancCe .............oiiiiiiiii e 44
1LY o TU @ o] (o] o S 50

CHAPTER SIX : PERIOD ATTENDANCE .....ccccieiereersnrnsrnssnssensenns 52
Viewing Period AHENdanCEe .............uuiiiiiiiiiiiiiiiiiiiiee e 53
Editing Period AttendancCe...........coo oo 58
1LY o TU @] o] (o] o S 64

CHAPTER SEVEN : SPECIAL TYPES OF ATTENDANCE ......ccccueeees 67
Recording Attendance by FTE Amount.............oooiiiiiiiiii e, 68
Recording Supplemental Instruction Attendance ..., 70

CHAPTER EIGHT : SCHOOL ENROLLMENT HISTORY ......cceuvreuinens 73
Viewing School Enrollment HiStory ................uuuiiiiiiiiiiiiiiiiieeiiiiiees 74
Updating School Enroliment History.............cooieiiiiii e, 75
1LY o TU @] o] (o] o S 76

Copyright© 2013 Edupoint Educational Systems, LLC 3



Attendance User Guide

CHAPTER NINE : MASS CHANGE ATTENDANCE .....cccvevevevesenenenes 11

Changing Multiple Students’ Attendance...........cccooeeeieiiiiiiiicciieee e, 78
Period AENAANCE. ... e 78

[ T N1 (= o F= T o = 81
Student Filter Criterial.........ooiiiiie e e 82

8 Lo} o TN o 111 (o] 1/ 86

1LY o TU @] o] (T g 3SR 86
CHAPTER TEN : ATTENDANCE LETTERS...ccccitiruireinnrnnrnnssnsennes 88
Creating Attendance Letters............uuuiiiiiiiiiiiiiii 89
Additional OPtIONS .....cooeieeeeeeee e 92
Printing Attendance Letters ... 92
MENU OPLIONS ... et e e e 94
CHAPTER ELEVEN : REPORTS ...cccciieiimeiimirmirnrenssnnsnasnsnsnsnenss 90
Available REPOITS ..o 97
General Attendance Reports ........oooueiiiii i 97
CFG801 — District Monthly Calendar Report ..........coooiiiiiiiiiieeee e 98
CFG802 — School Monthly Calendar Report ..o 99

Daily Attendance RepOrtS..........oooiiiiiiiiiei e 101
School Enroliment History EXtract ...........cccoooiiiiiiie e 102
ATD201 — Daily Attendance Profile ..........cccoueeiiiiiiiceeee e 104
ATD202 — Daily Attendance Minutes Profile...........coccociiiiiii e, 106
ATD402 — Daily Attendance List...........oooiiiiiiiiiii e 108
ATD403 — Dalily ADSENE LISt .....c.eeieieiiiie et 110
ATD404 — Dalily Tardy LiSt .......ccueviiiiiie et 112
ATD405 — Daily Perfect Attendance List ..., 114
ATD406 — Daily Student List by Attendance...........cocceviiiiiiiiiiiic e, 116
ATD407 — End of Year Attendance List........c.cccoveiiiiiiiiie e 118
ATD412 — Student Gain LOSS .....uvviiiiiiie ettt e 120
ATD413 — Class Reduction SUMMary ...........cccoevieiiiiiiiiieeee e 122
ATD414 — Student Days ENrolled ...........cccuuiiiiiie e 124
ATD415 — Attendance Audit LiSt.........oooriiiiiiiiiiie e 126
ATP602 — Period Sections Missing Attendance List............ccocccviieeieiiiiiiiiieeeeee. 128
STU409 — Class ROSEEN ...t e e e 130
STU411 — Daily Class Attendance Minutes List ...........cccccoiiiiiii e 132
ATD401 — Daily Student Absence Totals..........cceeviiiiiiiiiiee e 134
ATD601 — Daily Attendance SUMMArY .........ccoocueeiiiiiie e 137
ATD603 — Monthly ADA Detall........cccuviieiiiiieeciee ettt 139
ATDE04 — Monthly ADA SUMMAIY .....eeiiiiiiiiieiiiiee et 141
ATD605 — Cumulative Enrollment Totals...........ccccooiiiiiiiiiiiee e, 143
ATD608 — Monthly ADM SUMMAIY .......ccoiiuiiiiiiee e e et e e e e e e e e e svnreeeaaa e 145
ATDB80S — Attendance Letters..........ooi e 147
STUBO3 — ADM SUMMANY ....eveiiiiiiiieeeiiiiee e etieee ettt e steee e sttt e e e steeee s sbeeeeesnneeeesanes 149
Period Attendance RepOrtS.........coooiiiiiiiiiiiee e 151
ATP201 — Period Student Attendance Profile............ccoooooii i 152
ATD407 — End of Year Attendance List...........ccccviiiiiiiiiiiie e 154
ATD413 — Class Reduction SUMMary ............coeveeiiiiiiiiieiee e 156
ATD415 — Attendance Audit LiSt.........coooiiiiiiiiiie e 158
ATP401 — Period Attendance List..........ooiiiiiiiiiiiiieee e 160
ATP402 — Period Student Absence Totals ...........coooiuiiiiiiiiii i, 162

4 Copyright© 2013 Edupoint Educational Systems, LLC



Attendance User Guide

ATP403 — Period Perfect Attendance List ...........ccccceiiiiiiiiiiiie e 164
ATP404 — Period Class Attendance List..........cccoouiiiiiiiiiiiiiiie e 166
ATP405 — Period Student List by Attendance...........ccccccooeviiiiiiiie e, 169
ATP406 — Period Class Attendance FOrm ... 171
ATP407 — Period Attendance Gaps by Teacher...........cccceoiiiiiiiiiiiiiiiic e 173
ATP408 — Period Attendance Gaps ........cueeieeaiiiiiiiiieee e 175
ATP409 — Period Absence Count ........ ... 177
ATP410 — Summer Attendance Report .........ooo o 178
ATP602 — Period Sections Missing Attendance List............cccccoiiiiiiiiiis 180
ATP801 — Period Attendance Autodialer List............cccccoiiiiiiiiiiiiieeeees 182
ATP802 — Attendance Auto Dialer Report .........ccoooooioiiiiic e 184
ATP603 — Positive Attendance SUMMary..........ccccvveeeee e 185
ATP604 — Positive Attendance Audit ... 187
ATPG605 — Positive Attendance Totals...........cooiiiiiiiii e 189
ATP606 — Positive Attendance Summary Extended............ccccceeeiiiiiiiiiiieeee e, 191
ATP607 — Positive Attendance Audit Extended............ccoooiiiiiiiiiiiiiieeeeeeee 193
ATP608 — Supplemental Instruction SUMMaAry ..........ccccoiiiiiiiiie e 195
ATP609 — Supplemental Instruction Detail ... 196

Copyright© 2013 Edupoint Educational Systems, LLC 5



Attendance User Guide

ABOUT THIS GUIDE

DOCUMENT HISTORY

Date Volume | Edition | Revision | Content

June 2009 1 1 1 Initial release of this document

March 2010 1 1 2 Updated to include changes from
the November 2009 release and the
February and March 2010 patches

April 2011 1 1 3 Updated to include changes from
November 2010 release

March 2013 1 1 4 Updated to reflect the March 2013

release of Synergy SIS version 8.0

CONVENTIONS USED IN THIS GUIDE

Bold Text

Bold Text - Indicates a button or menu or other text on the screen to
click, or text to type.

Tip — Suggests advanced techniques or alternative ways of
approaching the subject.

Note — Provides additional information or expands on the topic at

hand.

Reference — Refers to another source of information, such as
another manual or website

Caution — Warns of potential problems. Take special care when
reading these sections.
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BEFORE YOU BEGIN

Before using any of the Edupoint family of software products, please make sure the
computer hardware and software meet the minimum requirements.

Caution: The Edupoint family of software does not support the use of
pop-up blockers. Please disable any pop-up blockers (also known as
pop-up ad blockers) on the system before logging into any Edupoint
product.

A NOTE ABOUT NAVIGATION

To indicate how to find screens, this guide uses shorthand like Synergy SIS >

Attendance > Class Period Attendance, which means: In the Navigation Tree (also called
PAD Tree), click Synergy SIS (if necessary to open it), then Attendance (if necessary to
open it), and then Class Period Attendance.

= Synergy SIS

P Accommodations

= Attendance
P Reports
P Reports Daily
P Reports Period
P Scanning
P Setup

=
| Attendance Letter

:E_ Aftendance Verification
=2
- Class Daily Attendance

’-3;4-|Class Period Attendance

[
E. Classroom Taken Attendance Summary

gl |
E; Course Attendance

@ Daily Attendance

g |
E:, Period Attendance
Synergy SIS Navigation Tree

Mass Change Attendance

If the Navigation Tree pane itself is not open, click the Tree button.

Tree Button
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Chapter One:
VIEWING AND VERIFYING ATTENDANCE

This chapter covers:
» Overview of Attendance
» Verifying Attendance
» Menu Options

Copyright© 2013 Edupoint Educational Systems, LLC 9
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OVERVIEW OF ATTENDANCE

Attendance may be tracked using either a daily attendance or period attendance model.
Daily attendance records the student’s attendance based on the entire school day, whereas
the period attendance records the student’s attendance in each class period. Daily
attendance may be taken either once or twice a day. Attendance records for either daily or
period attendance track a student’s absences; if nothing is recorded for the day or period,
the student is considered present.

A district can track a student’s presence in school by section using the Class Daily
Attendance or Class Period Attendance screen. Alternatively, it can be tracked by
student using the Daily Attendance or Period Attendance screen. The attendance may
also be viewed and recorded by student and section using the Course Attendance screen.

Outside of Synergy SIS, attendance may be recorded using the TEACHERVUE software, or
through scanning a paper attendance form. The data from these methods is collected into
Synergy SIS. For more information about attendance in the TEACHERVUE software, see the
Synergy SIS — TEACHERVUE User Guide. Scanning is outlined in the Synergy SIS — System
Administrator Guide.

This guide illustrates how to view and edit data in the Attendance screens. There are also a
number of reports that can be generated from the information, and Chapter 9 reviews the
available reports and shows how to customize and print these reports.

The companion guide to the User Guide, Synergy SIS — Attendance Administrator Guide,
covers the setup and configuration required for attendance.

VERIFYING ATTENDANCE

Some districts use a two-step method in recording attendance. First, the teacher records a
student’s absence using one of the methods listed above. Frequently the teacher is limited
to only one type of absence reason such as Unverified (meaning that the reason for the
absence is unverified, not that the absence itself is unverified). Once attendance has been
recorded, another staff member contacts the student’s parents to verify the reason for the
absence. This method of attendance adds some checks and balances to the recording
system, and frees up teachers’ time for more instruction.

10 Copyright© 2013 Edupoint Educational Systems, LLC
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The Attendance Verification screen in Synergy SIS simplifies this process:

1.

Go to Synergy SIS > Attendance > Attendance Verification.

Attendance Verification @

School Name: Hope High School  School Year: 2010-2011

. Attendance Verification |
Date

1216010 [ Aher
If Rows To Show is blank then the maximum number of rows will be 100
Rows To Show

|Fi\ters Q‘

Attendance Verification List

@
) [ Bemperoa
Line (Student Name Phone Date SIS Number Grade Reas 1 ’TF’T’TW’?’TW’T’T

Attendance Verification Screen

Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

A Hope High Schoel
Edupoint Vesanr iz
‘ " Schaol District User:Admin User '
Show active and inactive

n .’m Quick Launch Le Lock | Sign 9ut | Support | He’p
. ~———
Checking Current Focus

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

bl @D |5 G ) e
Edit Button

To verify attendance for a date other than today’s (the default), enter the date in the
Date box.

Click the Filter button to display all students with absences on that date.

Aftendance Verification &

School Name: Hope High School  School Year: 2010-2011

Attendance Verification |
ate

|
If Rows To Show is hlank then the maxmum number of rows wil be 100
Rows To Show

99

Attendance Verification List

| Filters Q‘
@
Bell Period
Line|Student Name P Date SIS Number Grade Reas 1
W 010552017 12 A

o [o[[2[3[%[s[e[7[6[o
’_1 Ahbott, Billy © g. 01/05/2011 905483 t
Filtering Attendance by Date

The list of students displayed can also be shortened by entering the number of
students to display in the Rows to Show box. The number entered is the number
of students displayed. If the box is blank, the maximum number of students
displayed is 100.

To select which absence reasons should be selected, expand the Filters section
by clicking the Maximize button at the right side of the Filters section.

o~
|| Filters ( Q‘
e —

Filters Section

Copyright© 2013 Edupoint Educational Systems, LLC 11
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8. Narrow the verification list, if desired, by entering all or part of the student’'s name
in the Last Name and First Name box. To filter by grade, select the Grade from
the list. The type of absences displayed can be filtered by type either by selecting
the Reason Types to display from the lists, or by checking the boxes of the
Reason Codes to display. When all options are set, click the Filter button.

Filters o]
Last Mame First Mame Grade

| v
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Unverified he he he b

REas0n CDd
™ Suspension T Tardy [ waived [ Unverified
[T Bussspend I Unexcused I Tardy [ Activity
I™ Counséadmi I Other I™ Excused I liness
Filter Section, Maximized

Caution: Once a filter has been set, the filter will remain active even if
the filter section is minimized or if the focus is changed to a different
school or year. To clear the filter, remove all conditions and click the
Filter button again.

9. Once the list of students has been adjusted, the students’ absences can be
verified. The student’s phone numbers are available at a quick click of the Phone

button.
Attendance Verification List (]
[ [ [
/ [o [ 1235856 78]
Abbott, Billy . @ 04/01/2009/905483 12 Oth Urw | Oth | Oth | Oth | Unx | Unx | Unx | NS | NSINGS

Attendance Verification List

10. When the phone button is clicked, the Student Phone Numbers screen opens.
This screen lists every phone number associated with the student.

Student Phone Numbers
Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Room Name: 231
Last Name First Marme Middle Name  Suffix Perm ID Grade
[Abbott [Billy 8 | Jons483 12 v
Numbers %)
Self Abbott, Billy C. 4B0-555-1214 Home
Mother Aaron, Kathleen 4B0-555-1214 Home Has Custody, Lives With
480-555-3456 Cell Has Custody, Lives With
Father Aaron, Phillip 4B0-555-6767 cell Has Custody, Lives With
602-333-4874 waork Has Custody, Lives With
480-555-1214 Hame Has Custody, Lives With
Friend Darryl King 480-555-1962 Home
Relative Lauretta Jones 4B0-555-1545 Home
Dogtor Mesa Peds 949-555-0831 Office

Student Phone Number Screen

11. To enter the corrected absence reason, click in the box for the student and period
or half day and select the absence reason from the list. If the student is at a daily
attendance school, enter the AM reason in the Reas 1 column and the PM reason
in the Reas 2 column (if the school takes attendance twice a day). If the student is
at a period attendance school, the periods are listed in the Bell Period section.
Periods that are gray with a N/S means the student does not have a class
scheduled for those periods. The All Day Code is entered in the Reas 1 column. If
the Reas 2 column is grayed out that means the school only takes daily attendance
once a day (no AM/PM) or it is a period attendance school.

12 Copyright© 2013 Edupoint Educational Systems, LLC
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Attendance Verification @

School Mame: Hope High School  School vear: 2010-2011

_ Attendance Verification |
Date

01/05/2011 Fiter

If Rows To Show is hlank then the maximum number of rows will be 100
Rows To Show

|Fi|ters O|
Attendance Verification List (]
[ [7 [7
[+ |' " |' |' |' |' |' |' |'
Ahbott, Bilky C. ’i; 01/05/2011 |203483 12 Act MN/S| MNAS| NFS

Attendance Verification Screen

12. To see the Daily Attendance screen for the student, click the student’s underlined
name in the Student Name column. To see the Period Attendance screen for the
student, click the date underlined in the Date column.

13. Click the Save button at the top of the screen to save any changes.

MENU OPTIONS

At the top of the Attendance Verification screen, a Menu button provides access to
additional information regarding the student’s attendance history.

'hL..‘r'
ey =) Save | IJndio |
Tiew Audit Detail For Attendance Verification

Attendance Verification Screen, Menu Options

The option available under the Menu button is:

¢ View Audit Detail For Attendance Verification — the Audit Trail History screen
lists all changes made to the records, including what was changed, who changed it,
and when. Since the Attendance Verification information is stored in a grid, it is
not yet available for tracking via the audit detail report. An attendance audit can be
run from either the Daily Attendance or Period Attendance screen for each
student.

The Print button at the top prints the information on the Attendance Verification screen.

M| Save Inda |
Print Button

Copyright© 2013 Edupoint Educational Systems, LLC 13
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Chapter One

The Print button prints the information exactly as it is displayed on the screen, and does not

show the information available using the scroll bars.

Hope High Schoel (2010-2011 : Show active and inactive)

Premmleg) | s || o

User: Admin User

Status: Ready ‘ & ﬁ

Attendance Verification

G
«

School Name: Hope High School  school Year: 2010-2011

__Attendance Verification |

Date

ovosizott

If Rows To Show is blank then the maximum number of rows will be 100
Rows To Show

Filter

99
Filters =]
Last Name First Name Grade
[abbott [ =l
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Unverified - - -
Reason Codes[ I+
I Suspension  Exc Tardy F Waived I~ Positive
F Unverified = Bussspend ¥ Unexcused = Tardy
F Activity F altLm ¢t F Couns/admi  Other
I Excused [ lliness
Attendance Verification List [=]
Bell Period I
Line Student Name Phone| Date SIS Number | Grade| Reas1| Reas2
| 1| 2 3 | a 5 s | 7] 8] 2]
1| Abbott, Billy C. 5; 01/05/2011 905483 12 Act NiS NIS NIS

Printed Attendance Verification Screen

14
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Chapter Two:
CLASS DAILY ATTENDANCE

This chapter covers:
» Viewing Class Daily Attendance
» Editing Class Daily Attendance
» Menu Options

Copyright© 2013 Edupoint Educational Systems, LLC 15
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VIEWING CLASS DAILY ATTENDANCE

The Class Daily Attendance screen enables teachers to modify absence records by
section.

1. Go to Synergy SIS > Attendance > Class Daily Attendance.

2. To find the attendance record for a section, there are two methods: Scroll and Find.
To scroll through the section records to find the section:

Click the Next button at the top of the page to advance to the first section’s records.
Records are sorted alphanumerically by Section ID, so the first class record to
appear will most likely have a Section ID that starts with 0 or an A.

ClC©F

Next Button

3. To scroll in reverse alphanumerical order, click the Previous button.

e DD

Previous Button

i 7
> |
L L

4. Continue clicking the scroll buttons until the desired section appears.

To switch to the Find mode to look for the class attendance records:

1. Click the Find mode button.
.j:k::.j:'::})
Find Moda Button

2. Enter part or all of the Section ID.

]| @ QB 65| rne | o
¥Class Daily Attendance

Section [D: 0116 Course Tile:

| Class Daily Attendance |
i Course |ID Course Title staff Mame Room Mame

|Section D
e > | [ | ]

Finding By Section ID

3. Click the Find button or press the Enter key. The first section with the information
entered into the Find screen appears. Then use the scroll buttons if needed to find
the exact section.

Note: In the Find Mode, sections can also be found by searching by any
of the yellow fields on the screen. Entering anything in any box but the
first one opens a screen with a list of sections matching the criteria. To
select a section, click the section, and the record appears. Close the
window after selecting the record. For more about finding in any screen,
see to the Synergy SIS — Student Information User Guide.

16 Copyright© 2013 Edupoint Educational Systems, LLC
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4. When the section’s attendance records display, the day defaults to today’s date. To
see another date’s attendance records, enter the date in the white box at the top of
the screen.

Class Daily Attendance

Section ID: 1077 Course Title: Am Gout

| Class Daily Attendance |
Section 1D Course 1D Course Title Staff Mame Room Mame Track
[1o77 |ss51 | [amGowt | |Jackson, wathy| (216 I v

Begin \Valid Date Rangshaammu End alid Date Qangeluamafzum
e

‘-ﬁ Go To Date / Go To Current Date " < Previous Day
 — —— o

Class Attendance

@
Thu, Dec 16 2010
Line |Student Hame
Reason 1 Reason 2

1| Abbott, Billy ©
A Addington, Paula M.
| Coleman, Jose L

2| Cooley, Caralyn A
#| Crum, Richard J

Class Daily Attendance Screen, Finding a Date

5. Click the Go To Date button. To go back to today’s information, click the Go To
Current Date button.

To scroll to the desired date, click the <Previous Day or Next Day> button.

Once the correct date is displayed, the absence reasons entered for each student
for the section selected are displayed in the Reason columns under the date
displayed. If the school takes attendance twice a day, two reason columns are
displayed. If the school takes attendance only once a day, only one reason column
is displayed.

Class Daily Attendance

Section ID: 1077 Course Title: Am Govt

| Class Daily Attendance |
Section D Course 1D Course Title Staff Mame Foom Mame Track
177 |5851 | |amGowt ||Jackson, kathy| (216 I v
Begin Yalid Date RangelDEBDQmD End *alid Date RangelDEJDSQDH
Go To Date | Go To Current Date | < Previous Day ‘ MNext Day = ‘

Class Attendance

Thu, Dec 16 2010
Line|Student Name —_—
Reason 1 Reason 2
| Sabhott, Bilk o~

2 Addington, Paula i,

& Coleman, Jose L.

| Conoley, Carakyn A
& Crurm, Richard J.

Class Daily Attendance Screen

8. Click a student’s underlined name to open the Daily Attendance screen for that
student.

Copyright© 2013 Edupoint Educational Systems, LLC 17
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9. Todisplay 5 days’ worth of attendance, click the Menu button and click Show 5

Days.
@@ I=IEa Status: Ready ‘ & %‘
ror Class Daily AﬂEndan(ele

Section ID: 1077 Course Tile: Am Gout

Class Daily

Section ID Course ID Course Title Staff Name Room Name Track
fio7z 5351 | |amGowt | [Jackson Katmd (216 ] ~
Begin Valid Date Range|0s/30/2010 End Yalid Date Range|06/03/2011

< Previnus Day | et Day > |

B Go To Date ‘ Gor T Current Date:

Class Attendance

Q

Thu, Dec 16 2010
Line Student Name
Reason 1 Reason 2

| Abbott, Billy C
) Addington, Padla .
1 Colemnan. Jose L

Class Daily Attendance Screen, Show 5 Days
Two additional buttons appear: <<Previous Week and Next Week>>. These

buttons scroll through the dates by week instead of by day.

Class Daily Attendance

Section ID: 1077 Course Tile: Am Govt

 Class Daily Attend |
Section 1D Course I Course Title Staff Mame Foom Name Track
1077 5551 |[amGovt | |Jackson. kathy] [216
Begin alid Date Range(0s/30/2010 Enct valid Date Range 0B/03.
o To Date | Go To Current Date < Previous Day << Previous Week Mext Day > ‘ Mext Week > ?

Class A

Frl Dec 10 2010 Mon, Dec 13 2010 Tue, Dec 14 2010 Wed, Dec 15 2010 Thu, Dec 16 2010
Line |Student Name

Reason 1 | Reason 2 | Reason 1 | Reason 2 | Reason 1| Reason 2 | Reason 1 | Reason 2| Reason 1 | Reason 2

Abbatt, Bilky © Exc Exc Uny
2 Addington, Paula M

= Colernan, Jose L

Class Daily Attendance, 5 Day Screen

10. To switch back to the single day screen, click the Menu button again and select
Show 1 Day.

EDITING CLASS DAILY ATTENDANCE

Once the section record has been retrieved, attendance for the entire class can be taken.
To enter the attendance for the class:

1. Check to make sure the focus is set to a school and not the district. The focus is
indicated in the top right corner of the screen.

Hope High School
Edupomt Voo oz
Senoa District User:Admin User
Show active and inactive /]

[ @ QuickLaunch L Lock | Sign Out | Suppoe: | Help
Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @@ | 5(Cen ] v |

Edit Button
The current mode is shown in the top right-hand corner under Form Status.

reru]| @ @ B | 55| [zae | e oo s Rty (e o) |

Current Form Status

18 Copyright© 2013 Edupoint Educational Systems, LLC
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3. Find the date to edit using one of these buttons: Go To Date, Go To Current Date,
Previous Day, Previous Week, Next Day, or Next Week.

| @ @ @ ‘ gj | Save Undo Status: Ready ‘ @ %{
Class Daily Attendance

Section ID: 1077 Course Title: Am Gout

Class Daily Attend |
Section D Course D Course Title Staff Name Room Mame Track
[to77 |s551 | |amGovt | |Jacksan, kathy| [216 \ v

Bedin valid Date Rangelnﬁﬁnrzum End Yalid Date RangelDEfDSQDH
l Go To Date ‘ Go To Current Date | < Previous Day | << Previous Week ‘ Mext Day = | Mext Week == I

Class Attendance (6]
Fri, Dec 10 2010 Mon, Dec 13 2010 Tue, Dec 14 2010 Wed, Dec 15 2010 Thu, Dec 16 2010
Reason 1| Reason 2 | Reason 1 | Reason 2 | Reason 1| Reason 2 | Reason 1| Reason 2 | Reason 1 | Reason 2

Line |Student Name

] Abbott, Billy C
| Addington, Pauia i | | \ | | | | | | | |

Class Daily Attendance, Locating Date
4. To record an absence for the AM session, click in the Reason 1 column next to the
corresponding student’'s name. The PM session is captured in the Reason 2
column. If attendance is taken only once a day, click in the Reason 1 column (the
only one available). The list of absence reasons appears.

Class Daily Attendance

Section ID: 1077 Course Title: Am Govt

Class Daily |
Section ID Course 1D Course Title Staff Name Room Name Track
|1EI77 5851 Am Govt | |Jackson, Kathy| |216 b
Begin Yalid Date Range|08/30/2010 End Valid Date Range|06/03/2011

Go Ta Date ‘ G0 To Current Date ‘ < Previous Day ‘ << Previous Wesk ‘ Next Day > ‘ Hext Week > ‘

[€]
Fri, Dec 10 2010 Mon, Dec 13 2010 Tue, Dec 14 2010 ‘Wed, Dec 15 2010 Thu, Dec 16 2010
Line [Student Name:
Reason 1 Reason 2 Reasonh 1 Reason 2 Reason 1 Reason 2 Reasonh 1 Reason 2 Reason 1 Reason 2
1| Abbott, Billy C. | Uny
) Addington, Paula i

Class Attendance

< Colernan, Jose L. Act-Activity
Cooley, Carohyn A, Adra-C
lc-Alt Lm Ct

Bsp-Bussspend
E-Exc Tardy
Exc-Excused
ll-lliness
Oth-Other

(| Grant, Timothy b

List of Absence or Tardy Reasons

5. Select the reason that best applies to the student’s tardy or absence. The code (or
abbreviation) for the selected reason appears on the main Class Daily
Attendance screen.

Class Daily Attendance

Section ID: 1077 Course Title: Am Govt

_ Class Daily Attend |
Section 1D Course D Course Title Staff Name Room Mame Track
[1077 5551 | lAmGovt | [Jackson Kathy] [216 | v

Begin Valid Date Range|08/30/2010 End %alid Date Ranoe{0s03/2011
Go To Date | 3o To Current Date | < Previous Day ‘ << Previous Week ‘ Mext Day > ‘ Next Week =5 ‘

@
Lina |Student N Fri, Dec 10 2010 Mon, Dec 13 2010 Tue, Dec 14 2010 Wed, Dec 15 2010 Thu, Dec 16 2010
ine [Student Name
’WWW’WW Reason 2 | Reason 1 | Reason 2 | Reason 1 | Reason 2
)

|| Abbott, Billy C Exc Esxc (| Act
7 Addingtor, Pala M. | | \ \ N~— | | | | |

Completed Class Daily Attendance
6. Repeat the preceding steps until attendance has been marked for every student in
the class.

7. Click the Save button at the top of the screen to save changes made to the class
attendance.

Class Attendance

Copyright© 2013 Edupoint Educational Systems, LLC 19



Attendance User Guide

Chapter Two

MENU OPTIONS

At the top of the Class Daily Attendance screen, a Menu button provides access to
additional information regarding the student’s attendance.

]| @ QD D

T
- |
fr 8}

Save | Undo |

Shiowy 1 Diay

iew Audit Detail For Class Daily attendance e

section ID: 0116  cCourze Title: Prin Eng I

Class Daily Attendance, Menu Options

The options available under the Menu button are:

¢ Show 1 Day/Show 5 Day - this option allows the user to switch between viewing
one day and 5 days of attendance at a time.

¢ View Audit Detail for Class Daily Attendance — the Audit Trail History screen
lists all changes made to the section, including what was changed, who changed it,
and when. It is the same audit trail report available through the Section screen.
Since the Class Daily Attendance information is stored in a grid, it is not yet
available for tracking via the audit detail report. An attendance audit can be run from
either the Daily Attendance or Period Attendance screen for each student.

Hope High School (2010-2011 : Show active and inactive)

User: Admin User

Audit Trail History

Properties Show Detail |O

\
|| || StudentDailyAttendance AbsDate Insert 20101210 User, Adrmin 12/16/2010 18:40:23
| 2 CodeAbsReas1GU Insert ExC User, Admin 12/16/2010 18:40:23
|3 AhsFte2 Insert 0.50 User, Admin 12/16/2010 18:40:23
| 4 AbsFtet Insert 0.50 User, Adrmin 12/16/2010 18:40:23
| ] DailyAttendGU Insert <Link= User, Admin 12/16/2010 18:40:23
| 6 EnrolimentGU Insert <Link= User, Admin 12/16/2010 18:40:23
|7 CodeAbsReas2GU Insert Exc User, Admin 12/16/2010 18:40:23
||_:|StudentDailyAttendance CodeAbsReas1GU Update Urey ExC User, Admin 12/15/2010 08:49:36
| 8 AbsFtet Update 1.00 1.00 User, Adrmin 12/15/2010 08:49:56
|| i StudentDailyAttendance CodeAbsReas1GU Insert Exc User, Admin 12/15/2010 08:46:11
|11 AhsFtel Insert 1.00 User, Admin 12/15/2010 0&:46:11
| 12| AbsDate Insert 20101215 User, Adrmin 12/15/2010 08:46:11
| 13| DailyAttendGU Insert <Link= User, Admin 12/15/2010 0&:46:11
EnrolimentGuU Insert <Link= User, Admin 12/15/2010 D&:46:11

Audit Trail History Screen

The Print button at the top prints the information on the Class Daily Attendance screen.

R®93(%)

Edit Unda

Print BUTton

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

20
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]| @Q B | 55| (5= | o5 | seusresy | ) B
Class Daily Attendance

Section 102 1077 Course Title: Am Govt

.Class Daily Attendance |

Section 1D

[1a77 |s551

|Am Gowt

Course ID Course Title Staff Name
Jackson. Kathy| |216

Begin Valid Date Rangeloafaufzmo

Go To Date |

Go To Current Date

Room Name

End Valid Date Rangelusruafzuﬂ

< Pravious Day

<= Previous Week |

Class Attendance

3

Mon, Jan 3 2011

Tue, Jan 4 2011

Wed, Jan 5 2011

Thu, Jan & 2011

Fri, Jan 7 2011

Ling| Student Name

:clcling:on
Paula M.

Reason| Reason
1| 2

Cldose L.

Cooley
Carolyn A.

5 Srum,
Richard J.

Crum.
illiam R.

Reason| Reason
1

Act

Reason| Reason
|

Act

Reason
1

2

Reason| Reason| Reas

2
Unv

Printed Class Daily Aftendance Screen

Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter Three:
CLASS PERIOD ATTENDANCE

This chapter covers:
» Viewing Class Period Attendance
» Editing Class Period Attendance
» Menu Options
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VIEWING CLASS PERIOD ATTENDANCE

The Class Period Attendance screen enables teachers to modify absence records by
section.

1. Go to Synergy SIS > Attendance > Class Period Attendance.

2. To find the attendance record for a section, there are two methods: Scroll and Find.
To scroll through the section records to find the section:

Click the Next button at the top of the page to advance to the first section’s records.
Records are sorted alphanumerically by Section ID, so the first class record to
appear will most likely have a Section ID that starts with 0 or an A.

~] (D | &5 |
Menu~| | % C_l L)

Next Button

3. To scroll in reverse numerical order, click the Previous button.

Q) IO

Previous Button

4. Continue clicking on the scroll buttons until the desired section appears.

To switch to the Find mode to look for the class attendance records:

1. Click the Find mode button.
@@®

Find Mode Button

2. Find a section by entering part or all of the Section ID and clicking the Find button
or pressing the Enter key, and then using the scroll buttons if needed.

[erue] | (D@ P | 855 | _rna | _uree
Y Class Period Attendance

Section ID: 0116 Course Title:

Class Period Attendance |
Section D ourse D Course Title Staff Mame Foom Mame

0116 | |
Finding By Section ID

Note: In Find mode, sections can also be found by searching any of the
yellow fields on the screen. Entering anything in any box but the first
one opens a screen with a list of sections matching the criteria. To
select a section, click it, and the record selected appears. Close the
window after selecting the record. For more about finding in any screen,
see to the Synergy SIS — Student Information User Guide.
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3. When the section’s attendance records display, the day defaults to today. To see
another date’s attendance records, enter the date in the white box at the top of the

screen.
|@®®‘g§j‘ Save Unda

Status: Ready | % Eml

Class Period Attendance

Section 10: 1077 Course Title: Am Gowt  School Attendance Taker: By Section

. Class Period A | Totals
Section (D Course ID Course Title Staff Name Room Mame Term Code  Track Beg Per End Per
1077 [5551 | [Am Govt | [Jackson, Kathy| (216 | =2 vio v~

Beqin valid Date Rangehszmm

G0 To Date 530 To Current Date Mext Day >
Mon, Jan 10 2011 (V)
Line|Student Name
ReasonCode

Abbott, Billy ©

End alid Date Range|DEfD3f2011

( < Previous Day )

2 Addington, Paula k.

& Coleman, Jose L

A Coaley, Carolyn A,

Class Period Attendance Screen

4. Once the date is entered, click the Go To Date button. To go back to today’s

information, click the Go To Current Date button.

To scroll to the desired date, click the <Previous Day or Next Day> buttons.

The absence reason entered for each student for the section is displayed in the
Absence Reason column under the date displayed. The absence reason is just for
the section/period displayed. The section’s period is indicated at the top of the

record.
|@®®‘é‘:§j‘ Save Unda

Status: Ready | .% %l

Class Period Attendance

Section 10: 1077 Course Title: Am Gowt  School Attendance Taker: By Section

_ Class Period Att e | Totals
Section 1D Course ID Course Title Staff Name Room Mame Term Code  Track Beg Per End Per
[io77 |s551 | |Am Govt | [Jackson, Kathy| (216 | |52 0 o~ o~
Begin valid Date Range|12f21f2010 End /alid Date Range|DE!D3f2011

G0 To Date | 530 To Current Date | < Previous Day ‘ Mext Day > |

Class Period Attendance

Line|Student Name

Mon, Jan 10 2011 (W) I
\ ReasonCode

& aobott, Biry

Class Period Attendance Screen

7. If the student’s underlined name is clicked on, the Period Attendance screen

opens and displays the attendance for that student.

8. By default, only one day’s attendance is displayed. To display 5 days’ worth of
attendance, click the Menu button and click Show 5 Days.

Status: Resdy | & Em@

(=T G | 855 save | undo
[Show 5 Days
|view Audit Detail Fgr Class Period Attendance| €
tion 10: Course Title: Am Gowt  School Attendance Taken: By Section

| Class Period A | Tatals

Beg Per End Per
~ o

v v

Section 10 Course ID Course Title Staff Name Room Name Term Code  Track
[1o77 5551 | AmGovt | [Jackson, Kathy [216 |52
Begin Valid Date Range[12/21/2010 End Yalid Date Range|06/03/2011

2 Go To Date | Ga To Current Date |

< Previous Day ‘

Next Day > ‘ <|

Class Period Attendance Screen, Show 5 Days
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9. Two additional buttons appears at the top: <<Previous Week and Next Week>>.
These buttons scroll through the dates by week instead of by day.

Class Period Attendance

Section ID: 1077 Course Title: Am Govt  School Attendance Taken: By Section

| Class Period A fance | Totals

Section ID Course [D Course Title Staff Mame Room Mame Term Code  Track Beg Per  End Per
[1077 |ss51 | |am Govt | [Jackson, Kathy (216 | =2 vo ~b ~
Begin *alid Date Range|12/21/2010 End “alid Date Range(06/03/2011

01102011 Go To Date ‘ Go To Current Date | < << Previous Week >| < Previous Day | Mext Day > ‘ Mext Week >>> |
A S— — S —

Class Period Attendance

D ed, Ja 0 an 6 20 a | on, Jan 10 20
asonCode ReasonCode ReasonCode ReasonCode ReasonCode
Abbott, Billy C Unv

Addington, Paula .
Coleman, Jose L

Class Period Attendance, 5 Day Screen

10. To switch back to the single day screen, click the Menu button again and select
Show 1 Day.

EDITING CLASS PERIOD ATTENDANCE

Once the section record has been retrieved, attendance for the entire class can be taken.
To enter the attendance for the class:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

. Hope High Scheol
Edupoint i
[ ¥ School District . —_—
: _ Show active and nact i
-TVUE n \ﬁl Quick Launch 5 Lock | Sign Out ) cwr e Help

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @ @ | 5 G ) oo |
Edit Button

3. Find the date to edit by using the Go To Date, Go To Current Date, Previous
Week, Previous Day, Next Day, or Next Week button.

Class Period Attendance

Section ID: 1077 Course Title: Am Gowt  School Attendance Taker: By Section

Class Period Attend: | Tatals
Section 1D Course ID Course Title Staff Name Room Mame Term Code  Track Ben Per  End Per
[iz77 5851 | |AmGovt | [Jackson, kathy] (216 |52 v vl v
Begin Yalid Date Range|12/21/2010 End valid Date Range|n5ﬂ]3f2m1
Ij‘],f‘] 02011 ) G0 To Date | a0 To Current Date | <= Previous Week | < Previous Day | MNexk Day = | Mext Week => I

Class Period Attendance

@

Tue, Jan 4 2011 (W} | Wed, Jan 5 2011 (Th) | Thu, Jan 6 2011 (M) | Fri, Jan 7 2011 (Tu) | Mon, Jan 10 2011 (W)
ReasonCode ReasonCode ReasonCode ReasonCode ReasonCode

| Abbott, Bilty C. Uny

2 Addington, Paula b

Line |Student Narme

= Colemnan, Jose L.

Class Period Attendance, Locating Date
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4. To record an absence or tardy for the period, click in the Absence Reason column
next to the student’'s name. The list of absence reasons appears.

Class Period Attendance

Section ID; 1077 Course Title: Am Gowt  School Attendance Taken: By Section

| Class Period Attend | Totals
Section D Course ID Course Title Staff Name Room Name Term Code  Track Eeqg Per  End Per
[1o77 5551 | |AmGovt ||Jackson Kathy| 216 ||=2 v ~o o~
Begin valid Date Range[12/21/2010 End ‘alid Date Range|06/03/2011
01102011 G0 To Date ‘ GoTo Currm << Previous Week ‘ < Previous Day | Hext Day > | Next Week =5 |
2
Class Period Attendance Act [&]
Jan 42011 an 5 2011 (Th) | Thu, Jan 6 2011 (M) | Fri, Jan 7 2011 {Tu) | Mon, Jan 10 2011 (A)
Line |Student Name [——————
ReasonCode ReasonCode ReasonCode ReasonCode ReasonCode
(| Abbott, Bilty © Uy
= Bsp
A Addingtan, Paula M
| coleman, nse L E
- Cooley, Carglyn A Exc
< Crum, Richard J i
Crurn, William R. Oth
Decker, Lari Sus
| Dewvisme, Roger L Tdy
£| Dianics, Ruth T Uriv
i) Gilbert, Tina kK Unsx
Iy M.
) Grant, Timothey i W

List of Absence or Tardy Reasons

5. Select the reason that best applies to the student’s tardy or absence. The code (or
abbreviation) for the selected reason appears on the main Class Period
Attendance screen.

Class Period Attendance

Section ID: 1077 Course Title: Am Gowt  School Attendance Taken: By Section

Class Period A | | Totals
Section 1D Course ID Course Title Staff Mame Room Name Term Code  Track Eeg Per End Per
Jio77 5551 | [AmGovt | [Jackson. katm (216 ||s2 o~ >
Begin valid Date Range|12/21/2010 End Valid Date Range|08/03/2011

01A10/2011 o To Date ‘ Go To Current Date ‘ << Previous Wesk ‘ < Previous Day ‘ Mext Day > ‘ Mext Week =3 ‘

Class Period Attendance

[€]
Tue, Jan 4 2011 (W) | Wed, Jan 5 2011 (Th) | Thu, Jan 6 2011 (M) | Fri, Jan 7 2011 (Tu) | Mon, Jan 10 2011 (A9
Line |Student Name
ReasonCode ReasonCode ReasonCode ReasonCode ReasonCode
| Abbatt, Billy C. Liny
2 Addington, Paula M

= Coleman, Jose L

Completed Class Period Attendance

6. Repeat the preceding steps until attendance has been marked for every student in
the class.

7. Click the Save button at the top of the screen

MENU OPTIONS

At the top of the Class Period Attendance screen, a Menu button provides access to
additional information regarding the student’s attendance.

Meru « | @ @ @ | ;’5 | Save | Indo |
Show 1 Day N
e ALdit Detail For Class Period ﬁttendance‘-'e

Section |D: 1077 Course Tile: &Am Gowt  School Atendance Taken: By Section
Class Period Attendance, Menu Options
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The options available under the Menu button are:

o Show 1 Day/Show 5 Days — this option allows the user to switch between viewing
one day and 5 days of attendance at a time.

¢ View Audit Detail for Class Period Attendance — the Audit Trail History screen
lists all changes made to the section, including what was changed, who changed it,
and when. It is the same audit trail report available through the Section screen.
Since the Class Period Attendance information is stored in a grid, it is not yet
available for tracking via the audit detail report. An attendance audit can be run from

the Daily Attendance or Period Attendance screen for each student.

Hope High School (2010-2011 : Show active and inactive)

User: Admin User

Audit Trail History

Audit Trail History Screen

Properties Show Detail | @
\ |
|| StudentDailyAttendance AhsFtet Update 1.00 1.00 User, Admin  |12/16/2010 17:14:10
|2 CodeAbsReas1GU Update Act Act User, Admin  |12/16/2010 17:14:10
| f|StudentAttendancePeriod PeriodAttendGU Insert <Link> User, Admin  |12/16/2010 17:14:10
|4 CodeAbsReasGl Insert Unv User, Admin  |12/16/2010 17:14:10
| 8 BellPeriod Insert 7 User, Admin  |12/16/2010 17.14:10
| B DallyAttendGU Insert <Link> User, Admin_ |12/16/2010 17:14:10
| [ StudentDailyAttendance AbsFtet Insert 1.00 User, Admin | 12/16/2010 10:39:83
|8 DailyAttendGU Insert <Link> User, Admin |12/16/2010 10:39:33
|8 CodeAbsReas1GU Insert Act User, Admin  |12/16/2010 10:39:53
| 10| AhsDate Insert 20110104 User, Admin  |12/16/2010 10:39:53
| EnrolimentGU Insert <Link> User, Admin  |12/16/2010 10:39:53
| % StudentDailyAttendance AbsFtel Insert 1.00 User, Admin  |12/16/2010 10:39:53
| 18] CodeAbsReas1GU Insert Act User, Admin  |12/16/2010 10:39:53
I AbsDate Insert 20110103 User, Admin |12/16/2010 10:39:53
| 15 EnrolimentGU Insert <Link> User, Admin  |12/16/2010 10:33:53
| 18] DailyAttendGU Insert <Link= User, Admin  |12/16/2010 10:39:53
| [ StudentDailyAttendance AbsFtel Insert 1.00 User, Admin  |12/15/2010 2004720
| 18] DailyAttendGU Insert <Link> User, Admin  |12/15/2010 2004720
| 18] CodeAbsReas1GU Insert Unv User, Admin  |12/15/2010 20:47.20
| 20| AbsDate Insert 20110107 User, Admin  |12/15/2010 20:47:20
| 21] EnralimentGU Insert <Link> User, Admin  [12/15/2010 20:47.20

The Print button at the top prints the information on the Class Period Attendance screen.

@I ()

Print Button

Edit: | Undo |

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

Copyright© 2013 Edupoint Educational Systems, LLC
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& Devisme, Roger

(Menu ] | 1?).8),3)) | ;:“_j | Save | Undo Eta.tus:?eq.dyl e Rﬂ] i
Class Period Attendance

Section ID: 1077 coursz Toie am Gowt  School Attendancs Taken: By Saction

Class Period Attendance | Totals

Section ID Course ID Course Title Staff Name Room Mame Term Code Beg Per Er
1077 5581 Am Govt Jackson, Kathy |218 B2 ] ~ D
Begin Valid Date Range{lzazl.-zc—m End Valid Date Range{08/03/2011 E
010872011 Go To Date | Go To Current Date =« Previous Waek | « Previous Day Hax

Class Period Attendance i

Mon.Jan32011| Tue, Jan 4 2011 Wed.Jan52lJ11| Thu, Jan 8 2041 | Fri, Jan 7 2011

| (M) (Tu) ) ) (Th) (F)
ReasonCode | ReasonCode ReasonCede |  ReasonCode ReasonCode

Line Student Name

1 Abbott, Billy C.

2 Addinaton
Paula M.

3 Coleman.Jose

E

A

5 Crum, Richard J.
6 Crum, William B

J 2

Printed Class Period Attendance Screen

28
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Chapter Four:
COURSE ATTENDANCE

This chapter covers:
» Viewing Course Attendance
» Editing Course Attendance
» Menu Options
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VIEWING COURSE ATTENDANCE

The Course Attendance screen enables teachers to modify absence records by student

and section or course.

1. Go to Synergy SIS > Attendance > Course Attendance.

2. Tofind a student’s attendance record, there are two methods: Scroll and Find. To

scroll through the student records to find the student:

Click the Next button at the top of the page to advance to the first student’s records.
Records are sorted alphabetically by last name, so the first student to appear will

most likely have a last name that starts with A.

~] (D | &5 |
Menu~| | % C_l L)

Next Button

3. To scroll in reverse alphabetical order, click the Previous button.

P A QD P | 5

Previous Button

4. Continue clicking on the scroll buttons until the desired student record appears.

To switch to the Find mode to look for the student records:
1. Click the Find mode button.

cl@le

Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in

the Last Name box.

Course Attendance

d

Student Mame:  Schook  Status:  Homeroom:

ection |
<Last Marme FiMgliame Middle Mame  Suffic  Perm D Grade
| [ J | | &

v

Courses

Show Detail | @ ‘

Finding By Last Name

3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen will appear. Then use the scroll buttons if needed to

find the exact student.

Note: In Find mode, students can also be found by searching any of the
yellow fields on the screen. Entering anything in any box but the first
one will bring up a pop-up screen with a list of students matching the
criteria entered. To select a student, click the name, and the student
record selected appears in the Course Attendance screen. Close the
pop-up window after selecting the record. For more about finding
students in any screen, see the Synergy SIS — Student Information User
Guide.

30
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4. When the student’s attendance records display, the Course Attendance screen
shows all of the student’s sections for the year, sorted by period. In the Period
column, the period number is displayed, followed by the section name with the
section ID in parentheses. The screen also shows the course title, section ID,
enter, and leave dates, and term code for the section.

Course Attendance [
Student Name: Abkott, Billy C. Schook Hope High School  Status: Active  Homeroom: 231
Course A 1 By Section |
Last Mame First Marme Middle Mame  Suffix  Perm D Grade
|Abbatt |Billy c J 5483 12 v
@ms 6

Courses q Show Detail ‘9
0 Am Govt (0077) Am Govt no7y 08/31/2010 51
0 Am Gowt (1077) Am Govt 1077 08/31/2010 52
1 Beg Jewelry (0106) Beg Jewelry 0106 08/31/2010 51
1 PrinEng I(1116) Prin Eng IIl 1116 08/31/2010 52
2 ¢ Intermediate Acting (0258) Intermediate Acting 0258 08/31/2010 R
3 Weight Tm Boys (0963) wWeight Trn Boys 0963 08/31/2010 51
3 WWEIQht Trn Boys (1963) Wyeight Trn Boys 1963 06/31/2010 03/31/2011 52
3 Welght Trm Boys (1933) Weight Trn Boys 1533 04/01/2011 52
4 Eng (brit) Lit (0428) Eng (brit) Lit 0426 D8/31/2010 51
4 . Prin&prac Econ (1435) Prin&prac Econ 1438 08/31/2010 52
5 Rt 5th Per (16875) Rt 5th Per 16875 06/31/2010 52
5 Rt 6th Per (1876) Rt 6th Per 1876 08/31/2010 52
& Biology (0726) Binlogy 0726 D8/31/2010 51

Course Attendance Screen

5. To limit the sections displayed to just one term’s sections, select the term from the
Course Terms list.

6. To see the attendance for the section, click the Show Detail button. The Student
Attendance Calendar appears on the right for the section highlighted on the left.
The calendar defaults to today’s date, so if the section does not meet today, the
calendar is empty.

Course Attendance

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 234

Course Attendance By Section |

Last Name First Mame Middle Mame  Suffix  Perm D Grade

|Abbatt |Billy E | S05483 12 v

Course Terms v

Courses Hide Detail | @
| Section ID: 0077 Course Title: Am Gowt  Enter Date: 08/31/2010  Leave Date:  Term Code: $1-Semester 1

0. Am Govt (0077)

0 A GovE(1077) | Student Attendance Calendar [ Totals
1 : Beg Jewelry (0108) Begin Section Date Range End Section Date Range
1 Prin Eng Il (1118) 03/30/2010 12/20/2010

82 ¢ Intermediate Acting (0258) 1241742010 Go To Date | Go To Current Date ‘ << Previous | Mext 53 |
3 Weight Trn Boys (0963)
3 : Wweight Trn Boys (1963) Attendance @
3 Weight Trn Boys (1933)
4 Eng (hrit) Lit (0426) I I I B I
4 : Prin&prac Econ (1435) Mov-2010 1 2 3 4 5

Course Attendance Screen, Detail Screen, No Calendar
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7. The calendar shows two months’ worth of attendance. The number in the Day
column indicates the date, and the Code column is the absence reason code. The
date range for the section is also displayed at the top of the calendar.

Course Attendance

Student Name: Abbkett, Billy €. School

Course Attendance By Section |

Hope High School  Status: Active  Homeroom: 231

Last Name First Mame Middle Mame  Suffic ~ Perm ID Grade
[Abbott [ty C J Jon5463 12 v
Course Terms v

Courses

Hide Detail ‘ (@]

Section ID: 1077 Course Title: Am Govt

Am Gavt (1077 Student A

e R (5 Begin Section Date Range End Section Date Range
1:Prin Eng Il {11186) 12/212010 06/0372011

4 2 Intermediate Acting (0258) < 030952011 EP|  @oToDate | @0 To Current Date | << Previous ‘ Mext =5 ‘

3 Welght Trn Boys (0963) ~
3 Weight Trn Boys (1963 Attendance %]
3 Weight Trn Bays (1933) | \ | \ | \
4. Eng (arit) Lit (0426) [Day [ [Day [ [Day | [Day [ [Day [ \
4 Pringprac Econ (1435) Jan-2011 24 25 26 | oth | 27 28
_5 Rt 5th Per (1875) I

Course

Calendar | Totals

Enter Date: 08/31/2010

Leave Date:  Term Code: 52-Semester 2

31
Attendance Screen,

Detail Screen, Calendar

8. To change the dates displayed, enter the date in the white box at the top of the
calendar and click the Go To Date button. To go back to today’s information, click
the Go To Current Date button.

9. To scroll to the desired date, click the <<Previous or Next>> buttons to move
forward or backward one month at a time.

10. Click the Totals tab to see a summary of the student’s absences for the year. The
Reason section shows the totals by absence reason, and the Type section at the
bottom shows the totals by reason type. The totals are also broken down by the

day of the week.

Course Attendance

Student Mame: Abbott, Billy C. School: Hope High School  Status: Active  Hameroom: 231

Course A By Section |
Last Name First Mame Middle Name  Suffix  Perm ID Grade
|Abbott [Billy Ic Ja05483 12 v
Courses Hide Detail |G
| |Section I0: 1077 Cowee Tiie: Am Gout Enter Dete: BB2MO Leave Dete:  Term Code: S2-Semester 2
0. Am Govt (0077)
- 0 Am GV (1077) Student Attendance Ca\endar’ Totals h
[l 1 Beg Jewelry (0106) DaysEnrolled SN
1 Prin Eng i (1116) 77
2 Intermediate Acting (0258) Reason Totals ) )
3 Weight Trm Boys (0963) ‘ ‘ ‘
3 Weight Trn Boys (1963) Activity ] 1 0 1 ] 3
3 Weight Trn Boys (1833) Al Lrn Ot 0 0 il i i 0
[E4 Eng (orit) Lit (0426) [0 | Bussspend 0 0 0 0 0 0
4 Pringarac Econ (1435) — Cmuﬂf/admi 0 i 0 0 0 0
[0S - Rt sth Per (1875) [0 Exc Tare 0 0 0 0 0 0
6 Rt 6th Per (1876) — Y
5 Binlogy (0726) | BExcused 0 a o 0 0 0
liness 2 a o 1 2 7]
Qther 0 1} 1 0 0 1
Suspension 0 a o 0 0 0
Tardy 0 1} 1 0 0 1
Unexcused 0 a a 0 0 0
Unverified 1 1} 2 0 0 3
Waived 0 a 1) 0 0 0
tals 3(38%) 1(1.3%) 4 (5.19%) 2(2.68% |3(39% |13 (16.88%
\Type Tulag @
Excused 2 0 1 1 2 ]
Excused Tardy 0 0 1 0 0 1

Course Attendance Screen, Detail Screen, Totals Tab

32
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11. To display courses instead of sections, click the Menu button and select Course
Attendance By Course.

veruv] | (D @D G | &5
Course Attendance By Course
Wiewr audit Detail For Course Attendance

Save | Unda |

student Name: Abbott, Billy €. School Hope High Sch
Menu Options, Course Attendance By Course

Each course is listed by its period, course title, and section ID.

Course Attendance [

Student Name: Abbott, Billy C. Schook Hope High School — Status: Active  Homeroom: 231

Course Attendance By Course

Last Mame First Name Middle Name  Suffix Perm ID Grade

Aphott [Bily B | [posaa3 12 ~

Course Terms v

Courses [ Show Detall |

\ [ |

[0 - am Govt (0077) am Govt 0077 08/31/2010 S1
0 Am Govt (1077) Am Govt 1077 08/31/2010 2
[ 1 - Beg Jewelry (0106) Beg Jewelry 0106 08/31/2010 51
] - Prin Eng I (1116) Prin Eng Il 1116 08/31/2010 52
[ 2 - Intermediate Acting (0258) Intermediate Acting 0256 08/31/2010 YR
[ 5 - weight Tm Boys (0963) welght Trn Boys 0963 08/31/2010 51
] 5 - weight Tm Boys (1963) welght Trn Boys 1963 08/31/2010  |03/31/2011 |52
3 - weight Tm Boys (1933) Weight Trn Boys 1933 04/01/2011 2
[ 4 - Eng (brit) Lit (0428) Eng (brit) Lit 0426 08/31/2010 51
[T 4 - Pringprac Econ (1435) Pringprac Econ 1435 08/31/2010 52
|05 - Re5th Per (1675) Rt 5th Per 1875 08/31/2010 2
|6 - ReGth Per (1676) R 6th Per 1876 08/31/2010 2
[l : Biology (0728) Binlogy 0726 08/31/2010 51

Course Attendance Screen, By Course

12. To switch back to the section screen, click the Menu button again and select
Course Attendance by Section.
]| (@ @ B | 65| e ] v |

Course Attendance By Section
Wiew audit Detail For Course Attendance

Student Mame: Abbott, Billy C. =School: Hope High School  Status: Active  Homeroom: 231
Menu Options, Course Attendance By Section

EDITING COURSE ATTENDANCE

Attendance can also be entered from the Course Attendance screen.

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Hope High School
Year2011-2012
User:Admin User
Show active and inactp€

caupsint

Lock | Sign Ouv | Cippe| Help

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ QD | 55 () e |

Edit Button
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3. Click the number that corresponds with the course name that needs to be viewed.

The name of the course is highlighted.

ren.-]| @D @ | €39 | [ sme || o |

FCourse Attendance

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Homeroom: 231

Am Govt (0077, 1077}

Course A i} By Course |
Last Mame First Narme Middle Name  Suffix Perm D Grade

[Abbott [Billy £ | Jans4a3 12 v
Courses

Beyg Jewelry (0106)

Binlogy (072E)

Eng (brit) Lit (1426)

Intermediate Acting (0258)

Prin Eng Il {1118)

Prin&prac Econ (1435)
Highlighted Course within Course Attendance

4. On the right side of the screen, click the Show Detail button.

Course Attendance

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 23

Course Attendance By Course

Last Name First Mame Middle Name  Suffix Perm 1D Grade
[Abbiott [Billy Ic | [o05483 12 v
Courses

Show Detail | (J

Line |Period Course Title Section ID Enter Date Leave Date 7‘ e
10 Am Gowt (0077) Am Govt 0077 08/31/2010 51
210 Am Gowt (1077) Arn Gowt 1077 08/31/2010 52
<11 Beq Jewelry (0108) Beg Jewelny 0106 08/31/2010 51
2|1 Prin Eng Il {1118) Prin Eng Il 1116 08/31/2010 52
< 2 Intermediate Acting (0258) Intermediate Acting 0258 08/31/2010 YR
A3 weight Trn Boys (0863) weight Trn Boys 0363 08/31/2010 51
03 weight Trn Boys (1863) weight Trn Boys 1963 08/31/2010 03/31/2011 52
3 weight Trn Boys (1933) Weight Trn Boys 1933 04/01/2011 52

Course Attendance Screen, Show Detail Button

5. The Student Attendance Calendar appears. Locate the specific date that

attendance needs to be taken by using the buttons.

Courses

[ Hide Detail |

Line |Period Section ID: 1116 Course Title: Prin Eng Il Enter Dste: 08/31:2010 Lesve Dste:  Term Cods: $2-Semester 2
10 Am Govt (0077)
70 AM GOV (1077) Student Attendance Calendar | Totals
Beg Jewelry (0108) Begin Section Date Range End Section Date Range
Prin Eng Il (1118) 12/21/2010 IEIEEEBQEI‘H

Intermediate Acting (0256)

Course Attendance Screen, Student Attendance Calendar

30972011 [ Go To Date Go To Current Date <« Previous Mext »>
Weight Trn Boys (0963) & Q Q
Weight Trn Boys (1963) Attendance Q
Welght Trn Boys (1933) e onilz a esda
Eng (hrit) Lit {0426) Da ode | Da ode | Da ode | Da Dz 0
Prin&prac Econ (1435) Jan-2011 24 25 26 | Oth | 27 28
Rt Sth Per (16875) 31 M
RF 6th Per (1876) Febo011 ] 5 Tay 2 4
Biology (0726)

7 &} 9 10 11

14 15 16 17 18

21 22 23 24 25

34
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6. To record an absence for the period, click in the Absence Reason column next to

the corresponding name. The list of absence reasons appears.

Course Attendance

Student Name: Abbott, Billy €. School Hope High School  Status: Active  Homeroom: 231

Course Attendance By Course

Last Name First Mame Middle Mame  Suffix ~ Perm D Grade
[Abbatt [Biny € J 05483 12
CouseTerms ¥ Act-Activty
Courses Adm-Counsfadmi Q
Line |Period Section ID° 1116 course The: Prin Eng Il Enter Date: 0831:2000 | AE-A LN Ct L 65 cemester 2
40 Am Govt (0077) e . S el Bsp-Bussspend
5|0 Am Govi (1077) c | Totals E Exc Tard
%1 : Beg Jewelry (0108) Eegin Section Date Range g ¥ =ange
41 Prin Eng N (1116) 1272172010 |' Exc-Excused
o|2 :Intermediate ACtng (0258)  |p3ngeons 9 eoTobate 0o Current Date | IFINESS iz I e oo
5|3 Weight Trn Boys (0963) g ‘ Oth-Other | Lnee>> |
7] 3 - wieight Trn Boys (1963) Attendance [ )
- 5 Sus-Suspension
=13 weight Trn Boys (1933) i 0 v | H
5|4 Eng (brit) Lit (0426) Da ode | Da TP | Tdy-Tardy fe [Day [ Code
()4 © Prin&prac Econ {1435) Jan-2011 24 25 26 Urre-Unverified 28
(1|5 : Rt 5th Per (1875) 31 1l Uny-Unexcused
2 6 : Rt 6th Per (1876) Fen-2011 1 2 Wy Waived 4
&|6 - Biology (0726)
7 8 3 [ [ 10] 1
14 15 16 [ 17] 18

Student Attendance Calendar, List of Absence or Tardy Reasons

7. Select the reason that best applies to the student’s tardy or absence. The code (or

abbreviation) for the selected reason appears in the calendar.

Course Attendance

Student Name: Abbett, Billy C. School Hope High School  Status: Active  Homeroom: 231

Course Aftendance By Course

Last Name First Name Middle Name  Suffi  Perm D Grade
[Abbott [Billy C | Jp0s483 12 v
Courses Hide Datail |G
Line|Period Section ID: 1116 Courss Title: PrinEng Il Erter Date: 08/31:2010 Leave Date: Term Codle: §2-Semester 2
0 Am Govt (0077)
P10 Am Govt (1077) Student A Calendar |_Tolals
“|1 - Beq Jewelry (0106) Begin Section Date Range End Section Date Range
1 Prin Eng Il (1116) [1272172010 /0372011
2] 2 Intermediate Acting (0258) 03me2011 [P GoTobate | Go To Current Date ‘ <4 Previous ‘ Plet =2 ‘
3 weight Trn Boys (1963)
7|3 weight Trn Bays (1963) Attendance [€]

3 . Weight Trn Boys (1933) i onda

El4 | Eng (brit) Lit (0426) Day | Code |Day | Cade | Da pde | Day | Code | Day | Code
1|4 : Prin&prac Econ (1435) Jan-2011 24 25 26 | oth | 27 28
15 Rtsth Per (1675) 3
{6 . FiL 6t Per (1676) Febo011 ' 2| Tay | 3 4
56 : Biology (0726) o s 5 0 11
14 15 16 17 18

Completed Course Attendance

8. Repeat the preceding steps until attendance has been marked for every day

needed in each section.

9. Click the Save button at the top of the screen.
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MENU OPTIONS

At the top of the Course Attendance screen, a Menu button provides access to additional
information regarding the student’s attendance.

venu~] | (9 @ )
Course Attendance By Section
Niesw Audit Detail For Course Attendance

il f
] Save ‘ Undo |
ol

Student Mame: Abbott, Billy C.  School: Hope High School  Status: Active  Homeroom: 231

Course Attendance Screen, Menu Options

The options available under the Menu button are:

o Course Attendance By Section/Course — this option allows the user to switch
between viewing the attendance by section and viewing the attendance by course.

¢ View Audit Detail For Course Attendance — the Audit Trail History screen lists
all changes made to the student’s records, including what was changed, who
changed it, and when. It is the same audit trail report available through the Student
screen. Since the Course Attendance information is stored in a grid, it is not yet
available for tracking via the audit detail report. An attendance audit can be run from
either the Daily Attendance or Period Attendance screen for each student.

Hape High Schaol 20102011 - Show active and inactive) User Admin Use
Audit Trail History [«
Properties Show Detail | Q)
| \
| l|StudentDailyAttendance AbsDate Insert 20110207 User, Admin 12/17/2010 09:39.41
| 2 DailyAttendGU Insert <Link> User, Admin 12/17/2010 09:38:41
| 3 EnrolimentGu Insert <Link> User, Admin 12/17/2010 09:38:41
| |StudentDailyAttendance AbsDate Insert 20101210 User, Admin 12/16/2010 18:40:23
| & CodeAbsReas1GU Insert Exc User, Admin 12/16/2010 18:40:23
| 6 AhbsFte2 Insert 0.20 User, Admin 12/16/2010 18:40:23
| 7 AbsFtel Insert 0.50 User, Admin 12/16/2010 16:40:23
| & DailyAttendGLU Insert <Link> User, Admin 12/16/2010 16:40:23
| 8 EnrolimentGU Insert <Links User, Admin 12/16/2010 18:40:23
| 10 CodeAbsReas2GU Insert Exc User, Admin 12/16/2010 18:40:23
|| StudentDailyAttendance AbsFtel Update 1.00 1.00 User, Admin 12/16/2010 17:14:10
| 12 CodeabsReas1GU Update Act Act User, Admin 12/16/2010 17:14:10
| 5| StudentDailyAttendance AhsFtel Update User, Admin 12/16/2010 13:42:05
| 14 CodeAbsReas1GU Update User, Admin 12/16/2010 13:42:05
| 5| StudentDailyAttendance CodeAbsReas1GU Update Exc Exc User, Admin 12/16/2010 13:42:05
| 16 AhsFtel Update 1.00 1.00 User, Admin 12/16/2010 13:42:05
| [ StudentDailyAttendance CodeAbsReas1GU Update User, Admin 12/16/2010 13:42:02
| 18 AbsFtet Update User, Admin 12/16/2010 13:42:02
| [F|StudentDailyAttendance AbsFtel Update User, Admin 12/16/2010 13:42:02
| 20 CodeAbsReas1GU Update User, Admin 12/16/2010 13:42:02

Audit Trail History, Course Attendance Screen

The Print button at the top prints the information on the Course Attendance screen.

pene] | @ @ B (£ e | v |

Print Button
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The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

Menu &) '::D );_) :‘:'ﬂl Save Undo | & Form Status: Ready (Updats Mode) EE:' %
Course Attendance

Student Name: Abbott, Billy C. Schoo: Hope High School  Status: Active  Homercom: 234

il

__Course Attendance By Section |

Last Name First Name Middle Name Suffix  Perm ID Grade
|abhott |Bilty |c | |ans43 12 ~
Course Termsl -
Courses | Show Detail |13
Ling| Pericd Course Title ISDectioh Enter Date | Leave Date E’:.rdn; |
4|0 - American Government American '
{0077) Government 0077 09/02/2008 51
0 : American Government American
2 (1077) Government 1077 09/02/2008 52
31 : Beg Jewelry (0106) Beqg Jewelry 01086 09/02/2008 51
4|1 : Prin Eng Il (1116) Prin Eng 1l 1118 09/02/2008 52
5|2 . Intermediate Acting (0258)  Intermediate Acting 0258 049/02/2008 YR
63 - Weight Trn Boys (0963) Weight Trn Boys 0963 09/02/2008 51
7|3 - Weight Trn Boys (1963} Weight Trn Boys 1963 09/02/2008 04/02/2009 32
83 - Weight Trn Boys (1933) Weight Trn Boys 1933 04/03/2009 52
9|4 - Eng (brit) Lit (0426) Eng (brit) Lit 0428 09/02/2008 51
1CI|4 : Prin&prac Econ (1435) Prin&prac Econ 1435 049/02/2008 52
11|5 : Rt 5th Per (1875) Rt 5th Per 1875 09/02/2008 52
12|16 : Rt 6th Per (1878) Rt 6th Per 1878 09/02/2008 52
13|6 : Biology (0726) Biology 0726 09/02/2008 51

Printed Course Attendance Screen
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Chapter Five:
DAILY ATTENDANCE

This chapter covers:
» Viewing Daily Attendance
» Editing Daily Attendance
» Menu Options

38 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Five Attendance User Guide

VIEWING DAILY ATTENDANCE

For schools using daily attendance, the Daily Attendance screen enables attendance to be
entered by student instead of by class.

1. Go to Synergy SIS > Attendance > Daily Attendance.

2. Tofind a student’s daily attendance record, there are two methods: Scroll and Find.
To scroll through the student records to find the student:

Click the Next button at the top of the page to advance to the first student’s records.
Records are sorted alphabetically by last name, so the first student to appear will
most likely have a last name that starts with A.

~] (D | &5 |
Menu~| | % C_l L)

Next Button

3. To scroll in reverse alphabetical order, click the Previous button.

e (@)D B | 55

Previous Button

4. Continue clicking on the scroll buttons until the desired student record appears.

To switch to the Find mode to look for the student records:

1. Click the Find mode button.
.j:k::.j:'::})

Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

[reru~] | (D@D | &5 | _Fnd || e Status:
Daily Attendance

Student Name: School  Status:  Homeroom:

Cal r| Daye of Activity  Totals  History | Daily Entry  Attendance Letters
ast Name First Name Middle Name  Suffix ~ Perm 1D Grade Gender  Track
[abbott ) [ [ I | 3 3 "
ar Date Go To Date ‘ << Previous Manth | Mext Manth = ‘

Finding By Last Name

3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen will appear. Then use the scroll buttons if needed to
find the exact student.

Note: In Find mode, students can also be found by searching any of the
yellow fields on the screen. Entering anything in any box but the first
one opens a screen with a list of students matching the criteria entered.
To select a student, click the name, and the student record selected
appears in the Course Attendance screen. Close the window after
selecting the record. For more about finding students in any screen, see
the Synergy SIS — Student Information User Guide.
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The first tab in the Daily Attendance screen is the Calendar tab. The Calendar tab
provides an overview of the student’s attendance by month and date. The information
displayed includes:

Daily Attendance
Student Mame: Aaren, lan  School Adams Elementary  Status: Active  Homeroom: 0002
| Calend | Days of Activity  Totals | History | Daily Entry | Attendance Letters
Last Name First Mame Middle Name  Suffic ~ Perm D Grade Gender
aaron [lan | | [120442 04 v Male v
Show Full Year Date Go To Date <= Previous Month ‘ Mext Marith =3 |
Daily Attendance Calendar
[ [ [ (4 [ [ [ [ [ [
[ Day | [[Day | | [Day | [Day | | [Day. |
Oct-2010 25 26 27 28 29
Mov-2010 1 2 3 4 5
8 ] 10| Unv i 12
15 16 17 18 19
22 | Unv Unv | 23 24 25 Hal Hal 26 Hol Hol
28 ein}

Daily Attendance Screen, Calendar Tab

e Across the top of the tab is the student information: Last Name, First Name,
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade
level), Gender, and Track. This information is displayed on the top of any student-
related screen, and it can only be edited in the Student screen. Other information
displayed on this tab is specific to the Daily Attendance screen.

Last Mame First Marme Middle Mame SLIfi Perm 1D Grade Gender Track

|Abbott |Billy ic | jon5453 12 v |Male v v
Calendar Tab, Student Information

e By default, the calendar shows the last two months. To show all months for the
current school year, click the Show Full Year button. To select another range of
dates to be shown, enter the date desired in the Date box. Once the date is entered,
click the Go To Date button. To scroll to the desired month, click the <<Previous
Month or Next Month>> buttons.

‘ Shaow Full Year Date 50 Ta Date <= Previous Mankh | ezt Markh == |

Calendar Tab, Date Parameters

e The code for the absence is displayed in either the Reas 1(AM) or Reas 2(PM)
column if the school takes attendance twice a day. If the school takes attendance
only once a day, a single column titled Reas 1 displays the absence reasons.

e The number in the Day column indicates the date. If the date is bold, the student
was absent for the entire day. Otherwise, the absences are shown but the date is
not in bold.

ka
]

Unv Unv
Date in Bold
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about the absence.

If the date is clicked, the Daily Attendance Detail screen is shown with details

DailyAttendanceDetall

Name: Aaron, lan Date: 1172222010

Attendance Detaill

Attendance Reasons (&)
Reason 1 Absence Amount Reason 2 Absence Amnount
Ur-Unverified ~ | 0.50 b Uny-Urverified ~ | 0.50 by
Attendance Minutes Q
Arrival Time Departure Time Total Minutes Attended
I
‘Aﬂendam:e Note Q9
‘Nute Be

B

2l

Daily Attendance Detail Screen

The Days of Activity tab lists all dates on which an absence was recorded for the student.
It shows the Date and Weekday on which the absence was recorded, and the absence
reason is displayed in the AM or PM column (for twice-a-day attendance) or in the

Reason 1 column (for once-a-day attendance).

Daily Attendance

Student Name: Abbott, Billy C. Schoo: Hope High School  Status: Active  Homeroom: 231

Ca\e!dar Days qu[:[ivi[yI Tn}ls History | Daily Entry  Attendance Letters
Last MNarm ame Middle Name  Suffix Perm 1D

Grade Gender Track
[bbott [Billy E | |E] 12 v Male v v
Days of Activity add @
x ‘ |V |V
I osE02011 [P Monday
I 05272011 @ |Friday Actiity
u 05282011 @ | Thursday Activity
I 05252011 [P |wednesday
o pamR011 @ |Friday Excused Excused
u 0407011 [ |Thursday
I 04082011 [P |wednesday
o 0ams2011 @ |Tuesday
I o3ate011 @ | Thursday Other
I 03/30/2011 [P |wednesday | Other

Daily Attendance Screen, Days of Activity Tab

The Totals tab summarizes the number of absences by reason or by type. The Reason
Percentage and Type Percentage are calculated based on the number of times a
reason/type is selected divided by the total days enrolled to date.

Daily Attendance
Student Name: Abbott, Bill ool: Hope High School  Status: Active  Homeroom: 231
Calendar  Days of Acti Totals | istory | Daily Entry | Attendance Letters

Last Name First Tame Middle Name — Suffix ~ Perm ID Grade Gender Track

[Abbott [Billy Ic [505483 12 v |Male v v

A ] Reason Totals =) Type Totals &)
Exc Tardy Positive

[ Other 550 2 54%) Unexcused
Wiaiwved Excused 6.00 4.28%|
Unexcused Naon-Enraliment
Counsfadmi Schoal Activity 1.00 0.53%)
Suspension Unexcused Tardy
Excused 2.00 1.07% Unverified 1.50) 0.8%)
Bussspent Excused Tardy
Activity 1.00| 0.53%)
liness 0.0 0.27%)
Unverified 1.50] 0.8%)|
Tardy

Total Days Enrolled To Date

187

Daily Attendance Screen, Totals Tab
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The History tab lists all dates on which an absence or tardy was recorded for the student,
similar to the Days of Activity Tab. However, it provides more detailed information
regarding the time of arrival and departure. It also provides additional notes regarding the
reason for the tardy or absence.

Daily Attendance

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Homeroom: 231

Calendar  Days of Activity Totals{ History \Da\ly Entry  Attendance Letters

Last Name First Name\/ﬂ\ddle MName Suffix  Perm D Grade Gender  Track
[Abbott [Billy Ic | [s05483 12 v Mals v v
ange Start Fange End Feason Type Reason Type Feason Type
v v v | Fiter | Cleara |
Ahsence 1 Totals Ahsence 2 Totals
[r8.00 [r.00
Attendance History Show Detail | Q)
|
I osno2oi0 liness
I o9r30r2010 liness
I roio1s2010 liness
[ 1o/04/2010 liness
I r2noeoo Excused Excused
I 12 a2010 Unverified
[ 01/04/2011 Activity
I o1/052011 Activity
o720 Unverified
el 012662011
01/31/2011 liness Billy has a bad cold.
EE 02/02/2011

Daily Attendance Screen, History Tab

The history can also be filtered by date and/or type of absence.

e Tofilter by date, enter the starting date of the period to be viewed in the Range
Start box, and the ending date in the Range End box.

o Tofilter by type of absence, select the absence reason type in the Reason Type
list. Up to three types can be selected.

e Click the Filter button.

o To clear the filter and see all of the absences again, click the Clear All button.
The Daily Entry tab is designed to be used to enter and edit detailed information regarding
student absences.

Daily Attendance

Student Name: Abbott, Billy €. Schoot Hope High School  Ststus: Active Homeroom: 231

Calendar  Days of Activity | Totals History |Daily Entry [_Attendance Letters

Last Name First Name Middle Name _ Suffix__ Perm ID Grade Gender  Track
[Abbott [Billy Ic EEE 12 v [Male v ~
Date
12772010 [ eoTopate G0 Ta Current Date
Attendance Reasons
Am P
v v
Attendance Minutes
Arrive Time Depart Time Total Minutes Attended
Attendance Note
|Attendance Note [ O
|
=

Daily Attendance Screen, Daily Entry Tab

By default, the information for today’s date is displayed. To switch to another date, enter the
date in the Date box and click the Go To Date button. To switch back to today’s date, click
the Go To Current Date button.
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The Attendance Letters tab lists all attendance letters that have been sent to the student
and their parents through the Attendance Letter screen.

Daily Attendance G

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

Calendar = Days of Activity  Totals | History  Daily Entry | Attend Letters |
Last Mame First Marme Middle Mame SLIffix Perm 1D Grade Gender Track

Abbott |Billy c | |on5483 12 v Male v v
Attendance Letter Mame
Absence | Filker

History (]
% | | |
I 2 12A15/2010 Absence

I 1 11/22/2010 Absence

Daily Attendance Screen, Attendance Letters Tab

To select which attendance letters to view (as created in the Attendance Letter screen),

select the type of attendance letter in the Attendance Letter Name list and click the Filter
button.

Attendance Letter MName
lhsence w | Filker

Ahsence

Tardy

| m| 2F

Selecting Attendance Letter

The letters created for the student are listed, along with the threshold used, which is the
number of the type of absence reason defined in the letter. For example, a student with 1
tardy may get a different letter than a student with 10 tardies.

| '(}) ‘C:D ‘{)) Save Undo & Form Stz
Daily Attendance

Student Name: Abbott, Bllly C. Schoo: Hope High School  Status: Active  Homeroom: 231

~Z
* ]
e

Calendar | Days of Activity | Totals  History | Daily Entry | A Letters |

Last Mame First Mame Middle Mame  Suffic  Perm D Grade Gender
Abbott [ilty [c | [an5483 12 v Male v
Aftendance Letter Mame

Tardy b M
History
x | \
[ 1 065/12/2009
Viewing Attendance Letters

Tardy

Note: The definitions and parameters for absence and tardy letters are
established in the Attendance Letter screen. See Chapter 10.
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EDITING DAILY ATTENDANCE

Daily attendance can be entered and modified in several different locations on the Daily
Attendance screen. Editing can be done from the following tabs:

¢ Calendar - editing attendance on the Calendar tab is the quickest way to take
attendance for the student for multiple dates. However, additional details cannot be
entered here except by clicking on the date to bring up the detail screen.

o Days of Activity — this tab is usually used to edit or delete existing attendance
records, although attendance can be added as well.

e History — this tab is used to add or edit notes regarding the student’s attendance.

o Daily Entry — this tab is used to add or edit the detailed information about the
student’s attendance.

To take attendance on the Calendar tab:

1. Locate the desired date. Click in the Reas 1 or Reas 2 box next to the date. A list
of reasons appears.

Daily Attendance

Student Name: Aaren, 1an  Schook Adams Flementary  Status: Active  Homeroom: 0002

Calendar | Days of Activity | Totals  History | Daily Entry | Attendance Leiters

Last Narme First Mame Middle Mame SUffix Perm 1D Grade Gender
[2aron [ian | | [129442 04 v hale v
Show Full Year Date Go To Date | < Previous Month Hext Month »>

Daily Attendance Calendar
onda
e |Mo
Da

Oct-2010 25 26

M o
J
o I
=]
o B
]

NOv-2010 1 2 3 4 i
& El 10 Unw 11 12
15 17 16 19
22| Uny e \23 24 25 | Hol Hol | 26 | Hal Hol
28 a0

Calendar Tab, Marking Attendance
2. Select the reason that best applies to the student’s tardy or absence.

Daily Attendance [«
Student Name: Aaron, lan  Schook Adams Elementary  Stat X im; 0002
Act-Activity
Calg"da[l Days of Activity | Totals  History | Daily Ei Eye-Excused Letters
Last Name First Mame Middle Kal I erm 10 Grade Gender
Hliness —
[aaron [ian | 29442 04 v Mile v
Ins-Inschoolsu
Show Full Vear Date Go Lo < Previous Month | Mest Month = ‘
—Lic-Lice

Daily Attendance Calendar Mes-Message
0

Jee . a itk Other : Wednesday Thursday Friday
- Da Rea Rea Da Day | Reas1 Reas 2 | Day Reas 1 Reas 2 | Day Reas 1 Reas 2
8

Pag-Pager

[
@

Oct-2010 25 26 27 28 28
Pox-C-Pax
Nov-2010 1 2 Sus-Suspension 3 4 5

8 g Tdy-Tardy 10| Unv 1 12

15 18 Unw-Unverified s 18 139

22 Unv Unv 23 Uni-Unexcused | | 24 25 Hol Hol 26 Hol Hol

2 a \

Calendar Tab, List of Absence or Tardy Reasons

3. Click Save.
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Detailed information regarding the student’s attendance can be entered by clicking the date

underlined in blue on the calendar.

‘Calendar Tab, Marking Attendance

Daily Attendance
Student Name: Aaren, lan  School Adams Elementary  Ststus Active  Homeroom: 0002
Calgnda[l Days of Activity  Totals  History | Daily Entry  Attendance Letters
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[maron Jlan | | [129442 04 v Male v
show Full vear Date EP  GoToDate << Previous Month ‘ Hext Manth > |
Daily Attendance Calendar
" 2 " 2 " 2 " 2 [ "
[Day | [ Day | | [ Day | [Day | | [ Day | \
Qct-2010 25 26 27 26 29
Nov-2010 1 2 3 4 5
E £l 10| Unv 1 12
16 17 18 18
@ Unv Unv 23 24 25 Hol Hol 26 Hal Hal
a0

This brings up the Daily Attendance Detail screen. This is the same screen as found on

the Daily Entry tab.

DailyAttendanceDetail
Mame: Aaren, lan Date: 117222010
Attend Detail
Attendance Reasons (&
Reason 1 Absence Amount Reason 2 Absence Amount
Uny-Unverified ~|0.50 b Unv-Unverified ~|0.50 b
|Atlendance Minutes (@]
Arrival Time Departure Time Total iinutes Attended
[ |
|Atlendance Note (&
|NDtE o
B
|

Daily Attendance Detail Screen

To add attendance in the detail screen:
1. Select the absence reason from the Reason 1 or Reason 2 list.

2. If Use Absence Amount is turned on, the Absence Amount may also be adjusted.

The amount may not total over 1.0 between both reasons (if shown).
3. Enter the student’s Arrival Time and Departure Time and the Total

Minutes

Attended. The Arrival Time and Departure Time are not used in attendance

calculations, and Total Minutes is not automatically calculated.
Enter a Note explaining the student’s attendance.
5. Click the Save button.

Caution: Although Tardies are also marked as “absences” with a 0.50
amount (or 1.0 for schools only taking attendance once a day), this is for
reporting purposes only. Tardies are not reported to the state, and these
absence amounts should be set to 0 or deleted.
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To take attendance on the Days of Activity tab:
1. Click the Add button.
Daily Attendance

Student Mame: Abbott, Billy C. School Hope High School  Stetus: Active  Homeroom: 231

Calendar Daysqu[:tivityl Totals  Histary  Daily Entry ~ Attendance Letters

Last Marne First Mame Micdle Name  SUufix Perm ID Grade Gendel
Abbott [Bity [ [ Jons4a3 12 —eiale
Days of Activity Add

Days of Activity Tab, Adding Attendance
2. Inthe new line that appears at the bottom of the grid, enter the desired date.
Daily Attendance

Student Name: Abbott, Billy €. Schook: Hope High School  Status: Active Homeroom: 231

Calendar Days anmivilyl Totals  History  Daily Entry | Attendance Letters

Last Mame First Mame Middle Name  SUifix Ferm 1D Grade Genide
[Abbott [Billy e 205483 12 v |Male

o
lﬁ 21071201 1 Monday
l]ﬁ 2402/2011 Wednesday
Monday liness
wWednesday
Friday Unverified
‘Wednesday | Activity
Tuesday Activity
‘Wednesday | Unverified
Friday Excused Excused
Manday Activity
Manday liness
Friday liness
Thursday liness
Friday liness

Days of Activity Tab, Adding a Date
3. Click in the Reason columns to select a reason for the absence or tardy.
Daily Attendance

Student Name: Abbott, Billy €. School Hope High School  Stetus: Active Homeroom: §

Calendar  Days qu[:Iivily| Taotalz | History  Daily Entry  Attendance Letters
Last Name First Name Middle Name  Suffix  Perm D
[Abbott [Billy C | Jo0s4a3

| = 1=
B Monday
B |wednesday |
E Monday Activity 1
[P |wednesday AllLm Gt - o
B |Friday iu PEE I
\;\Leir;?dﬁ: Exc Tardy > —
z v Excuse —
Wz.adnesday F— |
IFEY Other I
Manday Suspension I
Monday Tardy |
Frictay Unexcused I
Thursday Urwerified |
Fricay Waived ||

Selecting an Absence or Tardy Reason
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4. Click the Save button at the top of the screen. The Weekday column is filled
automatically, and the new entry is placed in the correct chronological order in the

list.

Daily Attendance

Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Homeroom: §

Calendat  Days of Activilyl Totals  History | Daily Entry | Attendance Letters
Last Mame First Mame iddle Mame Ferm 1D
|Abbott |Billy fc 505483

| l_l 03/16/2011 Wednesday | Hol

,T 03152011 Tuesday Haol

N 02/28/2011 Monday Unwerified

| IT 02/07/2011 Monday

i jo2/022011 Wednesday

=1 o131,2011 Monda liness
TW 01/28/2011 Friday Exc Tardy

2 012652011 Wednesday
il 014072011 Friday Unwerified
0140572011 wednesday | Activity

Update Days of Activity Tab

Once a date is recorded on the Days of Activity tab, only the absence reason can be
changed. To change the date, the record must be deleted and a new record added. To
change the absence or tardy reason:

1. Find the date that needs to be altered, and click in the box in the appropriate
column. The list of absences or tardies appears. Select the new reason.

Student Name: Abbeott, Billy €. Schoo: Hope High School  Status: Active  Homeroom: |

Calendar  Days anctivityl Taotals  History | Daily Entry | Attendance Letters
Last Mame First Mame yjjelaila bl =erm 1D
[Abbatt [Eilly [c UE4a3

Activity —

Days of Activity

Alt Lrn Ct
[ [ Line [Date Weekday [ |
Bussspend
IT 053072011 Mancay -
= - Counsfadmi —
=1 jo=27 2011 Friday o
I oszemai Thursda
Excused —
IT |os/252011 Wednesd oy~ -
1 \04/08/2011 Friday o
IT 0472011 Thursday oo
l_ | 04/06/2011 Wednesday [y, |
I oamsai Tuesday Unexcused
’_ =) 034312011 Thursday Unverified
IR lo=z0201+ wednesday || waived
l_ ) 03729201 1 Tuesday Othed
IR 022201+ Monday Other

Days of Activity Tab, Selecting a New Reason

2. Click Save to record this new reason.

To delete an absence record:

1. Check the box in the X column for the date to delete.

@|ﬁ5f2mm1 Friday

2. Click the Save button at the top of the screen.

||Activity

Deleting Attendance
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To edit or add attendance on the History tab:
1. Click the number next to the desired date. This highlights the date.

- =59/10/2010  |lliness
‘4 Op/30/2010  |liness
SE10/01/2010  [liness
I 10/04/2010  [liness

Attendance History

Line |Date AM PM Arrival Depart
[ —

History Tab, Selecting a Date to Screen

2. Click the Show Detail button.

Attendance History

Line |Date AM PM Arrival Depart Attendance Note

1| 09/10/2010

liness

Show Detail | (3

%|09/30/2010

lliness

£10/01/2010

liness

21 10/04/2010

liness

Attendance History, Show Detail

3. Change the Attendance Note for the selected date.

Attendance History

Line |Date
(109/10/2010

Date: 09/30/2010

% 09/30/2010

510/01/2010

2110/04/2010

7| 1141542010

5 12/10/2010

W 1215/2010

= 01/04/2011

=101/05/2011

oo

L 01/26/2011

(4 01/28/2011

(& 0173172011

(027022011

| History Detail |

Ah Abs Amt

llness hd IT

Ph Abs Amt

v

Arrival Depart

|

| |

Attendance MNaote [55] Q@

Studen ght doctor's note about broken arm. 1=
||

(| 02/07/2011

Adding Attendance Note

4. Click the Save button at the top of the screen.

5. To collapse the detail screen of the date, click the Hide Detail button.

Hide Detail |

Date: 09/30/2010
| History Detail |
Ahd Abs Amt
liness ¥ |1.00
P ARs Amt

A
Artival Depart
Attendance Note [ Q
Student brought doctor's note about broken arm. 1=

-]

Hide Detail
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The Daily Entry tab is used to enter and edit detailed information regarding student
absences.

Daily Attendance «

Student Mame: Aaron, 1an  School: Adams Elementary  Status: Active  Homeroom: 0002

Calendar | Days of Activity |~ Totals | History Daily E“tl]fl Attendance Letters

Last Mame First Mame Middle Mame  Suffix  Perm D Grade Gender
Aaron Jlan | |129442 04 v Male v
Date
121102011 Go To Date | Go To Current Date |
Attendance Reasons Q)
Feason 1 Ahsence Amount Reason 2 Ahbsence Amount
by« by by by
Attendance Minutes Q|
Arrive Time Depart Time Total Minutes Attended
Attendance Note @
Attendance Mote 55
=l
H

Daily Attendance Screen, Daily Entry Tab

By default, the information for today’s date is displayed. To switch to another date, enter the
date in the Date box and click the Go To Date button. To switch back to today’s date, click
the Go To Current Date button.

Date
01032011 5o To Date ‘ o To Current Date |
Daily Entry Tab, Date Information

To add attendance on the Daily Entry tab:
1. Select the absence reason in the Reason 1 or Reason 2 list.

2. Change information about the absence. If Use Absence Amount is turned on, the
Absence Amount may also be adjusted. The amount may not total over 1.0
between both reasons (if shown).

3. Enter the student’s Arrival Time and Departure Time and the Total Minutes
Attended. The Arrival Time and Departure Time are not used in attendance
calculations, and Total Minutes is not automatically calculated.

Enter a Note explaining the student’s attendance.
Click the Save button.
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MENU OPTIONS

At the top of the Attendance screen, a Menu button provides access to additional
information regarding the student’s attendance.

<] (@ QD | &9
Reports ’|5U_Jdent Attendance PrDﬂle’_
i Audit Detail For Daily Attendance|

Save | Undo |

Daily Attendance Screen, Menu Options

The options available under the Menu button are:

¢ Reports — the reports menu allows the Daily Attendance Profile report to be easily
generated for the student currently displayed in the screen.

Falupoint i
T King High School Vear 20112012
Daily Attendance Profile Report: ATD201
ey
Student Information
Student Name Pem ID Genger Grade Home Address. b
Aaron, Harold N. 968257 D
Last Name Goes By Nick Name Birih Date 1506 W 2nd 5t g
07/12/1995 | Mesa, AZ83612 o
Phone Home Language Resolved Enfer Daie Leave Dale g
480-555-9969 English White 08/3072011 3
o
Custodial Infermation =
‘Step-Father Phans Type Phane Extension :
Daugherty, Howard Work 480-555-3961
[Fconee slowsa  [F]Hes Custody [ Lives witn [FAEa Fignes 7] Mastings Atiomess
Fatnar Prane Type Phane Extension
Mucha, Victor Home 480-555-6655
Ocontas alowss [ Has Custody Cives witn [JEa mghs [ Masiings Allowes
Mofner Fhane Type Pnane Extension
Daugherty, Diane Work 480-555-9969
[Hcons sowsa  [F]Hes Custody [ Lives witn [AEa rgrs ] Mestings Aowess
Attendance Information
Date Reason 1 ATVETITE  DepETIME | Mnutss AtiEng
0873072011 | Unexcused
Note
Date Reason 1 AmyaTime | DepartTime | hinutss Attsnd
0813172011 | Unexcused
Noz
Dale Reasan | AmvaTime | DegariTime | Minudes Atlend
0572212012 | Unexcused
Note
Date Reason 1 AmyaTime | DepartTime | Minutss Atisnd
05/23/2012 | Unexeused
Note
Printed by AGmin User al DEUS/2011 Z:48 M Edupaint Schodl Distict Fage 1011

Student Attendance Profile Report

Tip: To select additional options for these reports or to print the reports
( for a group of students instead of an individual student, run the reports
g from the Reports folder in the navigation tree. For more information
about running attendance reports, see Chapter Eleven.
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e View Audit Detail For Daily Attendance — the Audit Trail History screen lists all
changes made to the student’s daily attendance records, including what was
changed, who changed it, and when.

Audit Trail History =
Properties Show Detail |
e Business Obje Prope Actio e alue Old Value ser Name Date e Stamp

StudentDailyAttendance EnrolimentGU Insert <Link=> User, Admin 09/02/2009 04:47:11
DailyAttendGU Insert <Link= User, Admin 09/02/2009 044711
AbsDate Insert 20090902 User, Admin 09/02/2009 04:47:11
ilyAttendance DailyAttendGU Insert <Link= User, Admin 09/02/2009 04:47:11
AbsDate Insert 20090901 User, Admin 09/02/2009 04:47:11
3 EnrolimentGU Insert <Link= User, Admin 09/02/2009 04:47:11
StudentDailyAttendance AbsDate Insert 20090903 User, Admin 09/02/2009 04:47:11
8 DailyAttendGU Insert <Link= User, Admin 09/02/2009 04:47 11
9 EnrolimentGU Insert <Link> User, Admin 09/02/2009 044711
0 ilyAttendance CodeAbsReas2GU Updaie User, Admin 08/31/2009 15:23°43
CodeAbsReas1GU Update User, Admin 08/31/2009 15:23:43
AbsFte2 Update User, Admin 08/31/2009 15:23:43
AbsFte1 Update User, Admin 08/31/2009 15:23:43
MinutesAttend Update 90 User, Admin 08/31/2009 15:23:43

Audit Trail History for Daily Attendance
The Print button at the top prints the information on the Daily Attendance screen.

]| @ @ ® (&) e | i |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

MenuT| @@ \;9) :‘_I‘J| Save | Undo | A Form Status: Ready (Update Mads) | £ Rﬂ@
Daily Attendance

Student Mame: Abbott, Billy C. Schoot Hope High School  Status: Active  Homercom: 231

. Calendarl Days of Activity  Totals  H story Dail';r Entry  Attendance Letters

Last Name First Name Middle Name Suffix  Perm ID Grade Ge
|abbott [Billy lc 305483 12 ~ Mz
Show Full Year Date ? Go To Date << Pravious Monzh | MNext Month ==

Daily Attendance Calendar
. Monday Tuesday Wednesday Thursday Friday |
Line) Manth Year | Day| am| Pm Day| Am| Pm Day| AM| Pm Day| Am| Pm Day| am| Fm |
1|May-2009 11 12 13 14 15
2 18 LE] 20 21 2
3 25 26 27 28 Act 29 Act
4
SJun2000 1 E 2 2 4 5
B 8 2 10 1 2 E
7 15 Exc Exc 16 Act 17 Act a8 19
] 2 2 b1} 25 26
9 29 30

Printed Daily Attendance Screen
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Chapter Six:
PERIOD ATTENDANCE

This chapter covers:
» Viewing Period Attendance
» Editing Period Attendance
» Menu Options
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VIEWING PERIOD ATTENDANCE

For schools using period attendance, the Period Attendance screen enables attendance to
be entered by student instead of by class.

1. Go to Synergy SIS > Attendance > Period Attendance.

2. Tofind a student’s period attendance record, there are two methods: Scroll and
Find. To scroll through the student records to find the student:

Click the Next button at the top of the page to advance to the first student’s records.

Records are sorted alphabetically by last name, so the first student to appear will

most likely have a last name that starts with A.
@A) &

Next Button

3. To scroll in reverse alphabetical order, click the Previous button.

pen A DD 5

Left Scroll Button

4. Continue clicking on the scroll buttons until the desired student record appears.

To switch to the Find mode to look for the student records:

1. Click the Find mode button.
Find Mg Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

Period Attendance
Student Mame:  Schoal  Status:  Homeroom:
_ Calend | Days of Activity ~ Totals = History = Attendance Letters
ast Name First Mame Middle Name  Suffix ~ Perm D Grade Gender  Track
Abbott S | | | | v v v
Go To Date ‘ 5o To Current Date ‘ Prewvious 10 Days | Mext 10 Days ‘ Days To Shtlwi
Finding By Last Name

3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen appears. Then use the scroll buttons if needed to find
the exact student.

Note: In the Find Mode, students can also be found by searching any of
the yellow fields on the screen. Entering anything in any box but the first
one opens a screen with a list of students matching the criteria. To
select a student, click the name, and the student record appears in the
Course Attendance screen. Close the window after selecting the
record. For more about finding students in any screen, see the Synergy
SIS — Student Information User Guide.
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The first tab is the Calendar tab. The Calendar tab provides an overview of the student’s
attendance by month and date. The information displayed includes:

Period Attendance

Student Name: Abbott, Billy C. School Hope High School Status: Active Homeroom: 231

| Calendar | _Days of Actiity = Totals | History = Attendance Letters

Last Name First Name Middle Name  Suffix ~ Perm D Grade Gender

Abbott Billy c [ |905483 12 v Male v

03/08/2013 | | | Days To Show 10

Do Not Show Special Attendance Codes (N/S, N/E, N/)

Quick Entry - Single @
Date Reason Override All Reasons

03/08/2013 v

Quick Entry - Range (6]
Date Begin Date End Period Begin Period End Reason Override All Reasons Do Mot Update All Day Code
03/08/2013 03/08/2013 v v v

Period Attendance Calendar @

[#
(£ |V |V |V |V |V |V |V |V |V
Feb 26, 2013 (A) Thursday Exc| NIS NS | N/S | N/S

Period Attendance Screen, Calendar Tab o

Across the top of the tab is the student information: Last Name, First Name,
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade
level), and Gender. This information is displayed on the top of any student-related
screen, and it can only be edited in the Student screen. Other information displayed
on this tab is specific to the Period Attendance screen.

Last Mame First Mame Middle Name  Suffix Perm 1D Grade Gender

[£bbott [Bilty [c [ (805483 12 ¥ Male v

Calendar Tab, Student Information

By default, the calendar shows the last 7 days and the next 3 days. To select
another range of dates to be shown, enter the date desired in the Date box and click
the Go To Date button. To scroll to the desired 10-day period, click the Previous 10
Days or Next 10 Days button. To show more or fewer days, enter the number of
days to display in the Days to Show box.

0241642011 GoToDate | GoTo CurrentDatz | Previous 10Days | Next10Days | Days To showfio
Calendar Tab, Date Parameters

The Do Not Show Special Attendance Codes (N/S, N/E, N/I) box enables you to
suppress the display of codes N/S, N/E, and N/l in grids that would otherwise show
them.

The Quick Entry — Single and Quick Entry — Range sections are used to edit the
attendance, and are explained in the following section, Editing Period Attendance.
Be careful not to use these date boxes to try to switch dates, as they actually
change the attendance instead of changing the dates displayed.

In the calendar grid, the absences are displayed by bell period. If the student is not
scheduled for a period, the box is gray and N/S (Not Scheduled) is displayed. If the
student was absent all day, the absence is recorded in the All Day Code column.
This may be automatically calculated or manually entered, based on the setup
option selected.

54
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¢ If you pause your pointer over a period in the calendar, the section, teacher, room,

and period are displayed.

I
[ e
[ 10

25 (A) Monday Oth [ om | om Lus| ‘ ‘ s | ws | ws
—1 I I Il Il Il I !

26(B Tuesday Oth JSection: 1118 Teacher: Gordon, Kim Room: 231 Period: 1 Abs Reason: Oth

27 (A) Wednesday Oth T UMttt WS U | U | llgc L hUe f

Period Attendance Calendar

¢ If you click a blue underlined link, the Period Attendance Detail screen is shown
with additional details about the absence. The Reason 1 list shows the All Day

Code.

Period Attendance Detail

Mame: Abbott, Billy C. Date 021092011

Anendance Detail |

Reasons Q
Reason 1
v
Attendance Minutes (%]
Arrival Time Departure Time Total Minutes Attendect
Note (@]
Note [57] @
2|
-]
Period Attendance Calendar Q@

r Gewew

NS | NS | NS

/S [
/5 [

Period Attendance Detail Screen

The Days of Activity tab lists all dates on which an absence was recorded for the student.
It shows the date on which the absence was recorded, and the absence reason is displayed
in the Bell Period column.

Period Attendance
Student Mame: Abbett, Billy C. Schocl Hope High School  Status: Active Homeroom: 231

Calendar DaysqumiuiQy| Totals  History  Attendance Letters

Last Mame First Narne Middle Name  Suffix Perm ID Grade Gender Track
[Abbott [Billy Ic | [e05483 12 v Male v | v
Days of Activity Add @
= ’E Date All Day Code EellBeriod =

o i rzrasre s
| osreon @ Act Act | Act | act | Ast | WS | WS | WS
| pseon [ Act At | At At Act | At | NS NS | NS
Cl ] wmeseon B E RN
| ez [ Exc NE NS | NS
C0 ez B ERIERIE
Cll | oweenn NS NS | s
Cl | oeenn NS | WS | S
u | NERENE Oth Oth | Oth | Oth NS NS | NS
L pvmzon [ Oth Une | Oth | Oth | Oth | Unc | Unx | WS | WS | WS
Il e B Exc Oth | Oth | Oth Ns | ws | ws

Period Attendance Screen, Days of Activity Tab
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The Totals tab summarizes the number of absences by reason or by type, and by period.
The Reason Percentage and Type Percentage are calculated based on the number of
times a reason/type is selected divided by the Total Days Enrolled to Date.

Period Attendance =

Student Mame: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 234

Calendar  Days of Activity [Tetaks | History | Attendance Latters

Last Mame First Marme Middle Mame  Suffix  Perm D Grade Gender Track

[apbott [Billy & | [an5453 2 v |male | v

Range Start Fange End Reason Type Reason Type Reason Type Hide Empty Rows

01/032011 05/30/2011 |Unverified +||Unexcused Tardy v | [Excused | v Fiter | Clear al
Total Days Enrolled To Date

li

Period Attendance Reason Totals ]

Bell Period
Line (Attendance Reason All Day Code ,—
1} 1 2 3 4 5 [i] 7 8 9
(| Excused 2 1 1
Alliness 1 1 1 1 1 1 3 3
& Waived 1
2 Unveritied 2 2 1 1 1
< Other 3 1 b} 4 4 1 2 3
‘| Totals 8 (10.39%) 5 9 -] 5 2 1
Period Attendance Type Totals (&
Line (Attendance Type All Day Code ,7
1} 1 2 4 8 9
| Unwverified 2 2 1 1 1
“Excused ] 3 g ] g 2 ] ]
i Totals 8 (10.39%) 5 9 ] 5 2 5 ] 1

Period Attendance Screen, Totals Tab

The totals can be filtered by date and/or type of absence.

¢ Tofilter by date, enter the starting date of the period to be viewed in the Range
Start box, and the ending date in the Range End box.

o Tofilter by type of absence, select the absence reason type in the Reason Type
list. Up to three types can be selected.

e To hide the rows where no absences is recorded, check the Hide Empty Rows box.
e Once the criteria for the filter have been selected, click the Filter button.

e To clear the filter and see all absences again, click the Clear All button.
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The History tab lists all dates on which an absence or tardy was recorded for the student,
similar to the Days of Activity Tab. However, it provides more detailed information
regarding the time of arrival and departure and total minutes attended. It also provides
additional notes regarding the reason for the tardy or absence.

Period Attendance

Student Mame: Abbott, Billy €. School: Hope High School  Status: Active  Homeroom: 231

Calendar  Days of Activity ~ Totals Historyl Attendance Letters

Last Narme First Marne Middle Marme  SUuifix Perm ID Grade Gender Track

|Abbott [Bilty Ic f |a05483 12 v |Male v v

Fange Start Fange End Reason Type Reason Type Reason Type

010342011 05/30/2011 Unwerified v | |Unexcused Tardy v | [Excused v | Fiter | Clear Al

Period Attendance History @

Student attended an academic . .

05/30/2011 Exc COrfEraneE. 41 | 901 AM | 3:42 AM
05/24/2011 e m
04/08/2011 Exc
04/07/2011 Oth| Oth|Oth

Period Attendance Screen, History Tab

The history can also be filtered by date and/or type of absence.

o Tofilter by date, enter the starting date of the period to be viewed in the Range
Start box, and the ending date in the Range End box.

o Tofilter by type of absence, select the absence reason type in the Reason Type
list. Up to three types can be selected.

e Once the criteria for the filter have been selected, click the Filter button.

e To clear the filter and see all absences again, click the Clear All button.

The Attendance Letters tab lists all attendance letters that have been sent to the student
and their parents through the Attendance Letter screen.

Period Attendance («

Student Name: Abbott, Billy C. School Hope High School  Stetus: Active  Homeroom: 231

Calendar | Days of Activity  Totals | History | Attend Leﬂersl
Last Name First Name Middle Mame  Suffix  Perm 1D Grade Gender

[Apbott [Billy e | |po5483 12 v |Male v
Attendance Letter Name
Absence v M

History (]
x | |
o 3 06/12/2009 Absence

o 2 06/07/2009 Absence

o 1 1152452008 Absence

Period Attendance Screen, Attendance Letters Tab
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Select which attendance letters to view in the Attendance Letter Name list. Select *All* to
show all letters.

Attendance Letter Name

libhsence w | Filker

Ahsence

Tardy

| m | 2F

Selecting Attendance Letter

Click the Filter button. The letters created for the student are listed, with the threshold
used, which is the number of the type of absence reason defined in the letter. For example,
a student with 1 tardy may get a different letter than a student with 10 tardies. The history
section also displays the date on which the letter was created, and the name of the letter.

Period Attendance

§

Student Name: Abbeott, Billy C. Schoo: Hope High School  Status: Active  Homeroom: 231

Calendar = Days of Activity | Totals = History A Letters |
Last hame First Mame Middle Name  Suffix ~ Perm D Grace Gender Track
Abbott Billy c | |505483 12 v |Male v v
Aftendance Letter Mame
Absence | Filer
History [&]
% | |
[ 2 12/15/2010 Absence
o 1

11/22/2010 Absence

Viewing Attendance Letters

Note: The definitions and parameters for absence and tardy letters are

established in the Attendance Letter screen. This information will be
covered in Chapter 10 of this guide.

EDITING PERIOD ATTENDANCE

Period attendance can be entered and modified in several different locations on the Period
Attendance screen. Editing can be done from the following tabs:

¢ Calendar — editing attendance on the calendar tab is the quickest way to take
attendance for the student for multiple dates and periods.
o Days of Activity — this tab is usually used to edit or delete existing attendance
records, although attendance can be added here as well.
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To take attendance using the Calendar tab:

1. Locate the desired date, and click within the particular bell period box to the right of
the date. A list of reasons appears.

Period Attendance Calendar @

[ BewPeioa
T AP o 3[4 [ 5 [ 6 [ 7 [ 8 [ 5
[ 1 Monday
[ 12 (W) Tuesday NS | NS | WS
[ 3 13 (Th) Wwednesday IEEE
[ 4 14 (M) Thursdary P NS | WS | NS
e 18 (Tw) Frigay (@ NS | WS | WS
[ & 16 (W) Moncay NSNS | WS
[ 7 19(Th) Tuesday WS | NS WS
[ 8 20 (M) Wednesday WS | WS | WS
[ 8 21 (Tu Thursday =S
10 22 (W) Friday TEREE

Calendar Tab, Marking Attendance
2. Select the reason that best applies to the student’s tardy or absence.

Period Attendance

Student Name: Abbott, Billy C. Schacl Hope High School  Status: Active  Hor
Calendar | Days of Activity | Totals  History | Attendance Letters Act-Activity
Last Name First Narme Middle Name  Su p|dmCounsfadmib g Gender  Track
[Abbott [Eilty [c [ [5| Atc-Alt L Ct v [Male v
1eieon Bheoieon B ol [ | zsé'ﬁuf:pend v r
Do Mot Update All Day Code Update Attendance Range | He ey
r Exc-Excused
ll-lllness
Period Attendance Calendar =]
’7 e Qth-Other B BellPeriod
,Tl’ Sus-Suspension ’T’T’T,T’T,T

0 Apri11,2011(Tu) |Monday Tdy-Tardy WS | NS | NS
[z 12 (W Tuescay Une-Unverified WS | NS | NS
E 13 (Thy Wednesda P d WS | WS | NS
[ 4 14 (M) Thursday Wic\Waivad NS | NS | NS
| 18 (Tu) Friday WS | NS | NS
[ & 18 (W) Monday NS | NS | NS
[ 7 19 (Th) Tussday NS | NS | NS
E 20 (M Wednesday =R
e 21 (Tu) Thursdary EERE

10 22 (W Friday WS | WS | NS

Calendar Tab, List of Absence or Tardy Reasons

3. Click Save.

The Quick Entry—Single section gives the ability to update all period attendance for one
date. A single reason can be selected. That reason can override all other reasons
previously entered.

Quick Entry - Single
Date Reason Owverride All Reasons Update Attendance

D4/20/2011 v r
Calendar Tab, Quick Entry--Single

To change the attendance for a single date for all periods:
1. Enter the Date.
2. Select the absence reason to be entered from the Reason list.
3. To override existing entries for this date, check the Override All Reasons box.
4. Click the Update Attendance button.
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The Quick Entry - Range section gives the ability to update all period attendance within a

range

of dates. The periods that need to be altered can be selected as well as the reason

for the absence/tardy. That reason can override all other reasons previously entered.

Quick Entry - Range
Date Eegin Date End Perind Begin Period End Reason Cverride All Reasons Do Mot Update Al DB\." Code
041172011 04/15/2011 1 v 2 | [Act v W it

Update Attendance Range |

Calendar Tab, Quick Entry - Range

To change the attendance for the student for a range of dates and periods:

1.
2.
3.

Enter the starting date to change in the Date Begin box.
Enter the last date to change in the Date End box.

Select the range of periods to change by selecting the starting period from the
Period Begin list and the last period from the Period End list.

Select the absence reason to enter from the Reason list.

To override existing entries for those dates and periods, check the Override All
Reasons box.

If the all-day code is set to be automatically calculated in the setup, Synergy SIS
fills in the same absence reason in the All Day Code field as the reasons selected
in all periods for that day. All periods must have the same absence reason for the
code to be entered automatically. To turn this function off when using the Quick
Entry — Range function, check the Do Not Update All Day Code box.

Click the Update Attendance Range button.
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To enter more detailed information about the attendance, click the date or weekday name
for the day to be edited. The Period Attendance Detail screen opens.

Feriod Attendance Detail

Mame: Abbott, Billy C. Date: 04142011

Attendance Detail |

Attendance Reasons ("]
Reasan 1
v
Attendance Minutes @
Arrival Time Departure Time Total Minutes Attended
Attendance Note (]
Mote [ @
|
-]
Period Attendance Calendar @]

0] v o =
of v = =
E|2 v B =
Pl ~ o =
&P v =o =
i 5 v B =
Fl6 v EilE) =
=7 e

S e

Period Attendance Detail Screen

To add attendance in the detail screen:

1.

If the student was absent the entire day, select the absence reason in the Reason
1 list to enter an all-day code.

Enter the student’s Arrival Times and Departure Time and enter the Total
Number of Minutes Attended.

Enter a Note explaining the student’s all day attendance.

Select the Absence Reason for each period in the boxes in the Calendar section
or in the lists in the Notes section.

Attendance notes can also be added for each period in the Notes section.
Click the Save button at the top of the scree.
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To take attendance on the Days of Activity tab:
Click the Add button.
@ @ @ ‘ g;'_j | Saver [ Unelo /B Form Status: Resdly (Update Modk) ‘ & R
Period Attendance

Student Name: Abbett, Billy C. School Hope High School  Status: Active  Homeroom: 231

Calendar Days an[:livityl Totals ~ History | Attendance Letters

Last Name First Name Middle Mame  Suffic  Perm 1D Grade Gender

[Abbott [Billy Jc Jons483 12 v Male v ——

Days of Activity Add @

Days of Activity Tab, Adding Attendance

In the new line that appears at the bottom of the grid, enter the desired date.

Period Attendance

Student Name: Abbott, Billy C. Schoo: Hope High School  Status: Active  Homeroom: 231

Calendar Days anl:iivilyl Totals | History = Attendance Letters

Last Mame First Name Micdle Name Suffix Perm 1D
[2bbott [Billy C | [o05483
1
04062011
04/05/2011
03/3172011 Oth Oth | Oth
03/30/2011 Oth Une | Oth | Oth
03/29/2011 Exc Oth Oth
03/2872011 Oth Oth | Oth
02/28/2011 Une Une | Unv | Uy
02/08/2011 Exc | Exc
020772011 Wy
02/0272011 Tdy | Tdy | Tdy
01/3172011 Il It i Il
17282011 PR E
. E)
12 »

(N/S) Mot Scheduled  (N/E) Mot Enrolled (M) Mot Included In Attendance

Days of Activity Tab, Adding a Date

3. The first column to the right of the date is the All Day Code. This is used for a
whole day of absence. If only one period needs to be marked, move the correct

column. Click in it to select a reason for absence or tardy.

Period Attendance

Student Mame: Abbott, Billy €. School Hope High School  Status: Active  Homeroom: 231

Calendar DaysofActivilyl Taotals  History = Attendance Letters

Last hame First Kame Middle Name SUIfix Perm D Srade
|Abbott [Biny C
- F—
Act-Activit
04/06/2011 ErAEY
Adrn-Counsfadmi
04/05/2011 AAl L ©
c-Alt L Ct = |
0373172011 Oth oth
Bsp-B pend |——
03/30/2011 Oth Uy oth
E-Exc Tardy 1
037292011 Exc th
gl Exc-Excused a
x 1 1
03/282011 I-lliness
; U U Td
02028201 i ™ | |oth-Other A
02/08/2011 EE Sus-Suspension |
020772011 Tdy-
0222011 T8 | @UncUmeriied) |9
q &Y
017312011 i I Unetercased | M
0172872011 E Wi-Walved
0572742011 L] \

Selecting an Absence or Tardy Reason
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4. Click Save. Once the entry is saved, it is placed in the correct chronological order
in the list.

Once a date is recorded on the Days of Activity tab, it can be edited. To change the

Period Attendance

Student Name: Abbeott, Billy C. School Hope High School  Status: Active  Homeroom:

Calendar  Days ofAc‘tivityl Totals  History  Attendance Letters
Last Name First Mame Middle Name  Suffix ~ Perm [C
|Abott [Billy c | |o05483

Days of Activity

05/26/2011
Updated Days of Activity Tab

absence or tardy reason within a date:

1. Find the date and period that needs to be altered, and click in the box. The list of

absences or tardies appears.

2. Select the new reason.

Period Attendance

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

Calendar  Days of Activity | Totals = History = Attendance Letters
Last Mame First Mame Middle Mame  Suffix Perm ID
|abbott [Billy fc | |o05483

Days of Activity

| 05/30/2011 Act-Activity

I | 052752011 U"M Adm-Counsfadmi [
I soer0t Alc-Alt Lm Ct
I oansz01

0 osn4az0t I i
| & Exe-Excused) i
FIT | amerzot Exc i

FIE L nan7rz011 Oth-Other

Bsp-Bussspend

1 5 04/E2011 Sus-Suspension ||
I namsrz011 Tdy-Tardy

u 11 | 03/31/2011 Oth Ure-Urwerified

. | 03m02011 Oth Uny | VmeUnexcused

W\rWawed B
5| 032972011 Exc SR

Days of Actlwty Tab, Selecting a New Reason

3. Click Save to record this new reason.

Copyright© 2013 Edupoint Educational Systems, LLC

63



Attendance User Guide Chapter Six

MENU OPTIONS

At the top of the Period Attendance screen, a Menu button provides access to additional
information regarding the period attendance activities.

|'f._ |'J._ |"l_ ~f
MerL+ .\_«) CD .\_») oy | Save | | Unda |
Edit Student Data |
Reports ’lPeriud Student Attendance PrDﬁlel_
Report Preferences ol: Hope High School Status: Active |
e ALdit Detail For Period Attendance

Calendar | Days of Activity | Totals = History | Attendance Letters L
Period Attendance Screen, Menu Options

The options available under the Menu button are:

o Edit Student Data — places the screen in Update mode instead of Inquiry mode and
allows the data to be edited. The Edit button does the same thing.

o Reports — enables the Period Attendance report to be easily generated for the
student currently displayed in the screen.

i point i
i King High School Year: 2011-2012
|_=|_] Period Student Attendance Profile Report: ATP201
‘Sudent Information
‘Sausent name PemiD Ganoer| Grace Home Adtress >
Aaron, Harold N. 968257 M 10 o
Lasi Marme Goss By ik Name Binh aie 1508 W 2nd St =
0711211995 Mesa, AZ 83612 -
Fhone Home Language Resoived Erier Daie Leave Dale F
480.555.9969 English White 08/30/2011 3
Custodial Information =
‘Step-Faner Proe Type Fnone. Exiension z
Daugherty, Howard Work 480-555-3961
Elcomees stowes FlbosCumooy  [FlLves win £ Aigns [ Msiings Atowess
Fatner Prone Type Fnone. ension
Mucha, Victor Home 480-555-6655
oot mtowes [HosCostody  ClLiveswin [ea rigres [ Msiings Aowess
Vioter Bhone Type Fhone. Extension
Daugherty, Diane Work 480-555-9969
[lComacs stowet [Zlbos ooy []Lves win £ Aigns [ Msiings Atowess
Schedule Information
‘Aftendance By Period
Date 0 1 2 3 4 35 6

Total

[[Foriod Rason Cote Type Totan ]

[[Period Rssson Cods o ]

Rsason Cogs Legena
Swe = Swesp Unx= Unexomsed e = lor Bep - Bussspend  Mur = Murse Exe: = Exoused
Sus = Suspension o - liness Low - Laleswesp  Det = Detention off = offee Ak = Agivty
oy = Tay Unw = Unvermes YR = NYR Test W - Test Agp = Appeaed

rted by AGmin User 3l 0E0S/2011 3:28 M ‘Edupaint Schos Distet Fage ot

Period Student Attendance Profile Report

Tip: To select additional options for these reports or to print the reports
( for a group of students instead of an individual student, run the reports
e from the Reports folder in the navigation tree. For more information
about running attendance reports, see Chapter Eleven.
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¢ Report Preferences — sets the options used when printing a student profile from
the Student screen. It is the same User Password and Preferences window
available from the Menu button in the Student screen. These preferences are
covered in detail in the Synergy SIS — Student Information User Guide.

Mernu ;‘:“‘:| Save | Urda |
UserPreferences

User Name: User, Admin

_ Repaort Prefs |
Last Mame Fir=t Mame Micldle Mame Disabled User Type
[user Adrrin [~ Staff v

Student Profile

™ Suppress Phato

[~ Hide Health Conditions

™ Hide Parert Info

I~ Hide Emergency Info

™ Hide Physician Infa

I Hide Signature Info

I™ Include Heatth Condition History

™ Show Homeroom Teacher

Student Schedule

I Hide All Perzonal Info

[ Hide Perm ICx

Discipline Profile
I Include Full History

Student Attendance Profile

[~ Hide Type Totals
I Hide Reason Code Tatals
I Include Currert Scheduls

™ Hide Parert Information

Reporting Preferences

I Use Simple Header

Report Preferences Screen

¢ View Audit Detail For Period Attendance — the Audit Trail History screen lists all
changes made to the student’s records, including what was changed, who changed
it, and when.
Audit Trail History [«

Properties | Show Detail | @

User,  |12/20/2010

| StudentattendancePeriod CodeAbsReasGl |Update |Exc Exc s aoans
| |studentattendancePeriod DaiyattendGU  |Delete <Links K?jﬁ;h gégggm
| @ BellPeriod Delete 1 g\aﬁ;n %%3%51”
| 4 Periodattendcl  |Delete <Link> S\fﬁnﬂh EISEEEM
E e

CodeapsReasGU |Delete Uy User, |12/20/2010

Admin | 13:00:34
User, |12/20/2010
Admin | 13:00:34
User, 127202010
Admin [ 13:00:34
User, [12/20/2010
Admin | 13:00:34
User,  [12/20/2010
Adrin | 13:00:34
User, |12/20/2010
Admin 130015
User, 12/20/2010
Admin (1300015

StudentAttendancePeriod PerigdAttendGU  |Insert | <Link=
BellPeriod Insert |0
DailyAttendGU Ingert  |<Link>
CodeAbsReasGU |Insert  |Unv

StudentAttendancePeriod DailyAttendGU Insert | <Link=
BellPeriod Insert |1

Audit Trail History for Daily Attendance
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The Print button at the top prints the information on the Period Attendance screen.

o] @ Q@ B () ez | |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

Menu] Kj Q) i)) ,‘_‘_’J, = Des /1y Form Status: Ready (Updste Made) | 78 3:.::1

Period Attendance

Student Name: Abbott, Billy C. Schoct: Hope High School  Status: Active  Homercom: 231

. Calendar | Days of Activit Totals  Histon Attendance Letters
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Ge
[abbot: [gily c [ [susae3 12 < Ma
06/25/2009 [P| Go To Dat= ‘ Go To Current Date Previous 10 Deys Next 10 Days | Days To Shi
[Quick Entry - Single -J:
[Quick Entry - Range a:
Period Attendance Calendar [*) |
Line] Date All Day Code Sell Feriod

1| 2| 3| af 5| a| 7] 8] 3]

1) Jun 17,2009 Wednesday Act N/3 Ni3 NIg

2| 18 Thursday N/3 Ni3 NIg

E 19 Friday N/S NIS N/S

4 22 Monday N/S Ni3 NIS

5| 23 Tuesday N/S Nis NIS

6| 24 Wednesday N/3 Ni3 NIg

7l 25 Thursday N/3 Ni3 NIg

8| 28 Eriday N/S Ni3 NIS

9 29 Monday N/S N/S N/§

10| 30 Tuesday N/S Ni3 NIS

(N/S) Not Scheduled  (N/E) Not Enrolled (Nfl) Not Included In Aftendance

| | |

Printed Period Attendance Screen
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Chapter Seven:
SPECIAL TYPES OF ATTENDANCE

This chapter covers:
» Recording Attendance by FTE Amount
» Recording Supplemental Instruction Attendance
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RECORDING ATTENDANCE BY FTE AMOUNT

Some schools that use daily attendance want to record the exact amount of absence for
each student using the FTE amount instead of letting Synergy SIS calculate it. Daily
attendance can be taken only twice a day at most, so the calculated absence can only
capture half or full day absences (0.50 or 1.00 FTE). Using the FTE amount, you can record

absences by the quarter day as well.

To turn on the FTE absence amount:

1. Go to Synergy SIS > Attendance > Setup > School Attendance Options.

School Attendance Options

(«

Attendance 0ptions|

Daily Attendance Options ="~ Period Attendance Options @
Aftendance Type Lse Ahsence Amourit "AII Day Code Calculation Number of Days in Schedule Cycle
Twice a Day % Il / Manually ~| 4
Begin Times &)
Al FM
5:00 A |12.DD Phd
Grade Attendance Type Definition @
il Period Attendance b
10 Period Attendance b
I8 Period Attendance v
12 Petiod Attendance b
Other Attendance Options &)

Attencance Dialer
In Touch v

School Attendance Options

Check the Use Absence Amount box.

Click the Save button.

When using the FTE absence amounts, most schools create a chart with student arrival
and departure times that show what amount should be entered. A sample chart is shown

below for a school that meets from 8 am to 2 pm:

Arrival Time Departure Time

8:00 am | 9:30 am | 11:00 am | 12:30 pm | 2:00 pm
8:00 am 1.00 0.75 0.50 0.25 0.00
9:30 am N/A 1.00 0.75 0.50 0.25
11:00 am N/A N/A 1.00 0.75 0.50
12:30 pm N/A N/A N/A 1.00 0.75
2:00 pm N/A N/A N/A N/A 1.00
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To record the FTE absence amount:
1. Go to Synergy SIS > Attendance > Daily Attendance.

el @@ |55 | _rre | v | s | & Gop [
Daily Attendance (e

Student Mame:  School  Status:  Homeroom:

Calendar | Days of Activity  Totals  History  Daily Entry  Aftendance Letters

Last Mame First Mame Middle Mame  Suffix Perm 1D Grade Gender Track

| | | | | | ] | 4
Shiw Full Year Date Go To Date | <« Previous Month | Next Month > |

Daily Attendance Calendar

Monday Tuesday Wednesday Thursday Fridlay

e o et v [ Reas 1 | Reas2 |Day | Reas 1 | Reas2 |Day| Reas 1| Reas2 |Day| Reas 1| Reas2 |Day| Reas1 | Reas2

Daily Attendance Screen

2. Find the student using either the scroll buttons or Find mode.
3. Click the underlined date.
Daily Attendance [«

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

Calenda[l Days of Activity | Totals | History | Daily Entry | Attendance Letters
Last Mame First Mame Middle Name  Suffic  Perm (D Gratle Gender  Track

[2bbott [Bity lc | |o05483 12 v Male v v
Show Full Vear Date GnTnData‘ << Prewious Manth ‘ Next Manth 3 |

Daily Attendance Calendar

 omrey [ My [ Tuesiay [ edosiy | towsiy | fww
4 5

Juan-2011 | 3 Act 5 Act 6 7| unv
2 10 1 12 13 14

17 18 18 20 21
4 P 25 26 2 = E
5 ([31) m 1
A Feb-2011 1 2 3 4

Daily Attendance Screen

4. Select the Absence Amount. If the school is set up to take attendance twice a
day, the total absence amount for each half day may not be more than 0.50.

DailyAttendanceDetail G

MName: Abbott, Billy C. CDats: 01/31/2011

| Attendance Detail |
Attendance Reasons %
Reason 1 Absence Amount Reason 2 Absence Amount
Ik liness v||0.50 v [l-iness | |ps0 v
Attendance Minutes %
Arrival Time Departure Time Total Minutes Attended
Attendance Hote 6
Mote 5] O
Billy has a bad cold =]

[

Daily Attendance Detail Screen
5. Select the reason for the absence from the Reason 1 and/or Reason 2 lists.

6. Click the Save button at the top of the screen to save the changes.
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RECORDING SUPPLEMENTAL INSTRUCTION
ATTENDANCE

For schools that offer supplemental instruction, attendance must be taken using period
attendance. The attendance can be recorded using any screen that supports period
attendance, such as Class Period Attendance or Period Attendance. It can also be
recorded using the TEACHERVUE software.

However, for supplemental instruction, the student’s presence is recorded instead of
absences. For each period the student attends, a positive attendance reason must be
recorded.

For example, to record supplemental attendance using the Period Attendance screen:

1. Go to Synergy SIS > Attendance > Period Attendance.

Mgmuvl(@ \CD (] l,"‘i’} Find Unda ‘ Status: Find ‘ & Ky E
Period Attendance @

Student Wame:  Schook  Status:  Homeroom:

Calendar | Days of Activity  Totals  History  Attendance Letters

Last Name First Mame Middle Mame  Suffix Ferm ID Grade Gender Track
| | I | I J J E

Go To Date ‘ Go To Current Date ‘ Previous 10 Days | Mext 10 Days Days To ShDWl
Quick Entry - Single @
Date Reason Override Al REASONS | pdace attendance

b r
Quick Entry - Range @
Date Begin Date End Period Begin -~ Period End Reasan Owerride All Reasons

v - v r
Do Mot Update All Day Code Update Attendance Range |

r
Period Attendance Calendar QD
"
[0z s[a[5[s[7 [0 }

(M/S) Mot Scheduled  (M/E) Mot Enralled (M/1) Mot Included In Attendance

Period Attendance Screen

2. Locate the student using the scroll buttons or Find mode.
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3. Locate the periods that are using for supplemental instruction. For example, an
after school program may be offered during periods 7 through 9.

Period Attendance

Student Name: Abbett, Billy €. School Hope High School  Status: Active  Homeroom: 231

. Calend | Days of Activity  Totals  History  Aftendance Letters
Last Mame First Mame Middle Mame  Suffic Perm D Grate Gender  Track
[abbott [Billy E | [o05453 12 v Male v v
0242242011 Go To Date | o To Current Date | Previous 10 Days | Mext 10 Days Days To SHDWIWD
Quick Entry - Single Q
Date REE30n Cverride All Reasons Update Attendance
(1262172010 v r
Quick Entry - Range @
Date Begin Date End Period Begin Period End Reason Creerride All Reasons
1202172010 [EAZ | ~|| ~| r
Cio kot Upcate All Day Code Update Attendance Range |
[
Period Attendance Calendar (& ]
Bell Perio
Date All Day Code
D T q
Fep 14, 2011 (Th) |Monda WS | NS | NS

15 (M Tuesday NS | NS | NS

16 (Tu) Wednesda NS | NS | WS

17 (W) Thursday NS | WS | WS

Period Attendance Screen, Recording Attendance

4. For each period of supplemental instruction, click in the box and select a positive
attendance reason such as Positive.

Period Attendance [«

Student Name: Abbott, Billy C. Schaol: Hope High School  Status: Active  Homeroom: 231

Calendarl Days of Activity ~ Totals | History  Attendance Letters Act-Activity
Last Name First Name Middle Mame  Suffix  Perm D Grade Gender  Track Adrm. Coune/ad
m-Lounsiaami
[abbott [Billy Jc Jons483 12 v Male v v
Alc-Alt Ln Ct —
0304/2011 [P GoToDate | Go To Current Date: ‘ Previous 10 Days | Next 10 Days Daws To Show|m BapBussspend
Quick Entry - Single E-Exc Tardy Q)
Date Reasan Overrice All Reasons Update Attendance Exc-Excused
1221200 B L lliness
Quick Entry - Range e O T Q)
Date Begin Date End Period Begin ~ Period End Reason Overrice All Reasons Do Mot Update All DaCode |poe positive
121200 B [ ~|| Bl v r r P—
Update Attendance Range Tdy-Tardy
Period Attendance Calendar U Unverified @

Bell Period Uny-Unexcused

1 Feh 24, 2011 (Thy Thursia WS | ws | s Pas
2 25 (M) | Erirtay | | | | | | | | [ ws | ws | ws |

Period Attendance Screen, Selecting Attendance Reason
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Once all of the periods of attendance have been recorded, click the Save button.
Period Attendance (=

Student Mame: Abbett, Billy €. School Hope High School  Status: Active  Homeroom: 231

Calendar | Diays of Activity  Totals | Histary | Attendance Letters
Last Mame First Mame Middle Mame  Suffic Perm D Grade Gender Track
[abbatt [Billy C | Jsnsass Ji2 v |Male v | v
03/04/2011 G0 To Date | Go To Current Date | Previous 10 Days | Mext 10 Days ‘ Days To Shclwim
Quick Entry - Single (&1

Date Reason Owverride All Reasons Update Attendance

(122142010 v r

Quick Entry - Range [&)
Date Benin Date End Period Benin - Perind End Reason Override All Reasons Do Mot Update All Day Code
(121212010 12/2172010 || v v r r

Update Attendance Range |

Period Attendance Calendar

Date All Day Code ’TWIT’T’TE%,T ,77’78’79

Feb 24,2011 (Thy  Thursda
25 (M) | Friday | | | \ | \ \ | IEEEEEE
Period Attendance Screen, Supplemental Instruction Attendance Recorded
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Chapter Eight:
SCHOOL ENROLLMENT HISTORY

This chapter covers:
» Viewing School Enroliment History
» Updating School Enroliment History
» Menu Options
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VIEWING SCHOOL ENROLLMENT HISTORY

The School Enroliment History screen provides a quick way to view the school’s
enroliment throughout the year and see the ADM for each day in the school year. It also
provides the data for the STU603 report, which can provided a year-to-year comparison of
attendance. For the comparison to display, both last year and the current year must have

the enrollment history updated.

1. Go to Synergy SIS > Attendance > Setup > School Enroliment History.

School Enrollment History lists each day the school is in session from the first
school day in the Day of Year column. The actual date for each day is displayed in

the Date column.

School Enrollment History («
Organization Name: Adams Elementary Formattedyear: 2010-R
Update Current Year Snapshot Q|
Track Filter
3
Totals [ add ][ showDetail | @

05/31/2010
09:01/2010
09:02/2010
09/03/2010
09:06/2010
09:07,/2010
09:08/2010
09/09/2010
09410/2010
09413/2010

||| 24
Wm0 e L R —

o

897
00
00
00
805
805
B0G
B0G
B0G
B0G

858.00
767.00
767.00
767.00
77200
772.00
773.00
773.00
773.00
773.00

School Enrollment History Screen

85a.00
812,50
797.09
789.69
786.20
7584.06
782.03
780.66
780.21
779.50

The Students column shows the total number of enrolled students on each day.

The Enrollments column shows the total number of enrolled students on each day

with a tuition payer code of 1, Eligible for State Funding.

The ADM column shows the result of dividing the total number of days in which all
students eligible for state funding were enrolled by the number of school days in the

period.

74
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2. .Toview the ADM detail by grade, click the Show Detail button.
School Enrollment History &

Organization Name: Adams Elementary Formattscyear: 2010-R

Update Current Year Snapshot Ol

Track Filter
v

Totals add | Hide Detail |
Day of Year. 3
T ; Enrollments By Grade [ a0 ]
- Z |
y l Ps v||o 0.00 0.00
—F I K v||e6 33.00 3504
= l o1 v|[14a 145.00 150,61
7 l 02 v|[123 123.00 123.94
s I 03 v|[133 133.00 138.94
s I 04 ~[[121 121.00 125.29
T 10 I 3 /|96 96,00 99.30
7 I 06 ~[[116 116.00 118.97
I 2

School Enrollment History, Detail Screen
The detail screen shows the number of students, enroliments, and ADM by grade
level.

UPDATING SCHOOL ENROLLMENT HISTORY

The School Enroliment History screen does not automatically update as enroliment and
attendance records are changed. To calculate the enrollment history based on the current
enrollment records:

1. Click the Maximize button in the Update Current Year Snapshot section, and it
expands to show the Calculate Records button.

School Enrollment History [«
Organization Mame: Adams Elementary Formattedyear: 2010-R
Update Current Year Snapshot ( Q) ’
S

Calculate Records [~ for the Entire District

Track Filter
v

School Enrollment History Screen, Updating

2. If you want to update the records for the entire district instead of just the school in
focus, check the For the Entire District box.

Click the Calculate Records button.

To update the records and show only the information for a specific track, select the
track from the Track Filter list. It can show each track individually or combine all of
the tracks’ records by selecting Tracks Combined. Click Calculate Records to
update the list by the track selection.
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MENU OPTIONS

At the top of the School Enrollment History screen, a Menu button provides access to
additional information regarding the school’s enroliment.

i -‘_}' [ =T [alulal
Menuw E‘l] | Save | Undo |
|Wiew Audit Detail For School Enrolliment History

School Enroliment History Screen, Menu Options

The option available under the Menu button is:

o View Audit Detail For School Enroliment History — the Audit Trail History
screen lists all changes made to the student’s records, including what was changed,
who changed it, and when. Since the School Enroliment History information is
stored in a grid, it is not yet available for tracking via the audit detail report. An
attendance audit can be run from the Daily Attendance or Period Attendance
screen for each student.

The Print button at the top prints the information on the School Enroliment History
screen.

]| @ QD ()] e | |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

-

S | _Swe Uredo Form Staus: Reacy (Updse bods] | ‘?ﬂi}ﬂ-
School Enrollment History

Organization Name: Hope High School Fermanesvos 2008-R

Fiznus =)

Updats Current Year Snspehot
Caleslate Reconts. | [ for the Entire Disirict

Track Filter
-

Totals Acd
' | Lime{ oy of vear | Date 2dudants: ADM

D 1 02/02/2008 1.51 3087 2TTTTE
(i a oexz008 @ 27se I7E2. 2
C| s 0am42008  {F 2vez 2758.12
O 4s pems2008 [P avse 275556
| Hs psmezice  F  27e3 275538
| de pems200s 3 avet 275442
- 77 ozviv2008 [ 2763 275370
| 5 [ 276 75347
-l 5 [ 2763 s
[ 5B zves 2753.25
C 2l zvez I7519€
| 5 [ 2 2752 51
| - T 75123
| 2 g amss 275158
[ I 27 I751.44
C 5 27se 2750.91
C| 5 P 27 275048
[ 5 2msa 275032
i 3 [ 270 ITE35E
[ 5 {F amo 274326

L

Printed School Enrollment History Screen
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Chapter Nine:
MASS CHANGE ATTENDANCE

This chapter covers:
» Changing Multiple Students’ Attendance
» Menu Options
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CHANGING MULTIPLE STUDENTS’ ATTENDANCE

When groups of students are absent for a particular date or set of dates for school-related
activities (such as sports, clubs, or performances), changes to all student attendance
records within that grouping can be completed at the same time.

The procedure for a mass attendance change depends on whether your school takes daily
attendance or period attendance. The attendance type is determined on Synergy SIS >
System > Setup > School Setup, Basic Info tab, Type Information section, in the
School Attendance Type list.

For period attendance, see Period Attendance below, Student Filter Criteria on page 82,
and Job History on page 86.

For daily attendance, see Daily Attendance on page 81, Student Filter Criteria on page 82,

and Job History on page 86.

Period Attendance
1. Go to Synergy SIS > Attendance > Mass Change Attendance.

School Name: Hope High School School Year: 2012-2013

| Mass Attendance Change | Student Filter Criteria_ Job History
Student Filter Criteria is required

Type of Change (&)
™ Change All Day Code ™ Change Period Attendance © Significant Period

Period Reason Conditions @]
Change Reason Codes Apply Changes For Dates

From v | To v From|03/29/2013 To 03/29/2013

Apply Changes For Periods
Fromo |v[Tog |+

Change The All Day Code
Mass Change Attendance Screen, Mass Attendance Change Tab

2. Click the desired Type of Change:
= Change All Day Code
= Change Period Attendance
= Significant Period

3. Complete the procedure below for Change All Day Code, Change Period
Attendance, or Significant Period, and then continue with Student Filter Criteria
on page 82.
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Change All Day Code

1. To change a specific all day code to another all day code, select them in the From
and To lists.

Type of Change

* Change All Day Code © Change Period Attendance © Significant Period
Change All Day Code

Examples:
= To change students with no absence recorded, leave the From list blank.
» To change all codes, select ***-Override Any Value in the From list.

» To choose which periods to update, select ***-Override Any Value in the
From list and either ***-Dominant Reason or ***-Dominant Reason In
Selected Period Range in the To list. Dominant Reason applies the
dominant reason for all periods, and Dominant Reason In Selected Period
Range applies for only the selected periods.

2. Under Apply Changes for Dates, enter the date range for which the change
applies.

3. To base the change on how many of certain reason codes were recorded in a
range of periods:

a. Select the minimum number of occurrences and the type of reason codes in
If __ or more reason codes of type __ occurred during the day.

b. Select the start and end of the range of periods in the From and To lists.

If you select Reason Code as the type, check boxes for the specific reason codes
to count in the Reason Codes section that appears.

| ReasonCodes (]
[Reason Codes[_Ijol

MLlic TissT Unx AdmT Oth ™ Vac T il T Unv! Excl Wv

MCoul  E I Tdyl Act I Sus[ Bsp[ Fnl

Reason Codes Section
4. Under Apply Changes To Period Attendance:

= Select Do Nothing With Attendance to leave attendance for individual periods
unchanged.

= Select Fill Periods If No Attendance to change periods that have no absence
reason entered to the code selected in the To list.

= Select Override All Period Attendance to change all periods to the code used
for the all day code.

Apply Changes To Period Attendance
® Do Mothing With Attendance © Fill Periods If Mo Attendance © Owerride All Period Attendance
Apply Changes To Period Attendance

5. Select criteria on the Student Filter Criteria tab, as described on page 82.
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Change Period Attendance

1. To change a specific attendance code to another attendance code, select them in
the From and To lists. To change any code, select ***-Override Any Value. To
change students with no absence recorded, leave the From list blank.

Period Reason Conditions Q)
Change Reason Codes Apply Changes For Dates
Fram | Td v Fromo2or 2011 TOO207:2011

Apply Changes For Periods
Frorm0 | Tog w

[~ Change The All Day Code

Period Reason Conditions

2. Under Apply Changes for Dates, enter the date range for which the change
applies.

3. Select the periods that should be included in the mass change by using the From
and To lists under Apply Changes For Periods.

To change the all day code as well, check the Change The All Day Code box.

Select criteria on the Student Filter Criteria tab, as described on page 82.

Significant Period

1. To change the all day code to the code entered for a specific period, select values
in If the All Day Code matches the value __ then update it to match the code
found in Period __.

2. Select the start and end dates for the change in This should be done to cover
the date range From _ To __.

3. Select criteria on the Student Filter Criteria tab, as described on page 82.

You can arrange significant period changes in advance.

1. Configure a significant period mass change as described above, including student
filter criteria.

_ Mass Attendance Change | Student Filter Criteria | Job History
Student Filter Criteria is required

Type of Change (&

™ Change All Day Code © Change Period Altendance ™ Significant Period

Mass Attendance Change tab, Significant Period
2. Click the Menu button, and select Schedule Attendance Job.

Menu> :;_'; | Apply Attendance | | Cle
Edit RevOrganizationYear Data
Schedule Attendance Job

View Audit Detail For Mass Change Attendance
Schedule Attendance Job
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3. Name the job, enter the time of day in HH:MM AM/PM format, and click Schedule
Job.

Schedule Mass Attendance Job Options
Mame of Mass Change Attendance Job

Time of day you want the job to run

Schedule Job

Scheduling a Mass Change

The job appears in the Currently Scheduled Jobs section, and after it runs, it
appears on the Job History tab.

Currently Scheduled Jobs

Mass Attendance Change tab, Currently Scheduled Jobs

Mass Change Attendance

School Name: Hope High School School vear: 2012-2013

Mass Attendance Change | Student Filter Criteria ' Job History |

Mass Attendance Job Results

Job History tab
Daily Attendance
1. Go to Synergy SIS > Attendance > Mass Change Attendance.
Mass Change Attendance g

School Name: Hope High School School vear: 2012-2013

_ Mass Attendance Changel Student Filter Criteria  Job History
Student Filter Criteria is required

Daily Reason Conditions (&]
Change Reason Codes Apply Changes For Dates

From| v From 03/28/2013

To| v T003/28/2013

Total Minutes Attended

Delete Scheduled Jobs |

Currently Scheduled Jobs 5]

Mass Change Attendance Screen, Mass Attendance Change Tab

2. Under Change Reason Codes, select the code to change From and the code to
change To.
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3. Under Apply Changes For Dates, enter the beginning and end of the date range
for which to make the change.

Enter the Total Minutes Attended.

5. Select criteria on the Student Filter Criteria tab, as described below.

Student Filter Criteria

To change the attendance for selected students only, enter the criteria by which to select
the students on the Student Filter Criteria tab. To change all students, select all grade
levels and leave all other criteria blank.

Manu :i’}. | Apply Attendance | | Clear Status: Ready | & Tp
Mass Change Attendance

School Mame: Hope High School school vesr: 20102011

Iass Attendance Chanoe Student Filter Criteria
By selecting filter criteria, it T these conditions then the student wil be evaluated.
Select Students By (&)

Group Grade [Jel)
b CosrCorr11 2

Section ‘ Chooger |O
75 [ Line |

Teacher [ Chaooser | @
%< [ Line

Students ‘ Chooser |0
7 [ Line | | |

Mass Change Attendance Screen, Student Filter Criteria Tab

Five types of filters are available: Group, Grade, Section, Teacher, and Students. You can
apply these filters in any combination.

1. Select a group in the Group list.

Select Students By
Group

| w

AD

Baseball

Basketball
Cheerleading

Chess Club
Foothall

Mational Honor Scty

Yolleyball
Student Filter Criteria Tab, Selecting Group

2. Select one or more Grade levels.

Grade e[
o011z
Student Filter Criteria Tab, Selecting Grade Levels

3. Click the Chooser button in the Section area. The Chooser screen opens.
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(| Chooser [iJ

. | Line|Section ID Course Title Staff Name
Student Filter Criteria Tab, Choosing Sections

4. Enter all or part of the Section ID, and click the Find button.

Select
Chooser
Find Criteria

1C @)
Section ID N\
w )

AddSelectedRons) > | AddAlRow(s) »> |

_ Search Resullsl
Find Result

m|m7

Selected Items

= mlmi

Section ID Chooser Screen

5. Click a section ID, or hold down the Ctrl key and click multiple section IDs, and then

click Add Selected Row(s) >. Selected sections move to the Selected Itéms
column.

Find @
Chooser

Find Criteria ]
Section 1D
002

| addselectedrow) > | Add AlRow(s) >> |

_ Search Results |
Find Result

Section ID Chooser Screen

6. Click the Select button at the top of the screen.

7. Click the Chooser button in the Teacher area. The Chooser screen opens.

Teacher

(I Chooser [BJ

+4 | Line|Staff Name

Student Filter Criteria Tab, Choosing Teachers
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8. Enter all or part of the teacher’'s name, and click the Find button.

Select

Chooser

Find Criteria (6]
—

Last Name First Name Middle Name  Suffix

]

AddSelectedRow(s) > | AddAlRow@) >> |

_ Search Resullsl

Find Result Selected Items

mlﬁlﬁwl—

1 Temme Walter

[ Thiel Michael
[l Tofft Robert
[ | Topoozian |Nancy
W Torrente Jason
[ Traylor Kelly

A Trull Jayne

] Tuzzino Valerie

Teacher Chooser Screen

9. Click a teacher, and then click Add Selected Row(s) >. The teacher moves to the
Selected Items column.

Find @

Chooser
Find Criteria ]
Last Name First Name Middie Name  Suffix
T
| Add Selected Row(s) > I Add All Row(s) == |
_ Search Results |

Selected ltems i

WIFITITI—

Find Result
IT LastName |[FirstName |Middie Name

Walter
Th|e| Michael
[l Tofft Robert
[ | Topoozian |Nancy
m Torrente  |Jason

E Trull Jayne

A Tuzzino Valerie
Teacher Chooser Screen

10. Click the Select button at the top of the screen.
11. Click the Chooser button in the Students area. The Chooser screen opens.

(| Chooser [)3

i

m

Students

3¢ [ Line[StudentName ~ [PemiD  [Gender |Grade

Student Filter Criteria Tab, Choosing Students
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12. Enter all or part of the student’s name, Perm ID, or other criteria, and click the Find
button.

’ Select
Chooser
Find Criteria

Last Name First Name Middle Name  Suffix Perm ID Gender Grade

A |

i S

Add Selected Row(s) > | Add All Row(g) >= |

_ Search Results |
Find Result

Selected ltems

'1 Abbott BIIIy 905483 Male

“ Abernethy Anne | Elizabeth 902870 Female 10

Student Chooser Screen

13. Click a student, and then click Add Selected Row(s) >. The student moves to the
Selected Items column.

Find @

Chooser
Find Criteria (]
Last Name First Name Middle Name  Suffix  Perm D Gender Grade
Ab | vl v
| Add Selected Row(s) > | Add All Row(s) == |
_ Search Results |
Find Result Selected Items

1 Abbof BIIIy C

Student Chooser Screen

14. Click the Select button at the top of the screen.
15. Click the Apply Attendance button at the top of the screen.
| ;ﬁ | <_ Apply Attendance § | M Status: Ready | @

Mass Change Attendance

School Name: Hope High School School Year: 2012-2013

Mass Attendance Change | Student Filter Criteria | Job History
By selecting filter criteria, if a student meets any of these conditions then the student will be evaluated.
Select Students By

@
Group Grade[Jye
Chess Club ~| 09 100 111 12

Mass Change Attendance Screen, Apply Attendance
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A Job Status window appears. When the process completes, a Job Result screen

appears. The listed files show which records were changed and any errors that occurred.
Click either file to open it.

Close Form Status: Readly ‘E
Job Result
| Resultsl
Job Detail Q@
== Job ID Description

"-\—,J" IMasSAﬂendanE Mass Attendance

NOTE: [f this windiow is closed, you can review the resulls In the view, Job Queve Viewer.

Job Result Files - Click icon to open the result file &)

r

Job History

Mass Attendance

extractFile

Mass Change Attendance, Job Result

The Job History tab records scheduled mass changes that have run.

Mass Change Attendance

School Name: Hope High School School Year: 2012-2013

Mass Attendance Change = Student Filter Criteria ' Job History |

Mass Attendance Job Results (&
gl gl g gl
Mass Change 03/28/2013 9:09 AM

Job History tab

For more information, see Significant Period on page 80.

MENU OPTIONS

At the top of the Mass Change Attendance screen, a Menu button provides access to
additional information regarding the school’s attendance.

Menu~ ail | Apply Attendance | | Clear|
|Edit RevOrganizationYear Data

|Schedule Attendance Job ce
View Audit Detail For Mass Change Attendance

ear: 2012-2013

Mass Change Attendance Screen, Menu Options
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The options available under the Menu button are:

o Schedule Attendance Job — schedules a mass change based on significant
period, as described in the previous section.

¢ View Audit Detail For Mass Change Attendance — the Audit Trail History screen
lists all changes made, including, what was changed, who changed it, and when.
Mass Change Attendance information is not available for tracking via the audit detail
report. An attendance audit can be run from either the Daily Attendance or Period
Attendance screen for each student.

The Print button at the top prints the information on the Mass Change Attendance screen.

preni]| @ @ car | oo |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

‘ ,‘i" | Apply Attendance | ﬂ Status: Ready ‘ r’j—; ‘LS‘E EQ
Mass Change Attendance

School Name: Hope High School  School Year: 2012-2013

__Mass Attendance Change | Student Filter Criteria_Job History
Student Filter Criteria is required

Type of Change Q
@ Change All Day Code (~ Change Period Attendance  Significant Period

All Day Code Conditions &)
Change All Day Code Apply Changes For
From[**-Override Any Value v‘ To‘“"-Dommant Reason v Dates

From|03/11/2013
To03/11/2013 @

If v‘ or more reason codes of ~ | occurred during the From0 v

vee aay o8 v

lpply Changes To Period Attendance

@ Do Nothing With Attendance (" Fill Periods If No Attendance (" Override All Period Attendance

Delete Scheduled Jobs
[c y Jobs Q]
| Line| Job Name e Task Time @H

Printed Mass Change Aftendance Screen
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Chapter Ten:
ATTENDANCE LETTERS

This chapter covers:
» Creating Attendance Letters
» Additional Options
» Printing Attendance Letters
» Menu Options

88
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CREATING ATTENDANCE LETTERS

Attendance letters can be created to be mailed to parents and/or students regarding
absences, tardies, and so on. They are processed based on thresholds. A threshold is the
number of a particular absence reason accumulated. Different letters can be created for
each threshold. For example, one letter can be sent for 3 tardies and another for 6 tardies.
Multiple types of letters can be created.

To create an attendance letter:
1. Go to Synergy SIS > Attendance > Attendance Letter.
2. Click the Add button at the top of the screen.
@D &5 | roa | oo (Coaa Do ||| cormeriae

Attendance Letter
Adding an Attendance Letter

3. The new Attendance Letter screen opens.

Save Close
Attendance Letter

_A d Letters |
Letter Name

| Cutoff Values Add ‘ O|
[ e g S Cuputnpe ¢ g
Date Range (|| Grade Range (|| Extras (%]
Beqgin End Begin End Totaling and Sort Q Show Inactive Clear Current

b W Totaling Method Sorting Method SITiEns RS

- -

Addressee Info (%]
Send To Method Address To Label
Student he

Absence Reasons to Include (]

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
A b v A

IAbsence Reasons[Jj-0

" Vacation [~ Suspension [ Exc Tardy I~ Waived | Unverified [ Funeral
" Bussspend | Unexcused [ Iss I~ Tardy [ Counseling ™ Activity
I~ Counsf/admi [ Lice I~ Other I Excused I lliness

Letter Reason Flags[ el
™ IncI Dialer ™ Incl Letter [ Incl Reports ™ Report To State

Additional Reports to Execute (]

Report List[ )

I™ Period Attendance Profile [ Daily Attendance Profile I Student Mailing Labels
Show Period Attendance Profile Detail

Mail Merge Options @
Show Letter Extract Log

New Aftendance Letter Screen

4. Type the title of the new attendance letter in the Letter Name box. This name
should indicate the absence reasons used as criteria such as Tardy or Absences.

5. Click the Add in the Cutoff Values section, and a new blank line appears.

Cutoff Values | Add | (]
x | | | |
ul 1 SARB_1 ~ Word Doc v Horme Languz |+

Cutoff Values Section
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6.

10.

11.

12.

13.

14.

15.

Enter the number of absence reasons (selected below) that must be accumulated
for this letter to generate in the Threshold Value field. This can be a number from 1
to 999,999, but it is usually a number less than 20.

Select which letter to be used for that threshold from the Mail Merge Doc list. The
mail merge letters are defined in the Mail Merge Definition screen, as explained in
the Synergy SIS — Attendance Administrator Guide.

Select the type of document to print from the Output Type list. The letters can be
generated as either PDF or Word documents.

Choose the student’s language to use in the letter from the Language list. It can be
either the student’s home language or primary language as entered in the Student
screen. Since mail merge documents can also be created in multiple languages, the
student’s language will be matched to the correct mail merge letter.

To add additional letters for additional thresholds, click the Add button in the Cutoff
Values section again and follow steps 6-9. Continue adding letters until all letters
have been added.

Select the range of dates to be used to count the absence ranges by entering the
starting date in the Begin box and the ending date in the End box.

Date Range (J|| Grade Range @
Begin End Begin  End

v v

Date and Grade Range Sections

Enter the range of grade levels to be evaluated by selecting the starting grade from
the Begin list and the ending grade from the End list.

In the Extras section, select how the absence reasons will be counted by selecting
the Totaling Method from the list.

Extras %]
Totaling Method Sorting Method v Show Inactive - Clear Current
Total by bell periods “ | Alpha hd Students Thresholds

Extras Section

If you select Total across all bell periods or Total by bell periods, a Periods to
Exclude section appears and enables you to omit some periods from calculations.
(By default, all periods are included.) For example, period 9 might be for after-school
programs where attendance is taken but where absences should not generate
letters.

Periods to Exclude Q)
For

12 3rar’sl el 7l 819

Periods to Exclude Section

Choose how the letters will be sorted when printed in the Sorting Method list. They
can be sorted by Alpha (alphabetically by the student’s last name) or by Grade.

To print letters for inactive students in addition to active students, check the box
Show Inactive Students.
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16.

17.

18.

19.

20.

21.

22.

Each time the attendance letter is run, the threshold totals are stored with the
student’s records. To clear the current thresholds and recount the student’s
absences, check the Clear Current Thresholds box.

Select the address to be printed on the letter from the Send to Method list in the
Addressee Info section. If Student is selected, enter the text to precede the
student’s name in the Address To Label (such as “To the Parents of”). If Parent(s)
is selected, check the Use Student Address If Parent Address Is Blank box and
check the boxes in the Parent Options section to indicate which parent should be
used in the address of the letter. The Parent Options selected will be matched
against the categories selected in the Parent tab of the Student screen for each
parent.

Addressee Info J
Send To Method Address To Label
Student bt

Student Address Options

Addressee Info (3| | Parent Options @
Send Ta Method Use Student Address If Parent Address |5 Blank Lives With Has Custody Ed Rights Contact Allowed Mailings Allowed
Parert(s) v i i r r r r

Parent Address Options
Select the absence reasons to be used for the threshold from the Absence
Reasons to Include section. The absence reasons can be selected by type in the
Reason Type lists, by specific reasons by checking the boxes for Absence
Reasons, or by the category defined in the District Attendance Code or School
Attendance Code screen by checking the Letter Reason Flags. To check or

uncheck all absence reasons or letter reason flags, use the 299 button.

Al .n to 1 Tud Q
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

v w v w

Absence Reasons el

™ Suspension T Exc Tardy I waived ™ Urreeritied ™ Bussspend T Unexcused
™ Tardy [T activity T Counsadmi T Other M Excused T lliness

Lefter Reason Flags o)
™ Incl Dialer I Incl Letter T Incl Reports T Report To State
Absence Reasons to Include

To run additional reports to be included with the letter, check the boxes in front of
the Period Attendance Profile or Daily Attendance Profile. If the Period
Attendance Profile will be printed, check the Show Period Attendance Profile
Detail to include all details in the profile.

Additional Reports to Execute @

Renort List o)
™ Period Attendance Profile I~ Daily Attendance Profile

[~ Show Period Attendance Profile Detail

Additional Reports to Execute

To print a list of all of the letters created in addition to the letters themselves, check
the Show Letter Extract Log box.

Mail Merge Options @

[~ Show Letter Extract Log

Mail Merge Options

Click the Save button at the top of the screen to return to the main Attendance
Letter screen.

Click the Save button at the top of the screen to finish saving the letter.
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ADDITIONAL OPTIONS
There are more options for attendance letters on the Additional Options tab.
Attendance Letter

Letter Mame: Tardy School Name: Hope High Sehool  School Year: 2008-2009
Aftendance Letters  Additional Options |
Letter Mame
Tardy
Clear Threshold By Date &
Threshold Date Clear Attendance Letter Records Created On This Date
Run Reports Only (&
Report Date Run Reparts Only

Attendance Letter Screen, Additional Options Tab
It may be necessary to remove the letters from the student records. For example, the
district may be testing a new letter that should not remain part of the student’s permanent
record. To remove the records of previous attendance letters:

1. Enter the date on which the letters were created in the Threshold Date box.
2. Click the Clear Attendance Letter Records Created On This Date button.

Reports can be run based on the attendance letter data. Only running the reports means
the reports will be generated, but the attendance letters will not be created. To run only
reports:

1. Enter the date on which the letters were created in the Report Date box.
2. Click the Run Reports Only button.

PRINTING ATTENDANCE LETTERS

To print attendance letters:
1. Find the letter definition to use by either using the scroll buttons or the Find button.

2. Click the Generate Extract button at the top of the screen.

Generake Extract
Generate Extract

A Job Status window appears. Due to the amount of data being gathered, it can
take additional time to generate the attendance letter extract.
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Once the job has finished processing, a Job Result window appears and displays a
Job Result Files list.

Close

Form Status: Ready ‘F

Job Result

Results |

Job Detail

_J_ JobID

Description

g [Exmen

[attendance Letter List

NOTE: if this wincow is cI0Sec], yOU Can Feview (he reaulis In the view, Job QUBLE Viewer.

Job Result Files - Click icon to open the result file

=

Attendance Letter List

F

English Merge letter for threshold 1: Absence Example

F

ATP201

Generate Extract, Job Result

3. Click the Attendance Letter List icon to see the letters generated and to print them.
To see the mail merge document used without the merged information, click the
Merge Letter icon. Any reports included will also display in the list, such as ATP201.
Click this icon to print the included reports.

Augusts, 2011

Steven/Sharon Alexander

11684 E Glenrosa Dr

FountsinValay, AZ 85701

RE: {Alexandear, Wictor 1)

DearParent

The attendance records at our school show that your child, Victorhasbesn

marked sbsent fromcless for more than 3 days. The following shows the total
absences bypenod:

Taod Snaes
L] I [= = B B s 7 [=
T I IKES 7= 3 7=z 7z [T [T

‘We are concemed about the number of classmoom instructon days that your chid
is missing.

| am sure that you sgree thatthere is 8 comelation betwesn good atiendance and
achievement in school. Ifyou hawe any questons, please contactthe counseling
department at 555-1234.

Sincerely,

Rob Wilson
Assistant Principal

1]
1]
m
2]
n
T

Absence Example
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MENU OPTIONS

At the top of the Attendance Letter screen, a Menu button provides access to additional
information regarding attendance letters.

Mernu l:@ L:CD I‘:)D | g";‘:_} | Save
Edit SchoolatiletterCpt Data
Wiew audit Detail For Attendance Letter|

Attendance Letter Screen, Menu Options

The options available under the Menu button are:
o Edit SchoolAttLetterOpt Data —allows the name of the letter to be edited.

o View Audit Detail For Attendance Letter — the Audit Trail History screen lists all
changes made in the Attendance Letter screen, including what was changed, who
changed it, and when.

Audit Trail History [

Properties.
o S ||

User, |0/08/21 09
15:204: 2

ADB3D7845F 14</CODES> <CODES>1C98IDAB-
S0AB-44F4-923A-ABE 1

choolAttLetterOptEXtOpt AttendanceOptions Update ADB3D7845F 14</CODES> <CODES>1C98IDAB-
S0AB-44F4-923A-ABE 1

hoolAttL

Organization'earGy Update |<Link> <Lk User, 06108721 209
ReasonCodes Update lliness #:{ 06/08/21 309

<ROOT> <CODES>17891C62-AEEA-4E19-A136- | <ROOT> <CODES>17891C62-AEEA-4E19-A136-

choolAttLetterOpt

S0AB-44F4-923A-ABE 1
OrganizationYearGU Update |<Link>

ReasanTyped Update |EXC

<ROOT> <CODES>17891C62-AEEA4E19-A136- | <ROOT> <CODES>17891C62-AEEA-4E 19-A136-
AttendanceOptions |Update ADB3D7845F 14</CODES> <CODES>1C989DA8-  ADB3DT845F 14</CODES> <CODES>1CIBIDAS-
50

JAB-44Fd-923A-ABE 1

<ROOT> <CODES>17891C62-AEEA4E19-A136- | <ROOT> <CODES>17B91C62-AEEA-4E19-A136-

Options |Update ADB3D7845F 14</CODES> <CODES>1C989DAS-  ADB3D78ASF 14</CODES> <CODES>1C9BIDAS-

50AB-44F4-923A-ABE 1
<Link>

S0AB-44Fd-923A-ABE 1

User, 0/08/21 09

User,  06/08/21 109

User, |06/08/21 09

User, |D/08/21 09

choolAttLetteropt AtendanceOptions |Update |ADB3D7845F 14</CODES> <CODES>1CSB9DAB- | ADBADTBASF 14</CODES> <CODES>1Co89DAS. o0t |0908/2) J09
50A8-44F4-923A-AE 1 50A8-44F4-923A-AE 1

ReasonType3 Update EXC %2{ ?g/?éff‘ 309

choolAttLetterOpt BeginDate Update 20090101 20090501 X;f“'m ?g/ggﬂﬁ‘ Jo9

choolAttLetterOptEXtOpt OrganizationYearGU Update | <Link> <Link> ng"'m Sg/ggf‘ 03

LetterReasonFlags Update |0

<ROOT> <CODES>17891C62-AEEA4E19-A136- | <ROOT> <CODES>17891C62-AEEA-4E19-A136-
AttendanceOptions |Update |ADB3D7845F 14</CODES> <CODES>1C9B9DAB- | ADBD7845F 14</CODES> <CODES>1CIBIDAS-

50AB-44Fd-923A-ABE 1

50AB-44F-923A-ABE 1

User, |06/07/21 09
Admin |07:25:4! 3

Audit Trail History for Attendance Letter
The Print button at the top prints the information on the Attendance Letter screen.

[penu~]| (9 @

Print Button

Edit | Lnda |
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The Print button prints the information exactly as it is displayed on the screen, and does not

show the information available using the scroll bars.

Manu™ ?:C) \i) | ;’} .'::.’_j Save Undo Delets

add |

Generats Extract |

Form Status: Resdy {Update Mode) | 72l IIm*_"]
Attendance Letter
Letter Name: Tardy School Name: Hope High School  Schoal Year 2008-2009
Attendance Letters | Additional Options
Letter Name
|Tald3,I
Cutoff Values [ 2 |2
?(I Ling| Threshold Value J Mail Merge Doc Crutput Type J Language I
I 11 SARB_1 “ Word Doc oy Home Langu
[ 22 SARB_Z2 - Word Doc hd Home Langu =
| Date Rangs @:.Grade Range @ll Extras 2
Addressee Info i
Absence Reasons to Include -’3:
Additional Reports to Execute @'
Report List{ )+
 Period Attendance Profile T Daily Attendance Profile
= Show Period Attendance Profile Detail
| Mail Merge Options Q:

[~ Show Letter Extract Log

Printed Attendance Letter Screen
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Chapter Eleven:
REPORTS

This chapter covers:
» Available Reports
» General Attendance Reports
» Daily Attendance Reports
» Period Attendance Reports

96
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AVAILABLE REPORTS

The available reports for Attendance found under the Synergy SIS Attendance menu. There
are four types of reports available — Individual, List, Summary, and Extracts. Individual
Reports print out information about a single student per page, but can be printed for
multiple students at one time. List Reports generate summaries for multiple students.
Summary Reports present numerical report summaries. Extracts produce files that can be
imported in other programs.

GENERAL ATTENDANCE REPORTS

To access the available General Attendance reports:
1. Go to Synergy SIS > Attendance > Reports > Summary.

2. Click the name of the report to open the report and select the options to be used in
printing the report.

3. Click the Print button. The report is printed as a PDF file to the screen, which can
then be sent to the printer.

Reference: This chapter covers only the customizations specific to each

'4 of the reports used in Attendance, and the additional options available
on the other tabs are explained in the Synergy SIS — Query & Reporting
Guide.

Copyright© 2013 Edupoint Educational Systems, LLC 97



Attendance User Guide

Chapter Eleven

CFG801 - District Monthly Calendar Report

The District Monthly Calendar Report prints a two-page report showing all of the months of

the district calendar and any holidays or other days off at the district level.

This report does not have any customization options at this time.

Report Interface

Oplinnsl Sort / Output | Conditions  Selection

Name: District Monthly Calendar Report nhumber: CFG801  Page Oriertation: Portrait

Advanced

Mo options exist for this report at this time

District Monthly Calendar Report Interface

== Hope High School Vesr  2010-201%
District Monthly Calendar Report Report: CFG201
[ Calendar Range: 08/30/2010-05/31/2011
August 2010
I Wonday T Tuesday T Wednesday Thursday Friday
Day Type Day Type Day [ Type Day [ Type Day [ Type
September 2010
Wonday Tuesday Wednesday Thursday Friday
Day | Type Day [ Type Day Type Day Type Day Type
1 ] 3
H 7 T ] 0
3 iE 15 15 7
70 il z pz] 2
27 % p2] ]
October 2010
Wonday Tuesday Wednesday Thursday Friday
Day [ Twpe Day [ Type Day [ Tvpe Day [ Type Day Type
1
4 5 & T &
K] 12 13 ! 15
18 i pai] El z
7% 77 7 %
November 2010
Monday Tuesday Wednesday Thursday Friday
Day Type Day Type Day Type Day Type Day Type
1 2 3 ] 5
] E] 0 LK 2
15 6 iLi 18 18
22 3 24
23 0
December 2010
Wonday Tuesday Wednesday Thursday Friday
Day | Type Day [ Type Day Type Day Type Day Type
1 ] 3
6 7] B 9 10
3 iE 15 15 7
Print=d by Asmin User at 02011 4:03 PM Eoupdim Schodl Distnct Page 1ir2

District Monthly Calendar Report
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CFG802 — School Monthly Calendar Report

The School Monthly Calendar Report prints a report of all of the months of the school
calendar and can display the holidays, rotation day, and bell schedule assigned to each
school day. If the school has tracks, it also prints a separate calendar for each track.

The report can be customized using the following options:

Report Interface [«

Mame: Schoel Monthly Calendar Report number: CFG802  Page Oriertstion: Portrait

Options |_Sort / Qutput | Conditions | Selection | Advanced

Column Display Q)
[~ Period Rotation [~ Bell Period

Tracks To Display e
¥ Mon-track ¥ PS W Regular

School Monthly Calendar Report Interface

e Period Rotation — check this box to show the period rotation day assigned to each
school day

o Bell Period — check this box to show the bell period definition assigned to each
school day

e Tracks To Display — check the boxes for the track calendars to print. To check or
uncheck all tracks, use the <& button.
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Py Hope High School Year 2010-2011
School Monthly Calendar Report Report CFGA02
——
[ calendar Range: 02/20/2010-06/04/2011 |
August 2010
[ Monday | Tuesday | Wednesday Thursday Friday
Day [ Type| Rot | Bell | Day [ Type| Rot [ Bell | Day [Type| Rot [ Bell | Day [Type[ Rot [ Bell | Day [Type| Rot [ Bell
September 2010
Monday Tuesday Wednesday Thursday Friday
Day [ Type| Rot | Bell | Day [Type[ Rot [ Bell | Day [Type| Rot | Bell | Day [Type| Rot | Bell | Day [Type[ Rot [ Bell
1 F] 3
B A T ] 3 E] E] E 0 A
13 B 14 A 2|15 B 16 A 17 ]
70 [ Fl] ] F7] A 73 E 2] A
27 B 28 A Fo] E 30 A
October 2010
Monday Tuesday Wednesday Thursday Friday
Day | Type] Rot | Bell | Day [Type[ Rot [ Bell | Day [Type| Rot | Bell | Day [Type| Rot | Bell | Day [ Type] Rot [ Bell
1
[] A 5 B 6 A 7 E 8 A
1 B 12 A 12 B 14 A 15 ]
18 A 19 ] 20 [ F2l E 72 A
23 B % A Fij E 28 A ] B
November 2010
Monday Tuesday Wednesday Thursday Friday
Day | Type| Rot | Bell | Day | Type| Rot | Bell | Day | Type | Rot | Bell | Day | Type| Rot | Bell | Day | Type| Rot | Bell
1 A 2 ] 3 [ 4 E 5 A
8 B 3 A 10 E 1 A 12 B
15 A 16 B 17 A 18 E 19 A
22 B 73 A M B
23 A £ B
December 2010
Monday Tuesday Wednesday Thursday Friday
Day | Type] Rot | Bell | Day [Type[ Rot [ Bell | Day [Type| Rot | Bell | Day [Type| Rot | Bell | Day [ Type] Rot [ Bell
1 F] 3
[ [ B ] T ] [ a ] B B 9 A 10 B
13 A 14 B 15 A 16 E 17 A
Prinded by Admin User at DEDS2011 4:40 PM Edupoint School District Page 10f3

School Monthly Calendar Report
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DAILY ATTENDANCE REPORTS

To access the available Daily Attendance reports:

1. Go to Synergy SIS > Attendance > Reports Daily, and click the desired sub-folder
Extracts, Individual, List, or Summary.

2. Click the name of the report to open the report and select the options to be used in
printing the report.

3. Click the Print button to print the report. The report is printed as a PDF file to the
screen, which can then be sent to the printer.

Reference: This chapter covers only the customizations specific to each

% of the reports used in Attendance, and the additional options available
on the other tabs are explained in the Synergy SIS — Query & Reporting
Guide.
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School Enroliment History Extract

The School Enroliment History Extract produces a text file detailing each student’s
enroliment that can then be imported into another program.

The report can be customized using
the following options:

e Time Frame — choose which
day to extract by either entering
the Day of Year (such as 40 or
100) or the number of Days
Back From Today.

o Data Settings — select which
year to be compared from the
Comparison Year list. Choose
whether to compare ADM,
Enrollments, or State Funded
from the Enrollment Group list.

e FTE Override — select the FTE
(Full-Time Equivalent) value to
use for all students instead of
the data entered into Synergy
SIS

o Grades — check off the grade
levels to be included in the
report. To check or uncheck all
grades, use the 29 putton.
Clicking in the empty box clears
all checkboxes, where clicking in
the box with the checkmark
checks all grades.

School Enrollment History Extract

Generate Extract

Time Frame )| Data Settings (%]
Day of Year Comparison Year

v
Days Back from Today Enroliment Group

v
FTE Override QD
FTE Grate Jjo)

b CrsCk ClonCo2C03
Coa CosCosC 07 C 08
Cos CholC1C120012+
Schools Using Schedule-based FTE e
™ Elementary School I~ High School I Widdle School ™ Special School
State Funding Register Code Exclusion Filters (]
Register Code [Jje)
™ EDP - Emotionally Disabled - [~ HI - Hearing

[W2\= Al I =5 iy P Separate Private Facllity (EDP)  Impairment
™ MD - Multiple ™ MDSS| - Multiple Disabilities T MIMR - Mild hental I~ MOMR - Moderate
Disahilities - Bevere Sensory Impairment  Retardation Mental Retardation
I~ OHI - Other I™ 01 - Orthopedic Impaiment ™ PMD - Preschool Moderate [~ PSD - Preschool
Health Impairment Delay Severe Delay
™ PSL - Preschaool ™ 5LD - Specific Learning ™ SMR - Severe
Language I i stz Disabled Mental Retardation
I™ T8I - Traumatic ™ W - visual Impairment
Brain Injury

Enrollment Register Code Exclusion Filters Q@
Register Code [T

™ EDP - Emaotionally Disabled - [~ HI - Hearing
(A= U = By D hEs Separate Private Facility (EDF)  Impairment
™ MD - Multiple ™ MDSSI - Multiple Disabilities T MIMR - Mild bMental ™ MOMR - Moderate
Disahilities - Severe Sensory Impairment  Retardation Mental Retardation
I” OHI - Other (@1 - Gl (e I” PMD - Preschool Moderate I~ PSD - Preschaool
Health Impairment Delay Severe Delay
™ PSL - Preschool ™ 5LD - Specific Learning ™ SMR - Severe
Language W R e Disabled Mental Retardation
u TBI - Traumatic = _vig ) Impairment
Brain Injury
State Funding Tuition Payer Code Exclusion Filter (| Enrollment Tuition Payer Code Exclusion Filter (]
Tuition Payer Code[Jjeld) Tuition Payer Code[ ok
I” Eligile for I” Fareign flﬂ—r ‘:t?t'g‘me I” Eligible far I” Foreign fln—r ‘:tz‘tlglme
state funding exchange student g state funding exchange student fElg
[ TED - E';ul\llzza-usmp:ti‘zlema [ E E';ul\éna';-msﬁitcﬁems
Resident Charter ; Resident Charter P
i in residential (= in residential

treatment centers

treatment centers

School Enrollment History Extract, Report Interface

e Schools Using Schedule-based FTE — select the type of schools to be included in
the report. To check or uncheck all schools, use the 2= putton.

e State Funding Register Code Exclusion Filters — if the enrollment group is set to
State Funded, check off all codes that should be excluded from the report. To check
or uncheck all codes, use the 1 button.

e Enrollment Register Code Exclusion Filters — if the enroliment group is set to
Enroliment, select all codes that should be excluded from the report. To check or
uncheck all codes, use the <4 button.

o State Funding Tuition Payer Code Exclusion Filter — if the enroliment group is set
to State Funded, select all tuition payer codes that should be excluded from the
report. To check or uncheck all codes, use the i putton.

e Enrollment Tuition Payer Code Exclusion Filter — if the enrollment group is set to

102
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Enroliment, select all tuition payer codes that should be excluded from the report. To
check or uncheck all codes, use the 212 button.

Stucent Errollment Histary Extract

schon]  SISHun  Nane Grade  Prograncods Tuwi LienPayarcoada cxi ludisdivadn
wambarshl pTot FTE ADHD A ADRRETD  DO¥st  DATESt  Ddven DaTEen
EnterCate Leavebate Homid Mol HowyTD
adarms. Elenentary 20000 abbora, Ging K] i
40,00 100 1.00 [x] o040 1 OB 7 &) 1071572007
08,/ 13,2007 40 [x] 40,00
Adamns Elementary 20070144 ACOaa, Yanessa M. K a1 1
16. 5 i, 50 0,41 o .16 & QB EE S THT @
I 15/ 2007 0833 3007 15.80 O 16.50
Adases Elamantary 5023 Agad, LUy K 1000 1 0.0
1, 50 In, 50 020 1 OESIE 00T 0 10,15 5007
i 13 2007 2000 0 10,00
A Elemantary 30 Agailar, Aka Ko OF oonE 1 40,00
1.00 1. G 0.40 1 QB 1T 3007 &0 1071572007
15 X i Erg 40,00 0O L0
adamns. Elenentary 222 agailar, Ian 5, 04 [ i L]
L. 0 1.0 .40 1 CES1E 007 &0 1071570007
0a3/13,/2007 40,00 0O 40,00
Adams Elementary 000 AQE Fre, Bronson M. al KD &
A G 1, 1,00 [ 0,40 1 GBS 15007 & 10715 27
01372007 40.00 0 .
fufars ElomaiTary 19ES ahisrigla, Tean 02 oo A 40,00
040 1 QB 1E 2007 ) 1051570007
Uiy 137 2007 40,00 0 L
& Elamantary i1 Ansparo, Alssdra 3. [ LU 1
A Y 1. i oo o I:l.-:gj 1 QES13530007 &1 107152007
0a3,/13,/2007 40,00 0 . .
Adars. Elementary 422 A!ﬁum-. Sunan C. a5 a1 1
36,00 1,00 b, 80 ] 0. ] Q6 L7007 &) 10715/ 0007
0172007 W0 O 500
Adars Elamantary 056 ANSQEND, VIR as a3 1
Ay LGl . v} D40 1 SR aaT & 107157 KT
(R 13 2007 ADGD 0 A, 60
adarms. Clemenlary 140 Alami1le, Tlea Of [ 1 &0, 0
1.00 1.00 o o.40 1 Q5132007 20 1051570007
1R el hrg 4000 0 L0
agans Elementary I alba. B-rlgg; c. 04 Lk i H
1,00 .40 1 1373007 L 10715/5007
03,13,/ 2007 40,00 0 40,00
Elemantary 60 alba, Ester M. 05 ool 1 LH]
1, 1, (W Bl 1 B 1F 2007 il 1015/ BT
0y 37 2007 40.00 0 40,00
Audarrs Elamantacy o4 Alclang, Alas b, OF 001 1 40,0
1 1.00 o400 1 QBT 2007 0 10515/ 0007
O 13,2007 4000 0 .
[T Elamantary 239 alfarn, Reth A, 06 [ 1 ],
1 1.0 o 40 1 [T e 0 1071570007
08,/ 13,2007 4000 0O -
adams Elementary SE40 allen, Mala o a1 1 EER G
1,04 ¥, .32 9 BT F 007 &) 10715/ 5K7
0a/23/2007 OO .00
adars Elamantary 193 allem, Samson L. 07 O0aE &
A 0 1L G 1.0 L] 0,40 1 QLR 300T L) 1051552007
0137 2007 4000 0 A, (6
adarms Flensntary FEO0 Allen, Tia 05 al 1 32,00
1.00 o, 30 o 0.3 Q QB I3 3007 &0 1071572007
D823 2007 no o Ir.od
adans Elementary 290 andrade, alex LR 1 H
1, 0 0,40 1 CR71E 007 &0 1071578007
08,/ 13,3007 4000 -
Elemantary 2001 andnas, las E. K fa e A
2000 0, S0 50 (i) 0.0 1 QS LE 2007 il 1015 27
O 137 2007 0.00 0 10,00
fufarms Elemantary 2 Anthery, Rand L. aF al 1
Page 1

School Enrollment History Extract
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ATD201 - Daily Attendance Profile

The Daily Attendance Profile shows the student’s basic demographic information and lists
all days on which an absence was recorded with the detailed information regarding the

absence.

The report can be customized using the following options:

Report Interface

| Options | Sort / Output

Conditions

Name: Daily Attendance Profile Humber: ATD201  Page Orientation: Portrait

Selection = Advanced

Student Info

Q@

Perm ID

Last Name

Grade

Gender

b | =

W

First Name

Middle Name

Show Options

Show All Day Reason Code Totals

Hide Attendance MNotes |

Daily Attendance Profile, Report Interface

¢ An individual student or group of students can be selected by filtering on the Perm
ID, Gender, Last Name, First Name, Middle Name, or Grade. For example, if
grade 12 is selected, the report prints an individual report for each student in grade
12. A range of grades can also be selected.

o To show the all-day reason code totals, check the Show All Day Reason Code

Totals

box.

¢ To omit from the report any notes attached to a day's absence, check the Hide

Attendance Notes box.
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Edupoint
Adams Elementary Year: 2010-2011
Daily Attendance Profile Report: ATD201
schoat Giatict
Student Information
Student Name Perm ID Gender Grade Home Address >
Aaron, lan 129442 M 04 L
Last Name Goes By Nick Name Birth Date 1954 S Val Vista Dr g
Joe 04/13/2001 Mesa, AZ 85234 =
Phone Home Language Resolved Enter Date Leave Date QO
480-555-1214 Filipino Hispanic 08/31/2010 S
Custodial Information
Mother Phone Type Phone Extension
Aaron, Kathleen Home 480-555-1214
Contact Allowed Has Custody Lives With Ed. Rights Mailings Allowed
Father Phone Type Phone Extension
Aaron, Phillip Cell 480-555-6767
Contact Allowed Has Custody Lives With Ed. Rights Mailings Allowed
Attendance Information
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
09/07/2010  Tardy 0.50
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
09/09/2010  lliness 0.50
Reason 2 Amount 2 Note
lliness 0.50
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
09/13/2010  Tardy 0.50
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
09/24/2010  Unverified 1.00
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
10/04/2010 Suspension 1.00
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
10/05/2010  Suspension 1.00
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
10/06/2010 Suspension 1.00
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
10/13/2010  Unverified 1.00
Reason 2 Amount 2 Note
Date Reason 1 Amount 1 Arrival Time Depart Time Minutes Attend
10/14/2010  Unverified 1.00
Reason 2 Amount 2 Note
Printed by Admin User at 05/24/2011 2:55 PM Edupoint School District Page 1of4
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ATD202 - Daily Attendance Minutes Profile

The Daily Attendance Minutes Profile report displays the student’s demographic information
and lists the minutes entered for every week of the current school year. The report provides
total minutes for each week and overall.

The report can be customized using the following options:

Report Interface («

Mame: Daily Attendance Minutes Profile Number: ATD202 Page Criertation: Portrait

| Optionsl Sort / Qutput | Conditions  Selection  Advanced
Student Info 2
Perm 1D Gender

|95483 hiale A

Last Name First Marme

Jabbott Billy

Widdle Mame
C

Grade

Date Range &)
Start Date End Date
08/20/2010 06/03/2011

Ahsence Definition Q|
Feason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Urwerified | |Unexcused v Excused v v

Ahsence Reasons el

I Activity T AltLm Ct T Bussspend T Counsfadmi
" Exc Tardy I Excused I~ liness ™ Other

™ Positive ™ Suspension [ Tardy ™ Unexcused
I~ Ureeerified I waived

Reason Flags
" Incl Digler T Incl Reparts
[T Incl Letter [~ Repaort To State
Daily Attendance Minutes Profile, Report Interface

e Anindividual student or group of students can be selected by filtering on the Perm
ID, Gender, Last Name, First Name, Middle Name, or Grade. For example, if
grade 12 is selected the report will print an individual report for each student in
grade 12. A range of grades may also be selected.

e The report can also be filtered by the date by entering a starting and end date in the
Date Range fields. The dates must be entered in the MM/DD/YY format, or they can
be selected by using the Calendar EF button.

e Finally, the report can be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, by Reason by checking off the specific absence reasons to be
included, or by Reason Flags. The Reason Flags are defined in the District and
School Attendance Codes screen. If the absence reason is defined as an Incl Dialer
reason, and that flag is checked off, the reason will be included in the report. To
check or uncheck all reasons, use the 21€<I putton.
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Adams Elementary Year: 2007-2008
Daily Attendance Minutes Profile Report: ATD202
Student Information
Student Name Perm 1D Gender| Grade  Track Home Address >
Aaron, lan 129442 L
Last Name Goes By Alias Birth Date 1955 § Val Vista Dr g
Smith Bobby 04/14/1998 Mesa, AZ 35204 N
Phone Home Language Ethnic Code Enter Date Leave Date n_)
480-555-2648 Finnish White 08/13/2007 5
Custodial Information
Wother Phone Type Phone Extension
Aaron, Kathleen Home 480-555-6767
Contact Allowed Has Custody Lives With Ed. Rights Mailings Allowed
Father Phone Type Phone Extension
Aaron, Phillip Cell 480-555-6767
D Contact Allowed D Has Custody D Lives With D Ed. Rights Mailings Allowed
Week Date Minutes Week Date Minutes Week Date Minutes
1 08/13/2007 50 [ 09/17/2007 50 11 10/22/2007 50
08/14/2007 40 09/18/2007 - 10/23/2007 40
08/15/2007 30 09/19/2007 - 10/24/2007 30
08/16/2007 50 09/20/2007 50 10/25/2007 50
08/17/2007 40 09/21/2007 - 10/26/2007 40
210 100 210
2 08/20/2007 50 7 09/24/2007 50 12 10/29/2007 50
08/21/2007 40 09/25/2007 40 10/30/2007 40
08/22/2007 15 09/26/2007 30 10/31/2007 30
08/23/2007 50 09/27/2007 50 11/01/2007 50
08/24/2007 40 09/28/2007 40 11/02/2007 40
195 210 210
3 08/27/2007 50 8 10/01/2007 50 13 11/05/2007 50
08/28/2007 40 10/02/2007 40 11/06/2007 40
08/29/2007 30 10/03/2007 30 11/07/2007 30
08/30/2007 50 10/04/2007 50 11/08/2007 50
08/31/2007 40 10/05/2007 40 11/09/2007 40
210 210 210
4 09/03/2007 - 9 10/08/2007 50 14 11/12/2007 50
09/04/2007 40 10/09/2007 40 11/13/2007 40
09/05/2007 30 10/10/2007 30 11/14/2007 30
09/06/2007 25 10/11/2007 50 11/15/2007 50
09/07/2007 40 10/12/2007 40 11/16/2007 40
135 210 210
5 09/10/2007 50 10 10/15/2007 50 15 11/19/2007 50
09/11/2007 40 10/16/2007 40 11/20/2007 40
09/12/2007 30 10/17/2007 30 11/21/2007 30
09/13/2007 50 10/18/2007 25 11/22/2007 50
09/14/2007 40 10/19/2007 40 11/23/2007 40
210 185 210
Printed by Admin User at 03/06/2008 8:29 AM Edupoint School District Page 10of 3
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ATDA402 — Daily Attendance List

The Daily Attendance List report lists all student absences in a given date range as well as
the student’s arrival and departure time with total minutes for the day. It also lists the
parent’s phone numbers for each student, so the list can be used for attendance
verification.

The report can be customized using the following options:

Report Interface

MName: Daily Attendance List number ATD402 Page Orientation: Portrait

_0ptign5| Sort / Output | Conditions | Selection | Advanced
Student Info
Grade

| - w
[]Use Student's Home Phone

[]18how Parent Information

Attendance Conditions
Start Date End Date

[include Attendance Detail (Mote, Arrival Time, Depart Time, Absence Reason, Note, etc.)

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
v A4 ' A4

Absence Reasons e
Oactivity [Bussspend []Couns/admi (]Exc Tardy
ClExcused [liiness [lOther [Jsuspension
OTardy [unexcused ClUnverified [1Waived
Reason Flags
[Jincl Dialer [Jincl Reports
[Jincl Letter [N Report To State
Daily Attendance List, Report Interface

The students included in the list can be filtered by Grade. For example, if Grades 9-
10 were selected the report will only include students at those grade levels.

To display the student’s phone number, check the box labeled Use Student’s
Home Phone.

To show the parent names, relationship category, phone number type, and phone
number, check the box labeled Show Parent Information.

The report can also be filtered by the date by entering a Start Date and End Date.
The dates must be entered in the MM/DD/YY format, or they can be selected by
using the Calendar [7 button.

To include any attendance notes, the arrival and departure times, and the minutes
attended, check the box Include Attendance Detail.

Finally, the report can be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
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from the list, by Reason by checking off the specific absence reasons to be
included, or by Reason Flags. The Reason Flags are defined in the District and
School Attendance Codes screen. If the absence reason is defined as an Incl Dialer
reason, and that flag is checked off, the reason will be included in the report. To
check or uncheck all reasons, use the 292 button.

e Adams Elementary Year: 20102011
Daily Attendance List Report: ATD402
_— From 08/30/2010 to 06/03/2011
Student Name Perm ID Grade Gender Date Reason 1 Amt1 Reason2 Amt 2
Aaron, Theresa 126855 01 Female 09/21/2010  lliness 1.00
Acuna, John J. 145769 01 Male 12/30/2010  Excused 1.00
03/18/2011  Unverified 1.0
Alvarez Hemande, Lois 137627 01 Female 03/18/2011  Unverified 1.0
Avila, Judith F. 169430 01 Female 10/05/2010  Excused 1.00
10/07/2010  Excused 1.00
10/111/2010  lliness 1.00
06/01/2011  Unverified 1.00
Begay, Lisa M. 142305 01 Female 10/11/2010  Excused 1.00
Beltran Del Rio, Anthony 144565 01 Male 09/30/2010  lliness 1.00
10/11/2010  lliness 1.00
10/20/2010  Unverified 1.00
11/23/2010  Unverified 1.00
12/01/2010  Unverified 1.00
Beltran Del Rio, Kathy 144574 01 Female 09/30/2010  lliness 1.00
10/01/2010  lliness 1.00
Benallie, Joyce C. 157760 01 Female 09/17/2010  Excused 1.00
09/24/2010  Excused 1.00
09/28/2010  Excused 1.00
09/30/2010  Excused 1.00
10/01/2010  Excused 1.00
Benitez, Lawrence 124713 01 Male 09/03/2010  Excused 1.00
09/21/2010  Excused 1.00
10/04/2010  Excused 1.00
06/01/2011  Unverified 1.00
Bogan Walker, Kenneth 151708 01 Male 09/28/2010  Message 1.00
10/04/2010  Excused 1.00
10/14/2010 Excused 1.00
Bradley, Janet E. 166932 01 Female 03/18/2011  Unverified 1.0
Bryant, Samuel M. 148307 01 Male 10/08/2010 Message 1.00
12/30/2010  lliness 1.00
Cain, Edward T. 108563 01 Male 09/17/2010  lliness 1.00
10/11/2010  lliness 1.00
Cardenas, Joan R, 149971 01 Female 06/01/2011  Unverified 1.00
Carmona, Shirley B. 141708 01 Female 03/18/2011  Unverified 1.0
Castro, Jonathan . 116476 01 Male 09/13/2010  lliness 1.00
09/23/2010  lliness 1.00
03/18/2011  Unverified 1.0
Caviness, William M. 151321 01 Male 09/06/2010 Excused 1.00
09/16/2010 Message 1.00
09/30/2010  Message 1.00
10/11/2010  Message 1.00
Chamness, Martha E. 149112 01 Female 09/14/2010  lliness 1.00
09/17/2010  Message 1.00
10/04/2010  lliness 1.00
10/111/2010  Excused 1.00
12/01/2010  Unverified 1.00
Cohoe Berry, Sean K. 129849 01 Male
Printed by Admin User at 05/24/2011 2:59 PM Edupoint School District Page 10of 2
Daily Attendance List
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ATDA403 - Daily Absent List

The Daily Absent List lists all students absent on a given day by section.

The report can be customized using the following options:

Report Interface («

Mame: Daily Absent List Mumber: ATDA03  Page Orientation: Portrait

| Optiunsl Sort / Output © Conditions  Selection  Advanced
Section 1D

Teacher

b i

[~ Use Student's Home Phone

Ahsence Info (&
Date
04/03/2010

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Unwerified v | Unexcused v | |Excused v v

Absence Reasons[JieH)

[~ Activity [ Bussspend I Couns/admi
[T Exc Tardy I Excused [ liness

[~ Other [~ Suspension I~ Tardy

" Unexcused ™ Unverified T wWaived

I~ Include Attendance Detail (Maote, Arrival Time, Depart Time, Absence Reasan, Note, etc)

" Include Phone Log

Parent Info Ol

¥ Has Custady B Lives Wiih W Contact Allowed [T Educational Rights I~ Mailings Allowed |
Daily Absent List, Report Interface

By default, the report will print for all sections and teachers. To print the report for
only one section or teacher, enter the Section ID or select the Teacher name from
the list.

To display the student’s home phone number, check the box labeled Use Student’s
Home Phone.

Select the Date to use in the report by entering it in the MM/DD/YY format, or
selecting it by using the Calendar E? button.

The report can be filtered by the absence reason entered. The absence reasons
may be selected by Type by selecting the Reason Types to be included from the
list, or by Reason by checking off the specific absence reasons to be included. To
check or uncheck all reasons, use the 212 button.

To include any attendance notes, the arrival and departure times, and the minutes
attended, check the box Include Attendance Detail.

To print all phone numbers listed for the parent/guardian, check the box labeled
Include Phone Log.

110

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Eleven Attendance User Guide

¢ To specify which parents are included in the report, check the boxes in the Parent
Info section. The parents that have those rights will be shown in the report.

et Adams Elementary Year  2010-2011
Daily Absent List Report: ATD403
e 05/18/2011
| Section: 0102 Teacher: Carroll, Natalie Room: 0002
Student Name Perm ID Grade Gender Relation Parent Name T)‘pe Phone Extn
Antonio Gonzalez, James D. 105613 03 Male  Father Antonio, Willie
Mother Gonzales, Denise Work 802-555-0725
Home  480-555-8343
Bustamante, Aaron 130333 03 Male  Father Bustamante, Craig Werk  480-555-1968
Home  480-555-5615
Mother Bustamante, Donna Home  4B0-555-5615
Cell 480-555-5707
Work  480-555-2893
Chavez, Carl E. 134653 03 Male  Step-Father Zarrazola, Benjamin Cell 480-555-8217

Work 480-555-3827
Home  480-555-3833

Mother Zarrazola, Teresa Home 480-555-3833
Jackson, Dorothy P. 133258 03 Female Father Jackson, Larry
Mother Jackson, Marilyn Cell 480-555-4232

Home  480-555-0000
Work  480-555-4232
Father Whipple, Frank Work 602-555-3234
Home  480-555-0000

Printed by Admin User at 05/24/2011 3:02 PM Edupoint School District Page 1 of 1
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ATD404 — Daily Tardy List

The Daily Tardy List lists all students who were tardy on a given day by section, with parent
phone numbers.

The report can be customized using the following options:

Report Interface

Name: Daily Tardy List Number: ATD404 Page Orientation: Portrait

_0|Jtiuns| Sort / Qutput = Conditions | Selection | Advanced
Section ID

Teacher

»

[JUse Student's Home Phone

Absence Info
Date

Reason Type 1 Reason Type 2

W W

[JInclude Attendance Detail (Note, Arrival Time, Depart Time, Absence Reason, Note, etc.)

Daily Tardy List, Report Interface

e By default, the report will print for all sections and teachers. To print the report for
only one section or teacher, enter the Section ID or select the Teacher name from
the list.

o To display the student’s home phone number, check the box labeled Use Student’s
Home Phone.

e Select the Date to use in the report by entering it in the MM/DD/YY format, or
selecting it by using the Calendar E# button.

e Select the absence reason types to show on the report from the Reason Type lists.
Only two reason types are displayed since most schools only have two types of
tardies — Excused and Unexcused.

¢ Toinclude any attendance notes, the arrival and departure times, and the minutes
attended, check the box Include Attendance Detail.
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Adams Elementary

Year: 2010-2011
@ Daily Tardy List Report: ATD404
—_— 05/18/2011
Section Period Course ID Course Title Teacher Room
0102 1 0300 3/4 Grade Carroll, Natalie 0002
Student Name Perm ID Grade Gender Relation Parent Name Type Phene Extn
Bustamante, Aaron 130333 03 Male  Father Bustamante, Craig Work 480-555-5615
Father Bustamante, Craig Home  480-555-5615
Mather Bustamante, Donna Home  480-555-2893
Mother Bustamante, Donna Cell 480-555-2893
Mother Bustamante, Donna Work 480-555-2893
Valle, Jane L. 152380 03 Female Father Valle, Harry Home  480-555-0464
Mather Ruiz, Louise Home  480-555-0464
Werito, Gerald L. 145377 03 Male  Mother Williams, Andrea Cell 480-555-0000
Mather Williams, Andrea Woark 480-555-0000
Mother Williams, Andrea Home  480-555-0000
Father Werito, Adam Home  480-555-0615
Father Werito, Adam Work 480-555-0615
Father Werito, Adam Cell 480-555-0615
Printed by Admin User at 05/24/2011 3:04 PM Edupoint School District Page 1 of 1
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ATDA405 — Daily Perfect Attendance List

The Daily Perfect Attendance List lists all students who were not absent or tardy for a given
date range, by section. It also includes parent contact numbers.

The report can be customized using the following options:

Report Interface

Name: Daily Perfect Attendance List Number: ATD405 Page Orientation: Portrait

Optiunsl Sort / Qutput ~ Conditions ~ Selection | Advanced

Date Range
Start Date End Date

Student Info
Grade

Section ID
Staff
-

Minimum Days Enrolled

[]Hide Student Detail

Parent Info
[Has Custody []Lives With []Contact Allowed []Educational Rights []Mailings Allowed

Absence Definition
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

v v w v

IAbsence Reasons -k

[Activity [1Bussspend []Couns/admi []Exc Tardy
[ Excused Cliiness [Jother [JSuspension
[Tardy [JUnexcused [Unverified [Jwaived
Reason Flags

[JIncl Dialer [Incl Reports

[incl Letter [JReport To State

Daily Perfect Attendance List, Report Interface

e The report can be filtered by the date by entering a Start Date and End Date. The
dates must be entered in the MM/DD/YY format, or they can be selected by using
the Calendar [ button.

e The students included in the list can be filtered by Grade. For example, if Grades 9-
10 were selected the report will only include students at those grade levels.

o By default, the report will print for all sections and teachers. To print the report for
only one section or teacher, enter the Section ID or select the Staff name (the
teacher) from the list.

e Toinclude only students who have been enrolled for a set number of days, enter the
minimum number in the Minimum Days Enrolled box.

o To exclude all personal information from the report, including the permanent ID,
parent/guardian names, and phone numbers, check the box Hide Student Detail.

o To choose which parents are included in the report, check the boxes in the Parent
Info section. This will only display if the Hide Student Detail box is NOT checked.
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Finally, the report can be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, by Reason by checking off the specific absence reasons to be
included, or by Reason Flags. The Reason Flags are defined in the District and
School Attendance Codes screen. If the absence reason is defined as an Incl Dialer
reason, and that flag is checked off, the reason will be included in the report. To
check or uncheck all reasons, use the 212 button.

Adams Elementary
Daily Perfect Attendance List

Year:
Report: ATD405

2010-2011

e From 08/30/2010 to 05/24/2011
Section Period Course ID Course Title Teacher Room
0102 1 300 3/4 Grade Carroll, Natalie 0002
Student Name Perm ID Grade Gender Relation Parent Phone Ext
Baker, Carlos W. 151640 03 Male Mather Baker, Pamela 4B80-555-4844
Jolley, Wayne S. 131024 03 Male Father Jolley, Juan 480-555-0217
Mother Jolley, Maria 480-555-0217
Mancera Herrera, Kathryn 156774 03 Female Mother Herrera, Jacqueline 4B80-555-5969
Father Mancera Carrillo, Juan 480-555-5969
Martinez, Henry E 148655 03 Male Mother Martinez, Sharon 602-555-8413
Valle, Jane L. 152380 03 Female Mother Ruiz, Louise 480-555-0464
Father Valle, Harry 480-555-0464
Vanetten, Shirley N. 129844 03 Female Father Vanetten, Ernest 480-555-2610
Mother Vanetten, Joyce 480-555-8834
Vega Gonzalez, Justin D. 143418 03 Male Mother Gonzalez Chavez, Ruby 480-555-7600
Father Vega Orozco, Aaron 480-555-7600
Vela, Bonnie M 126823 03 Female Mother Vela, Amy 602-555-8277
Father Vela, Joseph 480-555-0296
Walker, Jean C. 150747 03 Female Mother Harrig, Cynthia 480-555-9988
‘Werito, Gerald L. 145377 03 Male Father Werito, Adam 4B0-555-0615
Mother Williams, Andrea 480-555-0000

Printed by Admin User at 05/24/2011 3:05 PM
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ATD406 — Daily Student List by Attendance

The Daily Student List by Attendance lists all students with a given number of absences for

a specific date range.

The report can be customized using the
following options:

e The students included in the list can
be filtered by Grade. For example, if
Grades 9-10 are selected, the report
includes students at those grade
levels only.

e The report can be filtered by the
date by entering Start and End
dates.

e To show only students with more
than a certain number of the
absences selected in the Absence
Definition, enter the number in the
Minimum Occurrences box.

Report Interface

Name: Daily Student List by Attendance Number: ATD406 Page Orientation: Landscape

Optionsl Sort / Output | Conditions | Selection = Advanced

Student Info

Grade

-

Attendance Conditions

Start End
0MM42013 B 011812013

Minimum Occurrences
1

Check for Continuous Absences

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

Unexcused + | |Unexcused Ti % b b

Absence Reasons[Jjeld)

™ Activity [ Bussspend I Couns/admi I Counseling
" Exc Tardy I Excused [ Funeral ™ liness

I Iss I™ Lice ™ Other I” Suspension
™ Tardy ™ Unexcused [~ Unverified [ Vacation

[ Waived

Reason Flags
Incl Dialer Incl Reports

Incl Letter

Report To State

Daily Student List by Attendance, Report Interface

¢ If the absences must be continuous, check the Check for Continuous Absences
box. For example, if 10 is entered for Minimum Occurrences, and this box is
checked, the report lists students who have been absent 10 or more days in a row.

¢ Finally, the report can be filtered by the absence reason entered. The absence
reasons may be selected by selecting the reason types to be included from the lists,
by checking boxes for the specific absence reasons to be included, or checking
boxes for reason flags. Reason Flags are defined in the District Attendance Code
and School Attendance Code screens. If the absence reason is defined as an Incl
Dialer reason, and that flag is checked, the reason is included in the report. To check
or uncheck all reasons, click the 2<% putton.
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EduEm

Adams Elementary
Daily Student List by Attendance
Students With 1 or More Absences From 08/30/2010 to 05/24/2011

prree—
Student Name PermID  Grade
Angulo, Daniel A 120743 02
Avila, Pamela A, 169391 0z
Bailey, Debra T 120459 02
(Bames, Andrea) 136133 02
Baucom, Samuel D. 131695 0z
Beliran, Jacqueline G. 135606 L3
Beliran Gonzalez, Thon 128461 0z
Benallie, Kelly 165078 02
Camacho, Gregory K. 150021 02
Corrales, Gloria 8. 115226 0z
Davis, Craig A 138425 02
Delgado Rodrigue, Diar 132040 02
Dunnuck, Sharen G. 132510 0z
Elenes Ochoa, Stevens 129533 L3
Escalera, Ruby E 154336 0
Escobedo Bailon, Phill 136163 L3
Forest, Randy M. 137999 02
Frausto, Carl A 170885 02
Galindo, Lisa G. 135599 02
Gallo Perez, Laura | 129600 0z
Gareia, Brandon N, JR 155138 (7]
Gareia, Craig | 141823 02
Gareia, Victor X. 108909 02
Gil, Janice C. 132645 o2
Gilmore, Harold D.JR 112100 o2
Griego, Helen G. 132513 02

Printed by Admin User at 05/24/2011 3.06 PM

Edupoint School District
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ATDA407 — End of Year Attendance List

The End of Year Attendance List report lists all students who have been enrolled at the

school during the year, and shows their total days enrolled, days present, and days absent.
It also shows their enter date and leave date.

The report can be customized using the following options:

Report Interface («

Name: End Of Year Attendance List Number: ATDA07  Page Orientation: Portrait

_Optionsl Sortf Output | Conditions  Selection | Advanced

Dates (6]
Start Date End Date

08/30/2010 05/01/2011

Absence Definition Q)
Reason Type 1 Feason Type 2 Reason Type 3 Reason Type 4

Urweerified | Unexcused % ||Excused v v

Absence Reasons[dyeH)

™ Activity T Bussspend I Counsfadmi I Bxe Tardy
™ Bxcused I lliness ™ Other ™ Suspension
[ Tardy [ Unexcused I Unverified T wWaived
Minirmurm Absences Use All Day Code

|1.DD r

For a "Period Attendance” school, "Minimum Absences" is the number of periods
in & single day the student must be absent in order to be shown as absent for a
full dany.

For a "Daily Attendance" school, "Minimum Absences” is the amount of absence,
in & single day, the student must achieve in order to be shown as absent for a full
day. In order to show a student absent, regardless of the amount ahsence in a
single day, enter a "0" or "blank" in the "Minimum Absences” field.

Filters (&1
Grade
Coaror1riz

End of Year Attendance List Report Interface

e The report can be filtered by the date by entering a Start Date and End Date. The
dates must be entered in the MM/DD/YY format, or they can be selected by using
the Calendar [ button.

e The report can be filtered by the absence reason entered. The absence reasons
may be selected by Type by selecting the Reason Types to be included from the
list, or by Reason by checking off the specific absence reasons to be included. To
check or uncheck all reasons, use the 192 putton.

¢ Enter the Minimum Absences required for a student to be considered absent for
the entire day. For period attendance schools, this is the number of periods in a
single day. For daily attendance schools, this is the amount of absences. To show a

student absent regardless of the amount in a single day, enter a 0 or leave the box
blank.

e Check the box Use All Day Code to calculate minimum absences based on the all-
day code.

o Check the boxes next to the grades to appear on the report.
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pet Adams Elementary Year: 2010-2011
End Of Year Attendance List Report: ATD407
_— From 08/30/2010 to 05/24/2011
Student Name Perm ID Grade Enter Date Days Enrolled Days Present Days Absent Leave Date
(Adame, Lori R.) 147525 01 08/31/2010 0 0 0 08/31/2010
(Ayala, Marilyn P.) 152094 01 08/31/2010 0 0 0 08/31/2010
(Belser, Mary 1) 161189 01 08/31/2010 0 o] 0 08/31/2010
(Beltran, Tammy 8.) 156023 01 08/31/2010 0 0 0 08/31/2010
(Blackwater, Cheryl N.) 151192 01 08/31/2010 0 0 0 08/31/2010
(Bogan, Clarence) 159756 01 08/31/2010 0 0 0 08/31/2010
(Bojorquez, Heather M.) 150725 01 08/31/2010 0 0 0 08/31/2010
(Burns, Martin S.) 161295 01 08/31/2010 0 0 0 08/31/2010
(Coleman, Randy L. IIl) 139104 01 08/31/2010 0 0 0 08/31/2010
(Cruz, Louis R.) 152732 01 08/31/2010 0 0 0 08/31/2010
(Diaz Nonthe, Judy B.) 137861 01 08/31/2010 22 22 0 09/30/2010
(Diaz, Steve M.) 169448 01 08/06/2010 12 12 0 09/21/2010
(Duran, Denise) 139106 01 08/01/2010 34 34 0 10/18/2010
(Fierro Mendez, Beverly L.) 140185 01 08/31/2010 0 0 0 08/31/2010
(Fisher, Evelyn N.) 158882 01 08/31/2010 0 0 0 08/31/2010
(Franco Elias, Howard E.) 155064 01 08/31/2010 0 0 0 08/31/2010
(Garcia Zaragoza, Deborah) 145382 o1 08/31/2010 0 0 0 08/31/2010
(Garcia, Jerry D.) 148695 01 08/31/2010 0 0 0 08/31/2010
(Granados, Judith) 155773 01 08/31/2010 0 0 0 08/31/2010
(Greene, Kathleen T ) 143645 o1 08/31/2010 0 0 0 08/31/2010
(Williamson, Melissa M.) 157189 01 08/31/2010 0 0 0 08/31/2010
Aaron, Theresa 126855 o 08/31/2010 177 177 0
Acuna, John J. 145769 01 08/31/2010 177 177 0
Alvarez Hernande, Lois A 137627 01 08/31/2010 177 177 0
Avila, Judith F. 169430 01 08/06/2010 174 174 0
Bahe, Lawrence 141479 01 08/31/2010 177 177 o
Begay, Lisa M. 142305 01 08/31/2010 177 177 0
Beltran Del Rio, Anthony 144565 01 o8/31/2010 177 177 0
Beltran Del Rio, Kathy 144574 01 08/31/2010 177 177 0
Benallie, Joyce C. 167760 o 08/31/2010 177 177 V]
Benitez, Lawrence 124713 01 08/31/2010 177 177 0
Bogan Walker, Kenneth W. 151708 01 08/31/2010 0 0 0 08/31/2010
09/27/2010 159 159 0
Totals: 159 159 0
Bradley, Janet E. 166932 01 08/31/2010 177 177 0
Bravo, Ashley M. 139094 o1 08/31/2010 177 177 o]
Bryant, Samuel M. 148307 01 08/31/2010 17 17 0 09/23/2010
08/27/2010 159 159 0
Totals: 176 176 0
Cain, Edward T. 108563 01 08/31/2010 0 0 0 08/31/2010
09/01/2010 177 177 0
Totals: 177 177 0
Cardenas, Joan R. 149871 01 08/31/2010 177 177 0
Carmona, Shirley B. 141708 o1 09/27/2010 159 159 0
Carranza Maclel, Douglas J. 148425 o1 08/31/2010 177 177 0
Castro, Jonathan 1. 116476 01 08/31/2010 177 177 0
Caviness, William M. 151321 o1 08/31/2010 177 177 o
Chamness, Martha E. 149112 01 08/31/2010 177 177 0
Charley, Jesse L. 144167 o1 08/31/2010 177 177 0
Chavarria, Roger 122307 01 08/31/2010 177 177 1]
Printed by Admin User at 05/24/2011 3:07 PM Edupoint School District Page 1 of 24
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ATD412 — Student Gain Loss

The Student Gain Loss report lists all students who enrolled or withdrew during a given date
range and totals the impact on the total number of student enrolled by gender and overall.

The report can be customized using the following options:

Report Interface

Name: Student Gain Loss Number ATD4412 Page Orientation: Portrait

Options | Sort / Output | Conditions = Selection  Advanced
Date
-
Track[ e[
C1A

Ethnic Code [Jjeld

[Iwhite (] Black [JHispanic []Native American
ClAsian

Student Gain Loss, Report Interface

e The report can be filtered by the date by entering a Start Date and End Date. The
dates must be entered in the MM/DD/YY format, or they can be selected by using
the Calendar [# button.

¢ If the district and school use tracks, select which track to include in the report by

check the box in front of each Track. To check or uncheck all tracks, use the H&<
button.

e To select which ethnic codes are included in the report, check the box in front of
each Ethnic Code. To check or uncheck all codes, use the H¢1 putton.
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upot Adams Elementary Year: 2010-2011
Student Gain Loss Report: ATD412
o 02/01/2011 to 05/24/2011
Date Student Name Perm ID  Ethnicity Gen Grd Action Male Female Total
Starting Enroliment 449 429 878
03/28/2011 Doe, Jane 35 White F 06 Gain = &
Doe, Johnny 36 White F 06 Gain + *
Jackson, Kenneth N. 166394 Black M 01 Gain + +
Wilson, Joe 997008 Pacific Islande M 03 Gain + +
Zelda, Manny 997005 American Indic M 05 Gain + +
Zuder, Ruth L 961560 White F 01 Gain + +*
Change +3 +3 +6
End of Day Enrollment 452 432 884
03/31/2011  Vista, Avalon 997009 Pacific Islande F K Gain w7 &
Vista, Fredrica 997011 Pacific Islande F 02 Gain + +
Change 0 +2 +2
End of Day Enrollment 452 434 886
04/01/2011 Vista, Fredrica 997011 Pacific Islande F 02 Loss - .
Change 0 -1 -1
End of Day Enrollment 452 433 885
04/26/2011 Bahena, Carolyn E. 111990 Asian - Chines F 03 Loss - 5
Change 0 -1 -1
End of Day Enroliment 452 432 884
05/24/2011 Aaron, Susan 41 White F K Gain + o
Change 0 +1 +1
End of Day Enroliment 452 433 885
Printed by Admin User at 05/24/2011 3:07 PM Edupoint School District Page 1 of 1
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ATD413 — Class Reduction Summary

The Class Reduction Summary report provides the total number of students who have
withdrawn during the current school year by section and grade level.

The report can be customized using the following options:

Report Interface «

MName: Class Reduction Summary Number ATDH3  Page Orientation: Portrait

| Opliunsl Sort /Output | Conditions |~ Selection  Advanced

ear Start Snap Shot Date Year End
08/30/2010 05/30/2011 053042011
Instructional Settings Filter &)

Instructional Settingjesty
I _N5 - Mo Instructional Setting I 1 - Independent Study I 3 - Learning Center I E - Other Alternative Program

™ G - County Students ™ T - Cal-Safe program I % - Adult Transition ™ - Special Ed
™ Z- Out of County

Grade Level Filter Q)
Grade [ e
CosC o112

Display Options &)
™ Hide Section 1D [~ lgnore Snapshot Date

Detail Display Options 6]
™ Suppress Detail Report

™ Hide Course Title

[~ Hide Course (D

Class Reduction Summary, Report Interface

¢ To indicate the beginning and ending of the school year, enter the Year Start and
Year End dates. The dates must be entered in the MM/DD/YY format, or they can
be selected by using the Calendar E¥ button.

e Enter the date to be used for the details in the Snap Shot Date box in the
MM/DD/YY format.

e Select which instructional settings to include in the report by checking the box in
front of each Instructional Setting.

¢ Inthe Grade Level Filter, check the boxes for the Grades to be included in the
report. To check or uncheck all grades, use the 24 button.

e Several items can be left off the report. To not display the Section ID, check the box
Hide Section ID. To remove the course title and ID, check the Hide Course Title
and Hide Course ID boxes. These options are most appropriate for elementary
schools where all students are in the same section such as Kindergarten AM.

e To print the report based on the date the report is printed, check the box Ignore
Snapshot Date.

e At the center of the report, the detail prints totals of the number of absences by
grade level for each section. To leave this detail off the report, check the box labeled
Suppress Detail Report.

122 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Eleven Attendance User Guide

E['ﬁ‘ Adams Elementary Year: 2010-2011
Class Reduction Summary Repart: ATD413
= Year To Date Range 08/23/2010 - 05/26/2011
As Of Date 05/26/2011
YTD
Grade YTD Total  Possible
Range Course ID_Course Title Section ID Teacher Pre K 01 02 03 04 05 op EnrollDays pays ¥TD AVG
Pre-Pre 0900 Headstart 0200 ‘Wrenn, Amber 28 1232 181 B.807
Pre-Pre MELP Melp 0750 Staff, Staff 4 865 181 3674
Pre-01 PREK Family Tree Prk 0753 Fuller, Rebecca 8 14 3762 181 20.785
K-K 00AM Kind Am 0441 Holliman, Sarah 10 1759 181 9.718
K-K ooPM Kind Pm 0222 Richardson, Kadell 6 1055 181 5.829
KK SEP Kind PmSei 0212 Keough, Sarah 4 704 181 3890
K-K YRKAM Kind Am Young 0201 Staff, Staff 7 1180 181 6.575
K01 00AM  Kind Am 0221 Richardson, Kadell 6 1 1263 181 6923
K-01 0OPM Kind Pm 0452 Beriz, Cynthia 1 25 5793 181 32.006
K-01 0OPM Kind Pm 0442 Holliman, Sarah a 2 1664 181 9.193
K-01 SEIA Kind Am Sei 0211 Keough, Sarah 3 9 2112 181 11.669
K02 00AM  Kind Am 0451 Berriz, Cynthia 12 9 a701 181 20448
K-02 0120 12 Multi-Age 0128 Beverlin, Casey 5 10 4 3045 181 16.823
K02 0120 12 Muli-Age 0130 Bingham, Cara 16 12 3044 181 16818
K02 YKPM  Kind PmYoung 0202 Staft, Staff 2 10 2088 181 11536
01-02 0120 1/2 Multi-Age 0119 Fry, Erin 18 4 3884 181 21.459
01-02 0120 1/2 Multi-Age 0118 Locatis, Abby 17 8 4081 181 22.547
01-02 0120 172 Multi-Age 0133 Medina, Sonya 7 6 220 181 12.160
01-02 0120 172 Multi-Age 0129 Staff, Staff 6 1 1186 181 6.552
01-02 0120 172 Multi-Age 0132 Staff, Staff 4 15 3325 181 18.370
01-03 0123 17213 Multi-Age 0125 Carrera-Wilbu, Monica 4 14 2 3393 181 18.746
01-03 0123 1/2/3 Multi-Age 0127 Pursley, Tammie 3 9 12 4401 181 24.315
01-03 0123 /213 Multi-Age 0126 Rapisura, Michael 4 14 & 4215 181 23.287
01-03 GUS Gus 0707 Quinn, Mike 1 10 2 2206 181 12.188
01-06 0580 5/8 Multi-Age 0537 Hanna, Tom 6 24 8 6336 181 35.006
02-04 0300 374 Grade 0102 Carroll, Natalie 24 1 4542 181 25.004
03-03 0300 34 Grade 0331 Hathcock, Erin 32 5613 181 31.om
03-03 0300 3/4 Grade 0334 Kruer, Eileen 28 4905 181 27.0909
Printed by Admin User at 05/26/2011 2:50 PM Edupoint School District Page 10f3
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ATDA414 — Student Days Enrolled

The Student Days Enrolled report lists every student enrolled as of a given date with the
total number of days that they have been enrolled for the current school year.

The report can be customized using the
following options:

Enter the date to be used in the
report in the Report Date box.
The date must be entered in the
MM/DD/YY format, or it can be
selected by using the Calendar
button.

Report Interface

Name: Student Days Enrolled Number: ATD414  Page Orientation: Portrait

| Options |_Sort/ Output | Conditions | Selection = Advanced

Report Date Minimum Days Enrolled

Grade Range

W - w

Student Days Enrolled, Report Interface

To only include students who have been enrolled for a set number of days, enter
the minimum number in the Minimum Days Enrolled box.

The students included in the list can be filtered by Grade. For example, if Grades
9-10 were selected the report will only include students at those grade levels.
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Minimum days enrolled: 2

Adams Elementary
Student Days Enrolled
As of: 05/18/2011
Grade range: 03 - 04

Year: 2010-2011
Report: ATD414

Perm ID Student School Enter Date Leave Date Track Grade Days Total days enrolled

129442 Aaron, lan 173
Adams Elementary 08/31/2010 04 173

992705 Acuna, Annie R. 173
Adams Elementary 08/31/2010 03 173

124691 Aguilar, Jose 173
Adams Elementary 09/01/2010 04 173

101786 Aguirre, Kathy D 173
Adams Elementary 09/01/2010 04 173

118986 (Alderete, Cynthia L.) 26
Adams Elementary 08/31/2010 10/06/2010 03 26

992706 Alejandrez, Willie JR 173
Adams Elementary 08/31/2010 03 173

119675 (Alvarado, Ruby M.) 37
Adams Elementary 08/31/2010 10/21/2010 04 37

136060 Alvarez Saucedo, Matthew 173
Adams Elementary 08/31/2010 03 173

136119 Amador, Gregory 173
Adams Elementary 08/31/2010 03 173

153342 Amaya, Willie L. JR 173
Adams Elementary 08/31/2010 03 173

130983 Ambriz, Gregory V. 173
Adams Elementary 08/31/2010 03 173

170488 Amonsot, Sarah L. 155
Adams Elementary 09/27/2010 04 155

170754 Anderson, Sean R. 150
Adams Elementary 10/04/2010 03 150

977660 Andrade, Chris N. 172
Adams Elementary 08/31/2010 11/01/2010 04 44
Adams Elementary 11/03/2010 04 128

989367 Antonio Gonzalez, Frank E 135

Printed by Admin User at 05/24/2011 3:13 PM Edupoint School District Page 1 of 20
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ATD415 - Attendance Audit List

The Attendance Audit List lists, by section (grouped by teacher), each change to

attendance data.

The report can be customized using the
following options:

e Enter the Start Date and End

Date of the period for which to run

the report.

e To limit the report to specific

sections, enter a range of sections

in the Section ID boxes.

Report Interface

Name: Attendance Audit List Number: ATD415  Page Orientation: Portrait
| Options | _Sort / Output Conditions ~_ Selection Advanced

Start Date End Date

08/27/2012 08/26/2013

Section 1D

Include Signature Line
Attendance Audit List, Report Interface

e Toinclude a line for a signature and date at the bottom of each page, check the

Include Signature Line box.
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Hope High School
Attendance Audit List

Year:

20122013

Report: ATD415

e
Teacher Period Section ID Course 1D Course Title Room
Canaday C., Curt 6 0736 ADBEW Academic Decath 307TA
SIS Number |Sludenl Mame |G rade |Dale Time Of Change |0riginal Value |New Value |Audil Staff Name |IP Address |Sy5tem
08/28/2012
285410 |Fedt, Roger M. 111 |11/14/2005 00:00-00 | | | | |
08/31/2012
po2127 |Frost, Timothy M. [12 [11/14/2005 00:00:00 | | | | |
p11277 |Rowies. Paul M. [11 [11/14/2005 00:00:00 | | | | |
Attendance Audit List

Copyright© 2013 Edupoint Educational Systems, LLC
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ATP602 — Period Sections Missing Attendance List

The Period Sections Missing Attendance List lists all sections at a school where the
attendance-scanning sheet has not been scanned into Synergy SIS.

The report can be customized using the following options:

Report Interface («

Name: Period Sections Missing Attendance List Number: ATP602 Page Orientation: Portrait

_{)ptigns| Sort / Output | Conditions | Selection = Advanced

Date Range (3| |Period Range | |Time Of Day QD
Starting Date Ending Date Starting Period Ending Period Time
A by b+

Period Sections Missing Attendance List, Report Interface

o The report can be filtered by the date by entering a Start Date and End Date.

o Select the periods to include in the report by selecting the Starting Period and
Ending Period from the lists.

e If the school takes attendance twice a day, the Time of Day to be included in the
report can be selected from the list (AM, PM, or AM/PM).

e If you want the report to print even if all teachers have taken attendance, check the
Print Empty Report box.
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E“@'ﬁ“ Hope High School Year: 2010-2011
Period Sections Missing Attendance Report: ATPG02
iy Date: 05/23/2011 (T)
| Track:
Period Teacher Name Section ID Course Title Room # Sheet # Time Of Day
0 Attend Office, Attend 1800 Stu Asst Attend QOFC AMPM
Off
0 Audio Visual, Audio 1757 Stu Asst Av-Mc AV AM/PM
Visua
0 Blackburn M., Matt 0977 Plc Sports Inj ANNX AM/PM
0 Burgener S., Scott 1057 Jazz Band 410 AM/PM
o] Edelstein, Anne 1840 Biology 121 AM/PM
0 Evit Teacher, Rel T 1990 Personal Release Time SEM AM/PM
Per
0 Frommer, Kathy 0987 Student Store STOR AM/PM
0 Guidance Off, 1700 Stu Asst Couns CNSL AMIPM
Guidance Of
o] Haws, Kayle 1044 Trig/collg Math P-01 AM/PM
0 Jackson, Kathy 0077 Am Gowt 123 216 AM/PM
0 Jackson, Kathy 1077 Am Gowt 123 216 AM/PM
0 Jackson, Kathy 8077 Am Gowt 123 AM/PM
0 Joseph, Thomas 1960 Adv Wt Boys ANNX AM/PM
0 Kretschmer, James 1047 Algebra Il 135 AM/PM
0 Lewis, Jeff 1048 Geometry P-14 AMPM
0 Media Center, 0968 St Assist Media LIBR AMIPM
Media Cente
o] Mellyn, William 1050 Cl Prep Chem 118 AM/PM
0 Mhs Rotc, Mhs Rotc 0023 Colorgrd/drill MHS AM/PM
0 Powell, Rosemary 1807 Stu Asst Nurse NURS AM/PM
0 Rel Time, Rel Time 1868 Rel Time A Hr No R AMIPM
0 Rel Time, Rel Time 1869 Rel Time A Hr NeoR AM/PM
0] Rel Time, Rel Time 1870 Rel Time A Hr Ne R AM/PM
0 Rmhs Armyrotc, 1867 Jrotc Spec Team RMHS AM/PM
Rmhs Jrotc
0 Robinson, Robert 1024 Lit Explor P-21 AM/PM
0 Sullivan, Joe 1006 Beg Jewelry 403 AM/PM
0 Summers, Kim 1022 Prin Eng | 209 AM/PM
0 Wheeler, Jerry 1920 Adv Wt Boys ANNX AM/PM
0 Wischhusen, Ted 1665 Prin&prac Econ 215 AM/PM
0 Wong, Lillian 1076 Amer History |l 218 AM/PM
1 Aderson, Gordon 1140 Algebra Il 128 AM/PM
1 Arthur A, Andrea 1179 Mathematics 2324 AMIPM
1 Attend Office, Attend 1801 Stu Asst Attend QOFC AMIPM
off
1 Audio Visual, Audio 1758 Stu Asst Av-Mc AV AM/PM
Visua
1 Baniszewski, Nancy 1111 AA Sop 229 AMIPM
1 Bayer M., Michelle 1148 Std Math | 102 AM/PM
1 Becker A., Allison 00000001 Chemistry 104 AM/PM
1 Becker A., Allison 00000002 Chemistry 104 AM/PM
1 Becker A., Allison 1_054_SA99 Student Aid 403 AM/PM
1 Becker A., Allison 1152 Algebra Il 104 AM/PM
1 Becker C., Chris 1109 Accounting |l 125 AM/PM
Printed by Admin User at 08/08/2011 8:27 AM Edupoint School District Page 1 of 21
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STU409 - Class Roster

The Class Roster report lists all students in a section and shows recorded absences for a 4-
week period. With a signature line provided, the report is designed to capture teacher or

staff verification of the absences.

The report has the following options:
e Enter the Start Date for the report.

e Select the number of Weeks to be
displayed.

e By default, the report prints for all
teachers. To print the report for
only one, select the Teacher.

e To print a single term, select the
term from the Term Code list.

o Select the periods to include in the
report by selecting the Period
Begin and Period End from the
lists.

e By default, the report prints for all
sections. To print the report for a
subset of sections, enter a range
for Section ID.

e Enter the number of Blank Lines
to be added at the end of the
report. Blank lines are for adding
students who enroll in the section
after the report is printed.

e If blank lines are added, Allow
extra lines to generate a new
page determines whether blank
lines can cause a new page to be
created.

Report Interface

Mame: Class Roster Humber: 5TU409 Page Orientation: Landscape

| 0pti0rls| Sort / Output |~ Conditions = Selection | Advanced

Report Options

Start Date Weeks
01/14/2013 3 v
Teacher

Arthur A, Andrea b

Term Code

e

Period Begin Period End

0 (9 w

Section 1D

Blank Lines

Allow extra lines to generate a new page
v| Show Period Attendance
Minimize Period Attendance Row Size

Show Full Absence Code

Include the following fields

¥| Signature Line
Signature Text
Grade Level
Perm ID
Phone Number
v| Previous Absence Codes

7| Legend

Class Roster, Report Interface

¢ If the school uses period attendance in addition to daily attendance, check the box

labeled Show Period Attendance.

e To make rows smaller, check the Minimize Period Attendance Row Size box.
This allows for 40+ rows to be printed per page. This check box is not visible for
schools that use Daily or Both attendance.

e Check the Show Full Absence Code box to include the entire absence code

instead of just its first letter.

130
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Check the box for each additional item to include:

Signature Line — displays a signature line for teachers to sign

Signature Text — displays any Class Attendance Signature Text from the System
tab of Synergy SIS > System > Setup > District Setup.

Grade Level — displays grade level of students

Perm ID — displays student perm ID

Phone Number — displays student phone number

Previous Absence Codes — displays previous absence codes for verification

Legend — displays legend for attendance codes

Eclupoint H
T Hope High School Year 20122013
Class Roster Report: STU403
e Period Attendance
Section 1D Pericd Course ID Course Title Teacher Mame Room
1179 1 PPO1X Mathematics Arthur A., Andrea 232A

011142013 01/21/2013 01/28/2013

Student Name M T w T F M T w T F M T W T F

1 Ashcroft, Steve M. 1

2 | Bueno, Douglas M. 2
3 | Kosko, Daniel M. 3
Legend
L = Lice | = Iss U = Unexcusad A = Counsfadmi 0 = Omer V= ‘acalion
| = Wness U = Unwesified E = Emcused W o= Walved C = Counseling E = [ExcTady
T = Tamy A = Actuty 5 = Suspension B = Bussspend F = Funeral H = Hoilsay
W = Wacation 5 = SiEf Development N = Non-School Day o = Ofer E = ApprEmgCicsune E = UnapprEmgCiosn
5 = Supplemental HE = HoiEnrolled HE = Wol Scheduled
Signature: Date:

Class Roster
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STU411 - Daily Class Attendance Minutes List

The Daily Class Attendance Minutes List lists all students in a section and displayed the
total number of minutes entered by day for a 3-week period.

The report can be customized using the
following options:

Enter the Start Date for the report.

Select the number of Weeks to be
displayed from the list, from 1 to 3.

By default, the report will print for all
sections and teachers. To print the
report for only one section or
teacher, enter the Section ID or
select the Teacher name from the
list.

Select the periods to include in the
report by selecting the Period
Begin and Period End from the
lists.

Enter the number of Blank Lines to
be added at the end of the report.
Blank lines may be used to list
additional students who enrolled in
the section after the report is
printed.

Report Interface

Mame: Daily Class Attendance Minutes List  Humber: 5TU#1  Page Orentation: Portrait

Options| Sort FOutput | Conditions Selection . Advanced

Report Options

Start Date Wieeks
oamzeotn )3 v

Teacher

w

Feriod Begin Period End
0 vlg v

Sectian D

Blank Lines

Include the following fields

™ Signature Line
I~ Perm ID
™ Fhone Murnber

Absence Definition

Reason Type 1 ReasonType 2 Reason Tvpe 3 Reason Type 4

Unverified » | Unexcused | Excused bt hit

Absence Reasons (e
I~ activity T Bussspend I Counsiadmi I Exc Tardy
I Excused I liness ™ Other I~ Suspension

I Tardy T Unexcused I Unverified [ ‘Waived
Reason Flags

™ Incl Dialer I Incl Reports

™ Incl Letter " Report To State

Daily Class Attendance Minutes List, Report Interface

To add a space for the teacher to sign the report before turning it in, check the box
for a Signature Line. Check the boxes to display the student’s Perm ID and Phone

Number.

The report can also be filtered by the absence reason entered. The absence reasons
may be selected by Type by selecting the Reason Types to be included from the list,
or by Reason by checking off the specific absence reasons to be included. To check
or uncheck all reasons, use the 29 putton.

The attendance reasons can also be filtered by the Reason Flags specified for each
reason code. The flags checked will include all reasons that have that flag checked.
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1/2/3 Multi-Age

Section ID Course ID Course Title
0102 0123
01/28/2008

Student Name M T w!T
1 | Alejandrez, Willie JR 0 0 0 0
2  Antonio Gonzalez, James | o o 0 0
3  Bahena, Joshua 0 [ 0 0
4  Baker, Carlos W. 0 0 0 0
5 | Bradley, Linda R. [} 0 0 0
6 Bustamante, Aaron 0 0 0 o
7 | Cervantes Vazque, Howare 0 0 0 0
8 | Charley, Jacgueline C. 0 0 0 0
9  Chavez, Carl E. [} 0 0 0
10 | Covington, Louis L. 0 i ] ]
11 Dennis, Sandra M 0 0 0 0
12  Estrella Acuna, Brian C. 0 0 0 0
13 | Flores Aldaba, Wanda o 0 0 0
14 = Flores Nunez, Kathy V. o o ] o
15 Jackson, Dorothy P 0 0 0 0
16 | Johnson, Alan M. 0 0 0 0
17 | Jolley, Wayne S. (1] 0 0 0
18 Lowe, Ralph T. 0 o 0 o
18  Mancera Herrera, Kathryn = 0 0 0 o
20 | Orduno, David J. 0 0 0 0
21 Valle, Jane L. [ 0 0 0
22 | Vanetten, Shirley N. 0 0 0 0
23 | Vega Gonzalez, Justin D. 0 0 0 (i}
24 Vela, Bonnie M. 0 0 0 0
25 | Villanueva, Evelyn A. o 0 0 0
26 Walker, Jean C. 0 0 0 0
27  Werito, Gerald L. 0 0 0 0
28 | Williams, Eugene 0 i 0 0
0 [] 0 o

Adams Elementary
Daily Class Attendance Minutes List

Year: 2007-2008
Report: STU411

Printed by Admin User at 02/01/2008 4:11 PM

Edupoint School District

Daily Class Attendance Minutes List

Copyright© 2013 Edupoint Educational Systems, LLC

Teacher Name Room Period
Carroll, Natalie 0002 1
02/04/2008 02/11/2008
w T Mm T W T
0 0 0 0 0 Q ] 1
0 0 ] 0 0 0 0 2
0 o 0 0 [ [ 0 3
0 o 0 0 0 0 o 4
0 o 0 0 [ 0 v 5
0 0 0 0 0 0 0 6
0 o 0 0 [ [ 07
0 0 0 0 0 0 o B8
0 0 0 0 0 a ] 9
0 0 0 0 0 0 o 10
0 o 0 0 [ [\ 0 11
0 0 0 0 0 0 0 12
0 o 0 0 [ 0 0 13
4 o ] o 0 0 o 14
0 0 0 0 [ [ 0 15
0 o 0 0 0 0 o 16
0 o 0 0 [ 0 o 17
0 0 0 0 0 0 o 18
0 0 0 0 o 0 o 18
0 o 0 0 0 0 0 20
0 0 0 0 [ [} 0 21
0 0 0 0 0 a o 22
0 0 0 0 0 0 0 23
0 0 0 0 0 0 0 24
0 0 0 0 [ [} 0 25
0 0 0 0 0 0 0 26
0 0 0 0 [ 0 0o 27
0 0 ] 0 0 0 0 28
0 ] [] 0 0 0 0
Page 1 of 43
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ATD401 — Daily Student Absence Totals

The Daily Student Absence Totals report lists all students at a school for a given date range
and displays the total number of absences recorded for each absence reason. Parent

phone numbers are also included.

The report can be customized using the
following options:

e The students included in the list can
be filtered by Grade. For example, if
Grades 9-10 were selected the
report will only include students at
those grade levels.

e The report can be filtered by the
date by entering a Start Date and
End Date.

e To only show students with more
than a certain number of the
absences selected in the Absence
Definition, enter the number in the
Minimum Occurrences box.

Report Interface

| Options| Sort { Output

Name: Daily Student Absence Totals Number: ATD401 Page Orientation: Landscape

Conditions | Selection = Advanced

Student Info

Grade

L v

Attendance Conditions

Start End

Minimum Occurances

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
A o A b«

Absence Reasons [T«

Cactivity [JBussspend [ Couns/admi C]Exc Tardy
[JExcused [Jliness [Jother [JSuspension

Tardy [Unexcused [JUnverified [1Waived
Reason Flags

[incl Dialer [Incl Reports

[]incl Letter []Report To State

Daily Student Absence Totals, Report Interface

e Finally, the report can be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, by Reason by checking off the specific absence reasons to be
included, or by Reason Flags. The Reason Flags are defined in the District and
School Attendance Codes screen. If the absence reason is defined as an Incl Dialer
reason, and that flag is checked off, the reason will be included in the report. To
check or uncheck all reasons, use the 2<% button.
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_ Adams Elementary Year: 2010-2011
Daily Student Absence Totals Report: ATD401
Students With 1.00 or More Absences From 08/30/2010 to 06/03/2011
o o ae® g\'gad aaed

StudentName  PermID  Grade  Parent Phone B i i i gt e

Alejandrez, Willie JR 892706 03 Alejandrez, Larry 100 050 1.00 250
Gomez, Morma 480-555-8655

Amador, Gregory 136119 03 Amador, Kenneth 480-555-0844 1.00 1.00
Bugarin, Kelly 480-555-0844

Anderson, Sean R, 170754 o3 1.00 1.00

Angulo, Daniel A, 120743 02 Quintero, Laura 480-555-6898 100 1.00
Saldivar, Jeffrey 480-555-6898

Antonio Gonzalez, Jamw 105613 03 Antonio, Willie 050  1.00 0.50 500 7.00
Gonzales, Denise 480-555-8343

Ammendariz, Temy 112523 03 Ammendariz, Athur  480-555-2844 400 200 600
Cervantes, Laura 480-555.2844

Avila, Pamela A 169391 0z Avila, Jack 200 200
Avila, Christina 602-555-2485

Bahena, Joshua 128454 03 Bahena, Clarence 480-555-0844 100 100 500 T7.00
Lopez Contreras, Julie 480-555-0844

Bailey, Debra T. 120459 02 Bailey, Kenneth 480-555-6898 200 200
Bailey, Beverly 480-555-1827

Baker, Carlos W. 151640 03 Baker, Pamela 480-555-4844 250 250

(Bamnes, Andrea) 136133 02 Barnes, Willie 480-555-6615 1.00 100
Jaskiewicz, Mary 480-555-6615

Baucom, Samuel D. 131695 02 Baucom, Elizabeth 480-555-6668 200 200

Beltran, Jacqueline G. 135606 oz Befiran, Albert 480-555-0221 1.00  1.00
Beltran, Julia

Beliran Gonzalez, Thon 129461 02 Gonzalez, Bobby 480-555-8726 100 200 300
Gonzalez, Sara 480-555-0452

Benaliie, Kathleen 165072 03 Benallie, Jack 480-555-7840 100 100
Kitcheyan, Linda 480-555-7840

Benallie, Kelly 165078 02 Benallie, Fred 480-555-7840 1.00 1.00
Kitcheyan, Stephanie  480-555-7840

Bogan, Carlos E. 148253 03 Bogan, Cheryl 480-555-6593 1.00 1.00 200

Boxrud, Shawn R 113815 03 Boxrud, Paul 480-555-9682 1.00 1.00
Boxrud, Julia 480-555-7835

Bradley, Linda R 147414 03 Goy, Watter 623-555.9941 3.00 100 400
Tehannie, Sharon

Bustamante, Aaron 130333 03 Bustamante, Craig 480-555-5615 200 500 7.00
Bustamante, Donna  480-555-2893

Camacho, Gregory K. 150021 02 Camacho Rojas, Benj  480-555-2649 100 1.00
Rojas, Diana 480-555-2649

Carmona, Helen B. 114681 03 Carmona, Patrick 480-555-2593 1.00 1.00
Guillen, Gloria 480-555-1649

Celaya, Karen R 132505 03 Celaya, Harold 480-555-1615 100 200 3.00
Celaya, Diana 480-555-8628

Printed by Admin User at 05/24/2011 3:18 PM Edupoint School District Page 10f3

Daily Student Absence Totals
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The report can be customized using the
following options:

The students included in the list can
be filtered by Grade. For example, if
Grades 9-10 were selected the
report will only include students at
those grade levels.

The report can be filtered by the
date by entering a Start Date and
End Date.

To only show students with more
than a certain number of the
absences selected in the Absence
Definition, enter the number in the
Minimum Occurrences box.

Report Interface

| Options | Sort / Output

Name: Daily Student Absence Totals wNumber: ATD401 Page Orientation: Landscape

Conditions | Selection = Advanced

Student Info

Grade

- v

Attendance Conditions

Start End

Minimum Occurances

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
by W o v

Absence Reasons [Jj«

CActivity [JBussspend [ Couns/admi C]Exc Tardy
CJExcused [Jliness [Jother [Jsuspension

CJTardy [JUnexcused [JUnverified []Waived
Reason Flags

[incl Dialer [Incl Reports

[Jincl Letter [JReport To State

Daily Student Absence Totals, Report Interface

Finally, the report can be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, by Reason by checking off the specific absence reasons to be
included, or by Reason Flags. The Reason Flags are defined in the District and
School Attendance Codes screen. If the absence reason is defined as an Incl Dialer
reason, and that flag is checked off, the reason will be included in the report. To
check or uncheck all reasons, use the 2<% button.
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ATD601 — Daily Attendance Summary

The Daily Attendance Summary report lists all students in a section, and summarizes each
student’s number of days enrolled, days present, and days excused, unexcused or tardy.

The report can be customized using the following options:

Report Interface

MName: Daily Attendance Summary Humber: ATDB0M Page Orientation: Landscape

_Optionsl Sort / Output = Conditions = Selection = Advanced

Student Information ]
Grade
Wl b

Section
Teacher

W
Inclusive Date Range &
Start End
08/27/2012 08/26/2013

Absence Reasons[ o)

I~ Activity [ Bussspend I Couns/admi

™ Counseling I Exc Tardy I Excused

I Funeral [ lliness [ Iss

I Lice [ Other [ Suspension

I~ Tardy ™ Unexcused I Unverified

I Vacation I Waived

Homeroom Options O|
Homeroom Setting Homeroom Setting Help Q|

b

Filter Homerooms by Term Definitions

Suppress "Other Reasons”

Daily Attendance Summary, Report Interface

e The students included in the list can be filtered by Grade. For example, if Grades 9-10
are selected, the report includes students at those grade levels only.

o By default, the report prints for all sections and teachers. To print the report for only
one section or teacher, enter the Section ID or select the Teacher name from the list.

e The report can be filtered by the date by entering a Start Date and End Date.

e Select the absence reasons to be counted and included in the report by checking
boxes under Absence Reasons. To check or uncheck all reasons, use the E<
button.
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e Select the teachers to display from the Homeroom Setting list. Only Current
Homeroom shows only the current homeroom teacher. Homerooms for Date Range
show the student in multiple sections if the student changed sections during the
period. Expand the Homeroom Setting Help box for additional information about
these settings.

e Check Filter Homerooms by Term Definitions to use the end date of the term to
calculate the summary instead of the end date for the section, if the section is longer
than the term.

e To omit the Other Reasons column, which totals all absences not selected, check the
Suppress “Other Reasons” box.

iy Adams Elementary Year: 2010-2011
EE] Daily Attendance Summary Report: ATDB0A
o 08/30/2010 through 06/03/2011
Section Period Course ID CourseTitle Teacher Room
0102 1 0300 3/4 Grade Carroll, Natalie 0002
38 st o o =

Student Name Perm ID Grd Gen 0‘”5““:“6? :ﬂrvoﬂs ‘:;:‘6‘0‘\(::&

Alejandrez, Willie JR 992706 e Mm 180 177.50 1.50 100 200

Antonio Gonzalez, James L 105613 ®w M 142 13500 200 500 400

Bahena, Joshua 129454 03 ™ 180 17300 200 500 000

Baker, Carlos W. 151640 e M 180 177.50 250 000 200

Bradiey, Linda R. 147414 03 F 180 17600 300 1.00 1200

Bustamante, Aaron 130333 03 M 180 173.00 200 500 300

Cervantes Vazque. Howard 115224 B M 180 17650 200 250 300

Charlay, Jacqueline C. 148409 03 F 180 17750 200 050 800

Chavez, Carl E 134653 QB M 180 17550 250 200 1.00

Covington, Louis L. 133538 02 M 180 17800 000 200 200

Dennis, Sandra M. 92710 3 F 180 174.00 1.00 500 200

Estrella Acuna, Brian C. 139086 02 M 180 17600 000 400 400

Flores Aldaba, Wanda 154975 3 F 180 175.00 1.00 400 200

Flores Nunez, Kathy V. 167937 03 F 180 177.00 000 300 1.00

Py e

Jolley, Wayne S. 131024 B M 180 180.00 0.00 000 000

Lowe, Ralph T. 153981 e M 180 178.50 0.00 050 000

Mancera Herrera, Kathryn 156774 0l F 180 180.00 0.00 000 100

Martinez, Henry E. 148655 02 M 180 18000 000 000 000

Walle, Jane L. 152380 03 F 180 180.00 0.00 000 300

Vanetten, Shirley N. 129844 0 F 180 18000 000 000 200

Vega Gonzalez, Justin D. 143418 03 M 180 18000 0.00 000 000

Wela, Bonnie M. 126823 2 F 180 18000 0.00 000 1.00

Villanueva, Evelyn A 1498861 03 F 180 178.00 0.00 100 100

Walker, Jean C. 150747 2 F 180 18000 0.00 000 1.00

Werito, Gerald L. 145377 02 ™ 180 18000 000 000 200

Williams, Eugene 139100 e M 180 175.00 0.00 100 200

Printed by Admin User at 05/24/2011 3:19 PM Edupoint School District Page 10f3

Daily Attendance Summary
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ATD603 — Monthly ADA Detail

The Monthly ADA Detail report lists all students at a school, sorted by grade level. It shows
each absence for the selected month, and totals each student’s absences and days

attended.

The report can be customized using the
following options:

e Select which Reporting Period to
display in the report, based on the
date range defined for the reporting
period in the District or School
Calendar.

e Choose how the report will be

grouped by checking the box for the

desired Grouping option. Choose
only one.

e Choose which Instructional Setting

will be included in the report by
checking each setting to be
included. To check or uncheck all
settings, use the =93 button.

e The students included in the detail
can be filtered by Grade. For
example, if Grades 9-10 are
selected, the report will include
students at those grade levels only.

Report Interface

Name: Monthly ADA Detail number: ATD6D3 Page Orientation: Portrait

Options | Sort / Output |~ Conditions | Selection | Advanced
Reparting Period
v
Grouping @
I~ Instructional Setting
[~ Grade Group
[~ Grade
[ Staff Mame
|Filtering (%]
Instructional Setting ey
[~ Adult Transition I" CAL-Safe I County Students
prograrm
™ Independent I Learning Center ™ Other Alternative
Study Program
™ Cut of County I Special Ed
Grade
| o
Display Options @

Additional Absence Types to Display e

[~ Unwerified
™ School Activity T Unexcused

™ Mon-Enrallment

™ Excused Tardy I~ Unexcused Tardy I Excused
I” Positive

Monthly ADA Detail, Report Interface

¢ Inthe Display Options section, select which additional absences reasons should be
included in the report. To check or uncheck all settings, use the =194 putton.
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- Adams Elementary Year: 2010-2011
Monthly ADA Detail Report: ATD603
= Reporting Period: Period 7

[ Dales: 021282011 - 04/0112011 _inst. Setiing. NIA Grade: 02 |

28 1 2 3 4 7 8 8 0 11 14 165 16 17 18 21 22 23 24 26 28 29 30 M 1 Not  Act
Student Name Status Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri  Mon Tue Wed The Fri Abs  Enr Att
Terrones Lozano, Denise - - - - - - - - - - - - - - - - - - - - - - [ [] 25
Thompsan, Holly E Y 0 0 25
Toledo, Anne - - - - - - - - - - - - - - - - - - - - - - - - - [ ] 25
Torres, Betty C. L S (1] (] 25
Torres, Daniel Il o o 25
Torres, Martin L T T o 0 2
Tewner, Carolyn M . . . . - - . . - - - - - - - - - - - - - - - - - [ ] 25
Tso, Denise M. L S 0 (] 25
Valle, Joseph L. JR o [+] 25
Velez, Jane f e e e e e e e e e e e e e e e e e e e e e e e . o o0 25
Wincent, Louise V. = = = s+ s+ = = = s+ s+ s = * = x = = * = = = = = = = o 0 25
(Vista, Fredrica) Gain/LALD N/E NE NE WE NE NE NE NWE NE NE NE NE NE NE NE NE NE ME NE NE NE NE NE - - 0 23 z
Woorheis, Joseph C. - - o [+] 25
Wiider, Anne M. L T TR o 0 2
Eariqoza Gallard, Gloria L Y 1] ] 25
Zedell, Donald D. T T T o o0 25

Days

Group Name Taught Fwd Gain Loss Total Ending LALD Abs. Not Enr Act Att
Grade 02 2725 108 1 1 108 108 1 4 23 2698
Printed by Admin User at 06/07/2011 10:42 AM Edupoint School District Page 14 of 41

Monthly ADA Detail
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ATD604 — Monthly ADA Summary

The Monthly ADA Summary reports lists all grade levels at a school, and totals the
enrollment changes and attendance by grade level for the month.

The report can be customized using the
following options:

Select which Reporting Period to
display in the report, based on the date
range defined for the reporting period
in the District or School Calendar. If
preferred, the report can be printed for
a State Reporting Period instead by
selecting it from the list.

To suppress the page breaks between
groups, check the No Detail Group
Page Breaks box.

If the focus is the district rather than a
school, and you are printing more than
one reporting period, you can check
the Enable Grand Total Detail box to
include grand totals.

Report Interface

Name: Monthly ADA Summary Number: ATD604 Page Orientation: Portrait

_0ptions| Sort / Output ~ Conditions = Selection  Advanced

Reporting Period State Reporting Period

w | L v

No Detail Group Page Breaks
Enable Grand Total Detail

Header Grouping () Detail Grouping @
Instructional Setting Grade Group
School Name Grade
Staff Name
Filtering @

Instructional Setting [T«

I Independent Study ™ Learning Center
I~ Other Alternative Program [~ County Students
™ CAL-Safe program I~ Adult Transition

I~ Special Ed I~ Out of County

Grade
|- by«

Monthly ADA Summary, Report Interface

Select how the report will be grouped by choosing the Header Grouping and
Detail Grouping. Select only one option in each section. Instructional Setting
and Grade are available only if they are used as filters as outlined below.

Choose which Instructional Setting will be included in the report by checking
each setting to be included. To check or uncheck all settings, use the ¢

button.

The students included in the summary can be filtered by Grade. For example, if
Grades 9-10 were selected the report will only include students at those grade

levels.

Copyright© 2013 Edupoint Educational Systems, LLC
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Adams Elementary Year:  2010-2011
Monthly ADA Summary Report: ATD604
Reporting Period: Period 9
[ Pericd 9 - 0s/0212011-08/2712011 Days Taught: 20 Inst. Setting: NIA ]
Days Carry Actual
Grade Taught Fwd  Gains Total Lesses  Ending Days Days NJE  Absences  Actual Attd ADA Act%  LALD
Ps 20 48 0 48 0 48 960 0 0 960 4800  100.00% 0
K 20 &9 1 70 0 70 1400 16 o 1384 6920 100.00% 0
o 20 131 0 13 0 m 2620 o 0 2620 131,00 100.00% 0
02 20 108 0 108 0 108 2160 0 0 2160 10800 100.00% 0
03 20 153 0 153 o 153 3060 o 4 3058 152,80 99.87% 0
04 20 116 0 116 o 116 2320 o 2 2318 11590 99.91% o
05 20 a2 0 92 0 92 1840 0 ] 1840 9200 10000% 0
08 20 110 0 110 o 110 2200 0 ] 2200 11000 100.00% 0
Inst. Set Total 827 1 828 0 828 16560 16 6 16538 82690  90.06% 0
To the best of my knowledge and belief, no unlawful attendance or absence due to illness, except after verification as outlined in the instructions required by the
Superil of Public ion, has been included in this report.
Signed Date
Printed by Admin User at 05/24/2011 3:26 PM Edupoint School District Page 10of 3

Monthly ADA Summary

Inst. Setting Carry Fwd LALD ADA
Special Ed 1183.00 0.00 1182.95
‘CAL-Safe program 612.00 0.00 £12.00
Adult Transition 1.00 0.00 1.00
Independent Study 1.00 0.00 1.00
Special Ed 1183.00 0.00 1022.83
‘CAL-Safe program 612.00 0.00 523.52
Adult Transition 1.00 0.00 1.00
Independent Study 1.00 0.00 1.00
Adult Transition 1.00
CAL-Safe program 568.63
Grand Total Detail
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ATD605 — Cumulative Enrollment Totals

The Cumulative Enroliment Totals report lists all schools in the district, and provides the
total number of students by grade level enrolled in each school.

The report can be customized using the following options:

Report Interface

Mame: Cumulative Enrollment Totals Number ATDG05 Page Orientation: Portrait
| Options | Sort / Output | Conditions = Selection | Advanced

Report Date Report Type

v

I~ Include Only Students Active on the Report Date

Grade levels to include ("]
Grades in first set Grades in second set

FpPs o5l 11 Ps 05111

MK Foelr12 MK Coel12

[Tlo1 o7 12+ o1 o7 T2+

o021 08 o2l o8

o3 o9 o3 " o9

I~ 04 710 "o4a 10

Instructional Settings to include @
Instructional Sefting

™ Adult Transition ™ CAL-Safe program ™ County Students I Independent Study

[~ Learning Center I” Other Alternative Program ™ Out of County I~ Special Ed

Cumulative Enrollment Totals, Report Interface

e Enter the Report Date for the report.

e Select a Report Type: Totals by school, Totals by school, Grade, Student detail
by name, or Student detail by grade.

e Check the Include Only Students Active on the Report Date box to include only
those students who were active on the report date.

e Two totals can be displayed for each school by grade level. For example, one total
may summarize all elementary grades and the other all-secondary grades. To set

which grades are included in each total, check boxes under Grades in first set and
Grades in second set.

e Choose which Instructional Settings to include in the report by checking the
boxes.
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ﬁ Edupoint School District Year  2010-2011
Cumulative Enrollment Totals Report; ATD605
iy Totals by Grade as of: 05/16/2011
School Grades: 01, 02, 03, 04, 05, 06, K Grades: 09, 10, 11, 12, 12+
Adams Elementary 807 0
Grade: K Cumulative Enr: 76
Grade: 01 Cumulative Enr: 136
Grade: 02 Cumulative Enr: 111
Grade: 03 Cumulative Enr: 166
Grade: 04 Cumulative Enr: 121
Grade: 05 Cumulative Enr: 96
Grade: 06 Cumulative Enr: 111
Continuation High School 0 0
Cumulative Enr: 0
Eisenhower Middle School 0 356
Grade: 09 Cumulative Enr: 356
Grant Elementary 848 0
Grade: K Cumulative Enr: 114
Grade: 01 Cumulative Enr: 109
Grade: 02 Cumulative Enr: 143
Grade: 03 Cumulative Enr: 115
Grade: 04 Cumulative Enr: 127
Grade: 05 Cumulative Enr: 108
Grade: 08 Cumulative Enr: 131
Hope High School 0 2,478
Grade: 09 Cumulative Enr: 2
Grade: 10 Cumulative Enr: 961
Grade: 11 Cumulative Enr: 779
Grade: 12 Cumulative Enr: 736
Jefferson Elementary 899 ]
Grade: K Cumulative Enr: 192
Grade: 01 Cumulative Enr: 136
Grade: 02 Cumulative Enr: 124
Grade: 03 Cumulative Enr: 109
Grade: 04 Cumulative Enr: 123
Grade: 05 Cumulative Enr: m
Grade: 06 Cumulative Enr: 104
Kennedy High School 1 1,479
Grade: K Cumulative Enr: 1
Printed by Admin User at 06/07/2011 11:47 AM Edupoint School District Page 1 of 2

Cumulative Enrollment Totals
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ATD608 — Monthly ADM Summary

The Monthly ADM Summary Report shows the ADM for the reporting period’s setup in the

district calendar. Each reporting period is listed on a separate page, and shows the ADM for
each grade level and overall for the reporting period.

The report can be customized using the following options:

Report Interface
Mame: Monthly ADM Summary humber: ATD60§ Page Oriertation: Portrait
| Options | Sort / Output | Conditions | Selection | Advanced
Reporting Period State Reporting Period
b - by
™ Mo Detail Group Page Breaks
Header Grouping (J Detail Grouping ]
™ Instructional Setting [ Grade Group
[~ School Mame " Grade
[~ Staff Name
Filtering &
Instructional Setting el
™ Independent Study ™ Learning Center
™ Other Alternative Program [~ County Students
™ CAL-Safe program I~ Adult Transition
™ Special Ed ™ Cut of County
Grade
W W

Monthly ADM Summary, Report Interface

e Select which Reporting Period to display in the report, based on the date range
defined for the reporting period in the District or School Calendar. If preferred, the

report can be printed for a State Reporting Period instead by selecting it from the
list.

o To suppress the page breaks between groups, check the No Detail Group Page
Breaks box.

e Select how the report will be grouped by choosing the Header Grouping and Detail
Grouping. Select only one option in each section. Instructional Setting and Grade
are only available if they are used as filters as outlined below.

¢ Choose which Instructional Setting will be included in the report by checking each
setting to be included. To check or uncheck all settings, use the =92 putton.

e The students included in the summary can be filtered by Grade. For example, if

Grades 9-10 were selected the report will only include students at those grade
levels.
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et Adams Elementary Year:  2010-2011
Monthly ADM Summary Report: ATD608
T Reporting Periods: Period 8 - Period 9
[ Pericd & - 04/0412011-04/2912011 Days Taught: 19 Inst. Setting: NIA ]
Days  Carry Actual
Grade Taught Fwd  Gains Total Losses Ending Days  Days NE Absences Actual Aud ADA ADM Act%  LALD
PS 19 48 o 48 o 48 912 0 o 812 48.00 48.00  100.00% 0
K 19 69 L] 69 o 69 1311 0 o 11 69.00 69.00  100.00% 0
o1 19 131 1] 131 o 13 2489 0 ] 2489 131.00 131.00  100.00% 0
02 19 108 o 108 o 108 2082 0 ] 2082 108.00 108.00  100.00% 0
03 19 154 o 154 1 153 2026 3 ] 2023 153.84 153.84  100.00% 0
04 19 116 o 116 o 16 2204 o o 2204 116.00 116.00  100.00% 0
o5 19 a2 ] 92 o 92 1748 0 [+ 1748 92.00 9200 100.00% 0
s 19 110 0 110 ] 110 2090 0 o 2080 11000 11000  100.00% 0
Inst. Set Total 828 o 828 1 827 15732 3 o 15720  827.84  B27.84 100.00% 0
To the best of my knowledge and belief, no unlawful attendance or absence due to illness, except after verification as outlined in the instructions required by the
Superil of Public ion, has been included in this report.
Signed Date
Printed by Admin User at 05/24/2011 3:28 PM Edupoint School District Page 10f 9

Monthly ADM Summary Report
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ATD805 — Attendance Letters

The Attendance Letters report reprints any attendance letters already generated.

The report can be customized using the Report Interface
fO”OWing OptionS: Marme: Attendance Letters humber ATD805 Page Crientation: Portrait
. . egn Optionsl Sort / Output |~ Conditions ~ Selection | Advanced
e Select which letter definitions to Aendance Leters (1o

display by checking the boxes in the [l AT
Attendance Letters section. To W Tardy
check or uncheck all |etters, use the ¥ Merge all report PDF output into a single POF file
Do) pyutton. Attendance Letters, Report Interface

o Todisplay all of the letters and reports generated by the definitions in a single PDF,
check the box labeled Merge all report PDF output into a single PDF file.

Copyright© 2013 Edupoint Educational Systems, LLC 147



Attendance User Guide

Chapter Eleven

Jume 20, 2009

Ponddoze Chumh

2422 N Mamo

Tempe, AZB56GT

RE: (Church, hatthem b, 111

Dear Parent:

The attendance records & our school show tha your child, histthew has been

marked absent from class for more than 3 days. The following shows the total
absences by period:

TOTAL MBS BNCES BY FERICD
Period | Period | Perod | Period | Period | Period | Period | Period | Period
i} 1 2 3 i 5 & T g
1} 1 T 0 1 5 0 1] o

e are concemed about the number of classroom instroction days that your child
iz mizsing.

| am sure that you agree tha there & a comelaion batwean good atendance and
achigwemernt in school. Kyvou hawe any questions, please contadt the counseling

department at 555- 1234,

Sincerahy,

Fob Witzon
Fasistant Principal

BEdupoint BEducaional Systems, LLC. - Demo hderge Latter- English

Attendance Letters
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STU603 — ADM Summary

The ADM Summary Report lists all grades at a school and compares the ADM by grade
level for a range of dates to a previous year's ADM.

The report can be customized using the following options:

Report Interface

MName: ADM Summary Humber: STUS03 Page Orientation: Portrait

| Optionsl Sort / Qutput = Conditions | Selection = Advanced

Time Frame %]
Day of Year Days Back from Today

Report Data Settings D

Comparison Year
v

Enroliment Calculation

by

Grouping

b

I” Show Detailed Differences

Advanced Options (6]
FTE Grade Jjo)
b CpsCK CotCo2 03

[“o4 o506 07 I 08
[log a1 12712+

Needs Grade Levels e
FCoilfo2M03Co4CosCoe KPS
I~ Exclude ADA/ADM [~ Exclude Alt State Funding for Schedule-Based FTE (EVIT) ™ Combine Track Data

Tuition Payer Code T

[~ All others ™ Eligible for state funding [~ Foreign exchange student
I” Foreign exchange student I Ineligible for state funding I Non-district resident
I Privately paid ™ Tuitioned out

ADM Summary, Report Interface

¢ Time Frame — choose which day to report by either entering the Day of Year (such
as 40 or 100) or the number of Days Back From Today.

o Data Settings — select which year to be compared from the Comparison Year list.
Choose whether to compare ADM, Enroliments, or State Funded from the
Enrollment Calculation list. Finally choose whether to group the report by Grade
or by School from the Grouping list. There is also Show Detailed Differences box
that made be checked.

e FTE - select the FTE (Full-Time Equivalent) value to use for all students instead of
the data entered into Synergy SIS

¢ Grades — check off the grade levels to be included in the report. To check or
uncheck all grades, use the &¢I button. For student programs such as special
education, check which grades should be included in the Needs Grade Levels box.
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e Toremove the ADA/ADM calculations, check the box Exclude ADA/ADM. To
exclude EVIT students, check the box Exclude Alt State Funding.

¢ [f the school has multiple tracks, they can be combined on the report by checking
the Combine Track Data box.

o Tuition Payer Code — select which codes should be used in the report by checking
the boxes. To check or uncheck all codes, use the €5 button.

Edupoint School District Year: 2007-2008
ADM Summary Report: STUG03
Comparison Year: 2006-R, Grouping: Grade
Day 1 Day 2 Day3 Day 4 Day § Dayé Day7 Day 8

Grade  08/13/2007 Q6/14/2007 OB 512007 08162007 081772007 08202007 0B/21/2007 0222007
PS 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
K 99.50 000 10150 000 10231 0.00 10279 000 10360 0.00 10481 0.00 10519 0.00 105.91 0.00
o1 198.00 0.00 199.00 000 19868 0,00 199.25 000 19980 0.00 20032 0,00 20073 0.00 201.00 0.00
oz 236.00 0.00 238.00 0.00 23868 0.00 23925 0.00 239.80 0.00 241.00 0.00 24189 0.00 24254 0.00
03 208.00 0.00 209.00 000 209.67 0.00 20975 000  210.80 000 21165 0.00 21230 0.00 2277 0.00
04 180.00 0.00 180.50 000 180.67 0.00 1B0.75 0.00 181.40 0.00 182.16 0.00 182.73 0.00 183.14 0.00
o5 198.00 0.00 199.00 0.00 199.34 0.00 189.256 0.00 199.40 0.00 199.83 0.00 200.16 Q.00 200.52 0.00
06 159.00 000 180.00 000  160.34 0.00 18075 000 16220 0.00 183.31 0.00 18430 0.00 184.89 0.00
a7 146.00 0.00 148.00 0.00 148.35 0.00 148.50 0.00 148.80 0.00 149.32 0.00 149.74 0.00 150.15 0.00
08 150.00 0.00 151.00 0.00 152.00 0.00 152.50 0.00 152.80 0.00 153.00 0.00 153.28 0.00 153.51 0.00
UNG- 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 1574.50 0.00 1586.00 000 1590.04 0.00 1582.79 000 1598.60 0.00 1605.20 0.00 181032 0.00 161443 0.00

previcus year diff  1574.50 1536,00 1590.04 1692.79% 1596 60 1605.20 1610.32 1614.43

previous day diff 11.50 4.04 2756 681 6.60 612 an
Printed by Admin User at 02/08/2008 12:32 PM Edupoint School District Page 1-a

ADM Summary

Note: For this report to print correctly, the school enrollment history
must be loaded into the snapshot for both years being compared. To
load the data into the snapshot, use the School Enroliment History
screen. For more information about this screen, see Chapter Eight of
this guide.

150 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Eleven Attendance User Guide

PERIOD ATTENDANCE REPORTS

To access the available Period Attendance reports:

1. Go to Synergy SIS > Attendance > Reports Period, and click the desired sub-
folder Individual, List, or Summary.

2. Click the name of the report to open the report and select the options to be used in
printing the report.

3. Click the Print button to print the report. The report is printed as a PDF file to the
screen, which can then be sent to the printer.

Reference: This chapter covers only the customizations specific to each

% of the reports used in Attendance, and the additional options available
on the other tabs are explained in the Synergy SIS — Query & Reporting
Guide.
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ATP201 — Period Student Attendance Profile

The Period Student Attendance Profile report shows the student’s demographic information
and lists all absences by period for a given date range.

The report can be customized using the following options:

Report Interface

Mame: Period Student Attendance Profile numbker: ATP201  Page Oriertation: Portrait

| Options |_Sort / Output | Conditions | Selection | Advanced

Student Info

&

Ferm ID

[

Gender

.

Last Mame

Grade

First Name Middle Name

Date Range
Start Date End Date
08/30/2010 060372011

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Urwerified *  Unexcused *| Excused i A

Absence Reasons e

I™ Suspension [~ Exc Tardy [~ Waived I” Positive
I” Unverified [~ Bussspend [~ Unexcused T Tardy
™ Activity CatLmct T Counsfadmi T Other
I" Excused I liness

Hide Options
I™ Hide Parent Info I Hide Totals by Period Reason CodeType ™ Hide Totals by Period Reason Code

™ Hide Totals by Daily Reason Code [~ Use Simple Header

Show Options

I™ Show Attendance Details [ Show Current Schedule I Show All Day Reason Code Totals
Period Student Attendance Profile, Report Interface

¢ An individual student or group of students can be selected by filtering on the Perm
ID, Gender, Last Name, First Name, Middle Name, or Grade. For example, if
grade 12 is selected the report will print an individual report for each student in
grade 12. A range of grades may also be selected.

e The report can be filtered by the date by entering a Start Date and End Date.

e The report can also be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, or by Reason by checking off the specific absence reasons to be
included. To check or uncheck all reasons, use the 22 putton.

¢ To remove sections from the report, check the options in the Hide Options box.
Parent information and both sets of totals can be removed. A Simple Header may
also be used that will only show the basic student information instead of all of the
student’s demographics information.

e To display the Attendance Details, the student’s Current Schedule, or Show All
Day Reason Code Totals, check the options in the Show Options box.
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ﬁ' Hope High School Year: 2010-2011
Period Student Attendance Profile Report: ATP201
St bt
Student Information
Student Mame Perm ID Gender Grade  Track Home Address }
Abbott, Billy C. 905483 M g
Last Name Goes By Nick Name Birth Date 1954 § Val Vista Dr o
05/12/1993  Mesa, AZ 85234 =
Phaone Home Language Resalved Enter Date Date o
480-555-1214 Spanish Two or More 08/31/2010 ‘%
Custodial Information o
Mother Phone Type Phone Extension
Aaron, Kathleen Home 480-555-1214
Contact Allowed Has Custody Lives With Ed. Rights Mailings Allowed
Father Phone Type Phone Extension
Aaron, Phillip Cell 480-555-6767
Contact Allowed  [_]Has Custody [JLives with [JEd. Rights Mailings Allowed
Attendance By Period
Date 0 1 i 4 5 6 7 8 9
ogMoR010 M m LLU
09/30/2010 W W nm
10/01/2010m  m mwm
10/04/2010m nmm
1110172010 Sus Sus Sus Sus
01/26/2011
011317201
02/28/2011
03/28/2011 Oth Oth Oth - -
03/29/2011 Oth Oth Oth - -
03/20/2011 Oth Oth Oth Unx Unx Unx
03/31/2011 Oth Oth Oth - - -
0410412011 Oth Oth Oth Oth Oth Oth
04/05/2011 - - Oth Oth Oth
04/06/2011 - - - Oth Oth Oth
0410772011 Oth Oth Oth Oth Oth Oth
04/08/2011 Oth Oth Oth Oth Oth Oth
Total 5§ 12 7 12 11 8 1 0 0 0
Period Reason Code Type Totals
UNV =0 UNE =3 EXC = 63
Period Reason Code Totals
Bsp=0 Exc =0 =21 Oth = 36 Sus=6 Unx =3
Unv=0 W=0
Reason Code Legend
Bsp = Bussspend Exc = Excused Iil = lliness Oth = Other Sus = Suspension Unx = Unexcused
Unv = Unverified Wy = Waived
Printed by Admin User at 05/23/2011 403 PM Edupoint School District Page 10f1

Period Student Attendance Profile

Copyright© 2013 Edupoint Educati
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ATD407 — End of Year Attendance List

The End of Year Attendance List lists all students at a school that were enrolled during a
given date range (active and inactive students), and totals the number of days the student
was enrolled and the number of days the student was absent.

The report can be customized using the following options:

Report Interface «
Mame: End Of Year Attendance List number: ATD407  Page Orientation: Portrait
 Opti | Sort / Output | Conditions | Selection  Advanced
Dates ("]
Start Date End Date
08/30/2010 1242042010
Absence Definition (]
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Urwerified | |Unexcused v | |Excused hd v

absence ReasonsJjo)

[T aActvity T AltLm Gt T Bussspend I Couns/adrmi
[T Exc Tardy I Excused I lliness I~ Other

" Positive T~ Suspension T Tardy ™ Unexcused
™ Unwverified I Waived

hinimurm Absences Use All Day Code
|1.DD I~

For a "Period Attendance" schaoal, "Minimum Absences" is the number of periods
in a single day the student must be absent in arder to be shown as absent for a
full day.

For a "Daily Attendance” school, "Minimurm Absences" is the amount of absence,
in & single day, the student must achieve in order to be shown as absent for & full
day. In order to show & student absent, regardless of the amount absence in a
single day, enter a "0" ar "blank" in the "Minimum Absences" field.

Filters (3]
Grade
Cosr— o1z

Period End of the Year Attendance List, Report Interface

The report can be filtered by the date by entering a Start Date and End Date.

The report can also be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, or by Reason by checking off the specific absence reasons to be
included. To check or uncheck all reasons, use the 1 button.

Enter the Minimum Absences required for a student to be considered absent for
the entire day. For period attendance schools, this is the number of periods in a
single day. For daily attendance schools, this is the amount of absences. To show a

student absent regardless of the amount in a single day, enter a 0 or leave the box
blank.

Check the box Use All Day Code to calculate minimum absences based on the all-
day code.

Select which Grades to include in the report by checking the boxes in front of each
Grade to display.

154
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e Adams Elementary Year: 2010-2011
End Of Year Attendance List Report: ATD407
—— From 08/30/2010 to 05/24/2011
Student Name Perm ID Grade Enter Date Days Enrolled Days Present Days Absent Leave Date
(Adame, Lori R.) 147525 01 08/31/2010 0 0 0 08/31/2010
(Ayala, Marilyn P.) 152094 01 08/31/2010 0 0 0 08/31/2010
(Belser, Mary 1) 161189 o 08/31/2010 0 0 0 08/31/2010
(Beltran, Tammy S.) 156023 o1 08/31/2010 0 0 0 08/31/2010
(Blackwater, Cheryl N.) 151192 01 08/31/2010 0 0 0 08/31/2010
(Bogan, Clarence) 159756 01 08/31/2010 0 0 0 08/31/2010
(Bojorquez, Heather M.) 150725 01 08/31/2010 0 0 0 08/31/2010
(Burns, Martin S.) 161295 01 08/31/2010 1] 0 0 08/31/2010
(Coleman, Randy L. Il) 139104 01 08/31/2010 0 0 0 08/31/2010
(Cruz, Louis R.) 152732 01 08/31/2010 0 0 0 08/31/2010
(Diaz Nenthe, Judy B.) 137861 o)} 08r31/2010 22 22 0 09/30/2010
(Diaz, Steve M.) 169448 01 09/06/2010 12 12 0 09/21/2010
(Duran, Denise) 139108 01 08/01/2010 34 34 0 10/18/2010
(Fierro Mendez, Beverly L.) 140185 01 08/31/2010 0 0 0 08/31/2010
(Fisher, Evelyn N.) 158882 01 08/31/2010 0 0 0 08/31/2010
(Franco Elias, Howard E.) 155064 01 08/31/2010 1] 0 0 08/31/2010
(Garcia Zaragoza, Deborah) 145382 o1 08/31/2010 0 0 0 08/31/2010
(Garcia, Jerry D.) 148695 01 08/31/2010 0 0 0 08/31/2010
(Granados, Judith) 155773 o1 08/31/2010 0 0 0 08/31/2010
(Greene, Kathleen T.) 143645 o1 08/31/2010 0 0 0 08/31/2010
(Williamson, Melissa M.) 157189 01 08/31/2010 0 0 0 08/31/2010
Aaron, Theresa 126855 01 08/31/2010 177 177 0
Acuna, John J. 145769 01 08/31/2010 177 177 o
Alvarez Hernande, Lois A. 137627 01 08/31/2010 177 177 0
Avila, Judith F. 169430 01 08/06/2010 174 174 ]
Bahe, Lawrence 141479 01 08/31/2010 177 177 0
Begay, Lisa M. 142305 01 08/31/2010 177 177 0
Beltran Del Rio, Anthony 144565 o1 08/31/2010 177 177 0
Beltran Del Rio, Kathy 144574 01 08/31/2010 177 177 0
Benallie, Joyce C 167760 o1 08/31/2010 177 177 0
Benitez, Lawrence 124713 01 08/31/2010 177 177 0
Bogan Walker, Kenneth W. 151708 o1 08/31/2010 0 o] 0 08/31/2010
08/27/2010 159 159 ]
Totals: 159 159 0
Bradley, Janet E. 166932 o1 08/31/2010 177 177 0
Bravo, Ashley M. 139094 01 08/31/2010 177 177 o
Bryant, Samuel M. 148307 o1 08/31/2010 17 17 0 09/23/2010
08/27/2010 159 159 ]
Totals: 176 176 0
Cain, Edward T. 108563 01 08/31/2010 0 0 0 08/31/2010
08/01/2010 177 177 0
Totals: 177 177 0
Cardenas, Joan R. 149971 01 08/31/2010 177 177 ]
Carmona, Shirley B. 141708 o1 08/27/2010 159 159 o]
Carranza Maclel, Douglas J. 148425 o1 08/31/2010 177 177 0
Castro, Jonathan 1. 116476 01 08/31/2010 177 177 0
Caviness, William M. 151321 01 08/31/2010 177 177 0
Chamness, Martha E. 149112 01 08/31/2010 177 177 o
Charley, Jesse L. 144167 01 08/31/2010 177 177 0
Chavarria, Roger 122307 [o}} 08/31/2010 177 177 0
Printed by Admin User at 05/24/2011 3:07 PM Edupoint School District Page 1 of 24

End of the Year Attendance List
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ATD413 — Class Reduction Summary

The Class Reduction Summary provides the total number of students who have withdrawn
during the current school year by section and grade level.
The report can be customized using the following options:

Report Interface @

MName: Class Reduction Summary Mumber: ATD#13  Page Orientation: Portrait

Options |_Sort/ Qutput  Canditions | Selection  Advanced

-‘(ear Start Snap Shot Date  Year End
N8£30/2010 0543072011 N5£3042011
Instructional Settings Filter %]

Instructional Setting el

™ NS - Mo Instructional Setting I~ 1 - Independent Study T 3 - Learning Center 7 E - Other Alternative Program
I G - County Students [ T - CaL-Safe program I x - Adult Transition [~ % - Special Ed

I Z - Out of County

Grade Level Filter (o]
Grade e

L= o
Display Options &)
[~ Hide Section 1D [~ lgnare Snapshot Date

Detail Display Options @
[~ Suppress Detall Report

™ Hide Course Title

™ Hide Course D

Class Reduction Summary, Report Interface

¢ To indicate the beginning and ending of the school year, enter the Year Start and
Year End dates.

e Enter the date to be used for the details in the Snap Shot Date box.

e Select which instructional settings to include in the report by checking the box in
front of each Instructional Setting.

¢ Inthe Grade Level Filter, check the boxes for the grades to be included in the
report. To check or uncheck all grades, use the <2 button.

e To omit the Section ID from the report, check the Hide Section ID box.

e To print the report based on the date the report is printed, check the Ignore
Snapshot Date box.

e At the center of the report, the detail prints totals of the number of absences by
grade level for each section. To leave this detail off the report, check the Suppress
Detail Report box.

e To omit the course title and ID, check the Hide Course Title and Hide Course ID
boxes. These options are most appropriate for elementary schools where all
students are in the same section, such as Kindergarten AM.
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E['ﬁ‘ Adams Elementary Year: 2010-2011
Class Reduction Summary Repart: ATD413
= Year To Date Range 08/23/2010 - 05/26/2011
As Of Date 05/26/2011
YTD
Grade YTD Total  Possible
Range Course ID_Course Title Section ID Teacher Pre K 01 02 03 04 05 op EnrollDays pays ¥TD AVG
Pre-Pre 0900 Headstart 0200 ‘Wrenn, Amber 28 1232 181 B.807
Pre-Pre MELP Melp 0750 Staff, Staff 4 865 181 3674
Pre-01 PREK Family Tree Prk 0753 Fuller, Rebecca 8 14 3762 181 20.785
K-K 00AM Kind Am 0441 Holliman, Sarah 10 1759 181 9.718
K-K ooPM Kind Pm 0222 Richardson, Kadell 6 1055 181 5.829
KK SEP Kind PmSei 0212 Keough, Sarah 4 704 181 3890
K-K YRKAM Kind Am Young 0201 Staff, Staff 7 1180 181 6.575
K01 00AM  Kind Am 0221 Richardson, Kadell 6 1 1263 181 6923
K-01 0OPM Kind Pm 0452 Beriz, Cynthia 1 25 5793 181 32.006
K-01 0OPM Kind Pm 0442 Holliman, Sarah a 2 1664 181 9.193
K-01 SEIA Kind Am Sei 0211 Keough, Sarah 3 9 2112 181 11.669
K02 00AM  Kind Am 0451 Berriz, Cynthia 12 9 a701 181 20448
K-02 0120 12 Multi-Age 0128 Beverlin, Casey 5 10 4 3045 181 16.823
K02 0120 12 Muli-Age 0130 Bingham, Cara 16 12 3044 181 16818
K02 YKPM  Kind PmYoung 0202 Staft, Staff 2 10 2088 181 11536
01-02 0120 1/2 Multi-Age 0119 Fry, Erin 18 4 3884 181 21.459
01-02 0120 1/2 Multi-Age 0118 Locatis, Abby 17 8 4081 181 22.547
01-02 0120 172 Multi-Age 0133 Medina, Sonya 7 6 220 181 12.160
01-02 0120 172 Multi-Age 0129 Staff, Staff 6 1 1186 181 6.552
01-02 0120 172 Multi-Age 0132 Staff, Staff 4 15 3325 181 18.370
01-03 0123 17213 Multi-Age 0125 Carrera-Wilbu, Monica 4 14 2 3393 181 18.746
01-03 0123 1/2/3 Multi-Age 0127 Pursley, Tammie 3 9 12 4401 181 24.315
01-03 0123 /213 Multi-Age 0126 Rapisura, Michael 4 14 & 4215 181 23.287
01-03 GUS Gus 0707 Quinn, Mike 1 10 2 2206 181 12.188
01-06 0580 5/8 Multi-Age 0537 Hanna, Tom 6 24 8 6336 181 35.006
02-04 0300 374 Grade 0102 Carroll, Natalie 24 1 4542 181 25.004
03-03 0300 34 Grade 0331 Hathcock, Erin 32 5613 181 31.om
03-03 0300 3/4 Grade 0334 Kruer, Eileen 28 4905 181 27.0909
Printed by Admin User at 05/26/2011 2:50 PM Edupoint School District Page 10f3

Class Reduction Summary
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ATD415 - Attendance Audit List

The Attendance Audit List lists, by section (grouped by teacher), each change to

attendance data.

The report can be customized using the
following options:

e Enter the Start Date and End

Date of the period for which to run

the report.

e To limit the report to specific

sections, enter a range of sections

in the Section ID boxes.

Report Interface

Name: Attendance Audit List Number: ATD415  Page Orientation: Portrait
| Options | _Sort / Output Conditions ~_ Selection Advanced

Start Date End Date

08/27/2012 08/26/2013

Section 1D

Include Signature Line
Attendance Audit List, Report Interface

e Toinclude a line for a signature and date at the bottom of each page, check the

Include Signature Line box.

158
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Hope High School
Attendance Audit List

Year:

20122013

Report: ATD415

e
Teacher Period Section ID Course 1D Course Title Room
Canaday C., Curt 6 0736 ADBEW Academic Decath 307TA
SIS Number |Sludenl Mame |G rade |Dale Time Of Change |0riginal Value |New Value |Audil Staff Name |IP Address |Sy5tem
08/28/2012
285410 |Fedt, Roger M. 111 |11/14/2005 00:00-00 | | | | |
08/31/2012
po2127 |Frost, Timothy M. [12 [11/14/2005 00:00:00 | | | | |
p11277 |Rowies. Paul M. [11 [11/14/2005 00:00:00 | | | | |
Attendance Audit List

Copyright© 2013 Edupoint Educational Systems, LLC
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ATP401 - Period Attendance List

The Period Attendance List report lists all student absences and the reason for the
absences in a given date range by period. It also lists the parent’s phone numbers for each

student, so the list can be used for attendance verification.

The report can be customized using the
following options:

e The report can be filtered by the
date by entering a Start Date and
End Date.

e The report can also be filtered by
the absence reason entered. The
absence reasons may be selected
by Type by selecting the Reason
Types to be included from the list, or
by Reason by checking off the
specific absence reasons to be
included. To check or uncheck all
reasons, use the 9 putton.

e To include cumulative totals in the
report, check the box for
Cumulative Totals.

Report Interface

Mame: Period Attendance List number: ATP401  Page Orientstion; Portrait

| Options |_Sort £ Output ~ Conditions  Selection  Advanced
Date Range

Start Date End Date

SDATE $DATE

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

Urwetified | |Unexcused | |Excused v hd

Absence Reasons Do)

™ Suspension [ Exc Tardy I waived I Unverified
[ Bussspend [ Unexcused I Tardy T Activity

[~ Counsfadmi I Other [~ Excused I liness

[~ Cumulstive Totals
Period Abs Threshold

=

Report Options

[ Hide Parent Contact Information

Period Attendance List, Report Interface

e To show only students that have a certain number of absences, enter the minimum
number of absences in the Period Abs Threshold box.

e To omit parent phone numbers and addresses from the report, check the Hide

Parent Contact Information box.
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Hope High School Year: 2010-2011
Period Attendance List Report: ATP401
from 01/03/2011 to 05/24/2011
[ Track:
Attendance By Period
Student Name Perm ID Grd Relation Parent Name Type Phone Ext Date o 1 2 3 4 5 & 7 8 9
Abbott, Billy C. 905483 12 Mother Aaron, Kathleen Home 480-555-1214 03/28/2011 Oth Oth Oth - - -
Father Aaron, Phillip Cell 480-555-6767 03/29/2011 Oth Oth Oth - - -
03302011 Oth Oth Oth Unx Unx Unx
03/31/2011 Oth Oth Oth - - -
04/04/2011 Oth Oth Oth Oth Cth Oth
04/05/2011 = - ©Oth Oth Oth
04/06/2011 - Oth Oth Oth
04/07/2011 Cth Oth Oth Oth Oth Oth
04/08/2011 Oth Oth Oth Oth Oth Oth
9 days o 7 7 7 6 6 6 0 0 0
Ackley. Brian R 913948 1" Father Ackley, Eugene Home: 480-555-6641 033N - . . . Tdy - -
Mather Ackley, Paula Cell 602-555-4377 0519/2011 . Tqy - - =
2 days o 1 0 0 1 0 0 0 0 0
Addington, Paula M. 871686 12 Father Addington, Craig Home: 480-555-4628 030042011 Upw - = - - - - . .
Mother Addington, Diana Cell 4B0-555-4828 033172011 Tdy - B B
04012011 Tdy - - - - - - - -
Idays 3 0 0 0 0 0 0 0 0 O
Arvanitas, Christina T. 892796 12 Mother Arvanitas, Kathleen  Work 602-555-5506 03/31/2011 - Tdy - -
Father Asvanitas, Craig Work 602-555-2537 1 days o 0 0 0 1 0 0 0 0 O
Bailly, George 874872 12 Mother Bailly, Joyce Cell 4B0-555-7980 03302011 L Unv - R
Father Bailly, Russell Cell 602-555-4390 03/31/2011 - - Unv - B
2 days o 0 0 0 2 0 0 0 0 O
Brady, Kenneth P. 874026 12 Father Patrick J Brady, Gary ~ Home 480-555-6218 03/30/2011 - umv - -
Mather Brady. Irene Pager 480-555-6475 1days o0 0 0 1 0 0 0 0 0
Printed by Admin User at 05/24/2011 3:36 PM Edupoint School District Page 10f5

Period Attendance List
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ATP402 - Period Student Absence Totals

The Period Student Absence Totals report lists all students at a school for a given date

range and displays the total number of absences recorded for each period. Parent phone
numbers are also included.

The report can be customized using the following options:

Report Interface

Name: Period Student Absence Totals RNumber ATP402 Page Orientation: Portrait

_Optinnsl sort / Output | Conditions | Selection | Advwanced

Attendance Conditions
Start Date End Date
kinimum Period Absences
|1—

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Unverified + | \Unexcused + | |Excused v A

Ahsence Reasons ek

" Suspension I Exc Tardy I waived [ Unverified
[T Bussspend [ Unexcused I Tardy [ Activiby

™ Counsfadmi I~ Other ™ Excused ™ liness

Report Options

[~ Hide Parent Contact Infarmation

Period Student Absence Totals, Report Interface

e The report can be filtered by the date by entering a Start Date and End Date.

e To only show students with more than a certain number of the absences selected in
the Absence Definition, enter the number in the Minimum Period Absences box.

e The report can also be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, or by Reason by checking off the specific absence reasons to be
included. To check or uncheck all reasons, use the 2 putton.

e To omit parent phone numbers and addresses from the report, check the Hide
Parent Contact Information box.
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Adams Elementary
Daily Attendance List

From 08/30/2010 to 06/03/2011

Year: 2010-2011
Report: ATD402

Student Name Perm ID Grade Gender Date Reason 1 Amt1 Reason 2 Amt 2
Aaron, Theresa 126855 01 Female 09/21/2010  lliness 1.00
Acuna, John J. 145769 01 Male 12/30/2010  Excused 1.00
03/18/2011  Unverified 1.0
Alvarez Hernande, Lois 137627 01 Female 03/18/2011  Unverified 1.0
Avila, Judith F. 169430 01 Female 10/05/2010  Excused 1.00
10/07/2010  Excused 1.00
10/11/2010  lliness 1.00
06/01/2011  Unverified 1.00
Begay, Lisa M. 142305 01 Female 10/11/2010  Excused 1.00
Beltran Del Rio, Anthony 144565 01 Male 09/30/2010  lliness 1.00
10/11/2010  lliness 1.00
10/20/2010  Unverified 1.00
11/23/2010  Unverified 1.00
12/01/2010  Unverified 1.00
Beltran Del Rio, Kathy 144574 01 Female 09/30/2010  lliness 1.00
10/01/2010  lliness 1.00
Benallie, Joyce C. 157760 01 Female 09/17/2010  Excused 1.00
09/24/2010  Excused 1.00
09/28/2010  Excused 1.00
09/30/2010  Excused 1.00
10/01/2010  Excused 1.00
Benitez, Lawrence 124713 01 Male 09/03/2010  Excused 1.00
09/21/2010  Excused 1.00
10/04/2010  Excused 1.00
06/01/2011  Unverified 1.00
Bogan Walker, Kenneth 151708 01 Male 09/28/2010  Message 1.00
10/04/2010  Excused 1.00
10/14/2010  Excused 1.00
Bradley, Janet E. 166932 01 Female 03/18/2011  Unverified 1.0
Bryant, Samuel M. 148307 01 Male 10/08/2010  Message 1.00
12/30/2010  lliness 1.00
Cain, Edward T. 108563 01 Male 09/17/2010  lliness 1.00
10/11/2010  lliness 1.00
Cardenas, Joan R. 149971 01 Female 06/01/2011  Unverified 1.00
Carmona, Shirley B. 141708 01 Female 03/18/2011  Unverified 1.0
Castro, Jonathan |. 116476 01 Male 09/13/2010  lliness 1.00
09/23/2010  lliness 1.00
03/18/2011  Unverified 1.0
Caviness, William M. 151321 01 Male 09/06/2010  Excused 1.00
09/16/2010  Message 1.00
09/30/2010  Message 1.00
10/11/2010 Message 1.00
Chamness, Martha E. 149112 01 Female 09/14/2010  lliness 1.00
09/17/2010 Message 1.00
10/04/2010  lliness 1.00
10/11/2010  Excused 1.00
12/01/2010  Unverified 1.00
Cohoe Berry, Sean K. 129849 01 Male
Printed by Admin User at 05/24/2011 2:59 PM Edupoint School District Page 10f2

Period Student Absence Totals
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ATP403 - Period Perfect Attendance List

The Period Perfect Attendance List lists all students who were not absent or tardy for a
given date range, by section. It also includes parent contact numbers.

The report can be customized using the following options:

Report Interface

Name: Period Perfect Attendance List Number: ATP403 Page Orientation: Portrait

_Optionsl Sort / Qutput = Conditions ~ Selection  Advanced

Date (&
Start Date End Date

08/27/2012 03/07/2013

Absence Definition - The selected Absence Types and Reasons will be used to exclude students. ]
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

Unverified “ | \Unexcused ¥ b v

Absence Reasons e

™ Vacation [ Suspension ™ Exc Tardy I Waived

™ Unverified [~ Funeral ™ Bussspend I Unexcused

I Iss I~ Tardy I~ Counseling I Activity

[~ Couns/admi ™ Lice [~ Other I Excused

I liness

Student Options @

Hide Student Detail Scheduled in Classes for Whole Range

Period Perfect Attendance List, Report Interface

o The report can be filtered by the date by entering a Start Date and End Date.

e The report can also be filtered by the absence reason entered. The absence
reasons may be selected by selecting the Reason Types to be excluded from the
list, or by checking the specific absence reasons to be excluded. To check or
uncheck all reasons, use the 2 button.

e To exclude all personal information from the report, including the permanent ID,
parent/guardian names, and phone numbers, check the Hide Student Detail box.

e Check the Scheduled in Classes for Whole Range box to require students to be
enrolled during the whole range of the date range.
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feupont Hope High School Year: 2010-2011
Period Perfect Attendance List Report: ATP403
= From 08/30/2010 to 05/24/2011
Section Period Course ID CourseTitle Teacher Room  Track
N/A N/A  N/A N/A N/A NIA
Student Perm ID Grade Trk Gender Relation Parent Type Phone Extn
(Abernethy, Anne E.) 902870 10 Female Mother Abemethy, Christina Cell 480-555-7225
Father Abernethy, Willie Home 480-555-5844
(Acevedo, Ashley) 801830 10 Female Father Acevedo, Willie Work 480-555-2574
Mother Acevedo, Heather Home 480-555-2807
Acosta, John A, 150265 1 Male  Mother Alvarez, Louise Home 662-555-2252
Father Acosta, Donald Home 662-555-2252
Mother Avila, Rebecca Cell 480-555-0720
Father Preciado, Joshua Home 480-555-2545
Adair, Diane N. 803912 10 Female Mother Adair, Dorothy Home 480-555-0835
Father Adair, Peter Home 480-555-0835
(Adams, Albert L.) 889844 11 Male  Mother Adams, Margaret Home 480-555-1610
Father Adams, Andrew Home 480-555-4580
(Adams, Sean B.) 877340 12 Male  Father Adams, George Cell 480-555-4529
Mother Adams, Rachel Cell 480-555-1250
Adams, Stephen J. 901622 10 Male  Mother Adams, Amanda Home 480-555-6832
Father Adams, Jose Work 480-555-4924
(Aguado, Bobby J.) 943822 10 Male  Father Aguado, Arthur Cell 480-555-4600
Mother Cuevas, Paula Work 480-555-0831
Aguado, Karen C 135319 12 Female Father Aguado Ranfla, Harry Home 480-555-8659
Mother Cervatnes Suarez, Diana Work 480-555-4641
(Aguilar, Kathleen G.) 132888 10 Female Mother Guardado, Tina Home 480-555-0987
Step-Father Dudley, Dennis Home 480-555-0987
Father Aguilar, Paul
Aguilar, Stephen A. 108367 11 Male  Mother Gutierrez, Mildred Cell 602-555-0791
Aguirre, Mary R. 952375 1 Female Father Aguirre, Henry Pager 602-555-3432
Mother Aguirre, Sandra Home 480-555-0464
Aiitchison, Alice E. B7173 12 Female Mofher Aitchison, Nicole Work 480-555-9472
Father Altchison, Albert Work 480-555-6814
Akagawa, Adam H. 165923 11 Male  Mother Golladay, Gloria Cell 602-555-9295
Father Golladay, Billy Cell 480-555-2225
Mother Akagawa, Helen Home 115-555-1521
Father Akagawa, Benjamin Home 115-555-1521
Ake, Joshua J. 889794 1 Male  Mother Ake, Cheryl Waork 4B0-555-8296
Father Ake, Gerald Work 602-555-4909
Akin, Andrea E. 902875 10 Female Father Akin, Gerald Home 480-555-3854
Mother Akin, Jessica Cell 480-565-1216
(Akpan, Tina N.) 165110 10 Female Mother Akpan, Kathleen Cell 480-555-2567
(Alcorn, Donald A.) 929904 11 Male  Mother Alcorn, Brenda Work 480-555-0833
Father Alcorn, Raymond Home 480-555-6890
Alder, Brenda | 967569 10 Female Mother Alder, Laura Cell 480-555-0390
Father Alder, Thomas Pager 602-555-9408
Printed by Admin User at 05/24/2011 3:42 PM Edupoint School District Page 10f83

Period Perfect Attendance List
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ATP404 - Period Class Attendance List

The Period Class Attendance List shows all students in a section on a given date and lists
the reason for each student’s absence in a period.

Report Interface

Mame: Period Class Attendance List Number: ATP404  Page Orientation: Portrait

_Optionsl Sort / Output = Conditions = Selection = Advanced
Teacher

A

Students To Display

Suppress Phone Numbers

Period Selection
Beginning Period Ending Period

b b
Date
Start Date End Date
Absence Definition
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
b g b b

Absence Reasons| el

™ Vacation [ Suspension ™ Exc Tardy [ Waived

I Unverified [ Funeral I Bussspend | Unexcused
I Iss [ Tardy I Counseling I Activity

™ Couns/admi ™ Lice I Other [ Excused

I liness

Period Class Attendance List, Report Interface

The report can be customized using the following options:

e By default, all teachers are included in the report. To run the report for just one
teacher, select the teacher’'s name from the Teacher list.

¢ Students To Display determines which students are included.

= Absent In Class, Show Class Attendance Only produces a report by teacher.
For each section, it shows only the students who have attendance events
matching selected reason types or reason codes. The code for the attendance
event appears in the column that matches the period for the teacher. All other
columns are blank.

= Absent In Class, Show All Attendance produces a report like the above, but
also shows other attendance events for the same day for the same student,
regardless of the period or teacher.
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= Enrolled In Class, Show All Attendance produces a report by teacher. For
each section, it shows all students enrolled who have attendance events in any
period matching one of the selected reason types or reason codes. A code for
an attendance event appears in the column that matches the period for the
teacher if an event occurred. Unlike the other reports options, an event does not
have to occur in this class for the student to be included.

e To omit student and parent phone numbers, check the Suppress Phone Numbers
box.

e Select the periods to be included in the report using the Beginning Period and
Ending Period lists.

¢ Enter the Start Date and End Date for the report.

e The report can also be filtered by the absence reason entered. You can select
absence reasons by type using the Reason Type lists or by specific reason using
check boxes.
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Edupoint

| Sehosl Dintrict

Hope High School
Period Class Attendance List
As of: 05/24/2011

Year: 2010-2011

Report: ATP404

Teacher:
Gardner, David

Student

Perm ID

Grd Trk Phone

Attendance By Period
0o 1 2 3 4

6 8 9
Period Section 1D Course Course ID Room Track
2 0258 Intermediate Acting PAB6 409
Ackley, Brian R. 913948 11 480-555-6641 - 1l m 1] m 1] Il
Period  Section ID Course Course ID Room Track
3 0358 Adv Acting PA92 409
Ackley, Brian R 913948 11 480-555-6641 - m m m m m 1l
Absence Definition
Bsp = Bussspend Exc = Excused Il = lliness Oth = Other Sus = Suspension

Unx = Unexcused

Unv = Unverified

Wy = Waived

Printed by Admin User at 05/24/2011 4:44 PM

Edupoint School District

Page 2 of §

Period Class Attendance List
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ATP405 — Period Student List by Attendance

The Period Student List by Attendance lists all students with a given number of absences
for a specific date range.

The report can be customized using the following options:

Report Interface

Name: Period Student List by Attendance Number: ATP405 Page Orientation: Portrait

Optiunsl Sort / Output = Conditions = Selection = Advanced

Attendance Conditions
As Of Date:

Minimum Period Absences

Absence Definition
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

g g g b

Absence Reasons [«

O activity [ Bussspend [] Counsfadmi (] Exc Tardy
O Excused lliness O other O Suspension
OTardy [unexcused CUnverified [Waived

Period Student List by Attendance, Report Interface

o Enter the As Of Date for the report.

e To only show students with more than a certain number of the absences selected in
the Absence Definition, enter the number in the Minimum Period Absences box.

e The report can also be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, or by Reason by checking off the specific absence reasons to be
included. To check or uncheck all reasons, use the 2 button.
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upot Hope High School Year: 2010-2011
Period Student List by Attendance Report: ATP405
iy Students Absent 1 or more times as of date 05/24/2011
| Track:
Student PermID  Grd
Ackley, Brian R 913948 1
Printed by Admin User at 05/24/2011 4:44 PM Edupoint School District Page 1 of 1

Period Student List by Attendance
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ATP406 — Period Class Attendance Form

The Period Class Attendance Form prints out a form that lists all students in a section and
provides boxes to be used to record attendance for a 4-week range.

The report can be customized using the
following options:

Enter the Start Date for the report.

Select the number of Weeks to be
displayed from 1 to 4.

By default, the report will print for all
sections and teachers. To print the
report for only one section or
teacher, enter the range of Section
ID or select the Teacher name from
the list.

Select the periods to include in the
report by selecting the Period
Begin and Period End from the
lists.

Report Interface

Mame: Period Class Attendance Form nNumber: ATP406  Page Crientation: Portrait

| Options |_Sort / Output | Caonditions  Selection | Advanced

Report Options

Start Date
FOATE

Teacher

WYEEKS

|4

“

Period Begin Period End
0 w9 v

Section ID

Second Student Mame Column Mumber
K]

Page Size
G511 - 85x%11 Letter v

I~ Add Hole Punch Margin
Extra Lings

w

Custam Number

Include the following fields

Columnn3election e
IV Grade I Gender ™ Phone I 2nd Student Mame ¥ Total Abs

Period Class Attendance Form, Report Interface

If the form will be printed on a very wide sheet of paper or flow over onto a second
page, it may be helpful to repeat the student’s name to ensure the information is
recorded on the correct row. To indicate where the student’s name should display a
second time, enter the column number after which the name will display in the
Second Student Name Column Number box.

Select the size of the printed page from the Page Size list.

To add a space to the left side of printed form to allow for punch holes, check the

Add Hole Punch Margin box.

Enter the number of Extra Lines to be added at the end of the report. These extra
lines may be used to list additional students who enrolled in the section after the
report is printed. To select a custom number of extra lines, enter the number of lines
in the Custom Number box instead of selecting an option from the list.

To turn on and off some columns on the form, check the boxes in the Include the
following fields section. The columns that can be turned on and off are:

Grade — grade will print on the report next to the name

Gender — gender will print on the report next to the name

Phone — phone number will print on the report next to the name

2" Student Name — student name will print on the report a 2" time in the column
specified by the Second Student Name Column Number (see above)
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o Total Abs — absence totals will be included on the report

'8shool Yo o Tem P || = ===l =zl=zl=lzlzl=zlclzlz]l=zl=z|l=z2]¢=
Flope High School 200 seestw2|d |5 13 5|5 |5|28 55|82 |5|5|8/8 /838|383 /8|3
Section[Subject Room  [Teadhor + o g = = & 2 E g b= = = S = = g g § S g g
gl T [emeaaeen |8 8§ E|E[E 5 55 E|8[5/5 8 5|5 58 33
First Secon Thirg Fourtn
"o STUDENT NAVE 5" [Nfon [Tues Wl Thu | Fii |Vion Tuss Wed| Thu| 71 [Von [Tues| Wed Thu | Fri [ton Ties] Wed Thl Fii |ASSENGE
| 1jAllen, Diane B 10 | s s ws|o wsjows|o|v v |[v[v|v]|v[v]v] v]|v 1
2/Ault Helen 5 10 | Wis NS ws|o ms/o|ws|o|v v |v| v v[v|v|[v v v 2
| 3|Burmuel, Charnes E. 10 | NS NS Nslo nsjo|ws|lolv v iviviv]iv iviv]iv|yv 3|
4|Byers, Joseph A, 11| NS NS NSl © NS O |NS| O vV v v ) v v v v v v 4
[ &|Carson. Louise V. i ws| TS wS| o NSO [WS| o |V [V [V [V iv|[Vv[Vv[Vv] vV 5
6|Ceja, Shawn M 10 | NIS NS NIS| O NS| O |NIS| O Vv v v v v v v v v v il
| 7|Conover, Clarence M. o |Ns| (WS ws|oNs[o[ws|o| v [V v [VvIv]|Vv[¥[Vv][v]|V 7|
B|Cook, Donna F. 10 | NIS NS NIS| O NS| O |NIS| O Vv \ v v v \ v v W v 8
| 8Cox, Kathy L wo|ns| (ws ws|o [Nus|o[ws[o| v v v |vv]|v][v[v]v]V 9
10/Cybulski. Eugene R 0 [ WIS NS WS| O NS O (WS|[0 |V V|V |V V|[V[¥|[V V|V 10
| 11[Hinson, James J. nws|  (ws wsjo Ms| o NSOV |V VIV V]|V ¥[V V|V "
12|James, Mary S. 0[S S ws| o NS O (WS[ oV VY|V V|[VI|[¥[V V|V 12
[ tefkest karen R w|ws| ws| [ws|o ws|o[ws[o| v v|v|v|v|[v]v|[v] v]|Vv 13
14|Lemire, Elizabeth M. 0[S NS ws| o NS O (WS[ oV |V Y|V V|[V|[Y|[V V|V 14
[ 18| Madsen, Homna J. B EEE ws| o NS[O [NS[ o[V [V V[V V|[V[V¥[V]V]V 15
16|Mendoza, Teresa L 0 (1S s ws| o NS o (wS[o |V V|V |V v|[V[V¥|[Vv vV 18
| 17| Meyer. EncD. I S ws|ows[ofws|[o|v v |v[viv]|v]v[v] vV 17
18| Michelin, Nancy M 10 | NS NS NS| O NS| O |NS| O W v v v v v v v v v 18]
| 19| Miller, Denise R. 0|ws| s ws|lo Mslo|ws|o|v v v v|iv]v|v|v] v]|v 18
20| Molina, Steve 10 | NS NS NS| O NS| O |NS| O A3 v v v v v v v v v 20|
| 21|Neison, Narcy w|ws|  ws ws|lo mslows|o|v v v v iv]v|iv]|v] v]|v 21
22|Porter, Jennifer S. 11 | NS NS NS| © NS| O |NIS| O \3 v v v v v v v v v 22|
| 23[Sanders, Matthew A o|ws| s ws|lo ms|ofws|o|v viviv|iv]iv]iv]|v] iv]|yv 23
24/Shil, Ronald T L& S ws| o NS o (WS[ o |V V|V [V Vv[V[¥[Vv vV 24
| 25|Soeiberg, Marie 10 | NiS NS Nslo |ws|oNs|o v |V v |V vV v v |v]|yv 25
25| Sorerson, Katy A 0 |s S ws| o NS o (ws[o |V V|V [V v[Vv[v|[Vv vV 26
| 27|stephens, Canl T o|ns|  [ws ns|o Ns|o|nsjo|v v viviv|v|v|v]|v]|v 27
28/Strong, Jennifer A 10 | NS NS NS| O NS O |NS| O v v v v v v v v v v 28|
| 23|Vogel, Kelly A 10 | rs | NIS Nslo [ms|o[ws|lo|v v v Vv iv|iv v iv]|v]|yv 29
30\wells, Jos A 10 | NIS NS NS| O NS| O |NS| O v v v v v v v v v v 20
| 31wison, Julia K. o|ws| s wsjo ms|o|ns|jo|v v iviviviv iv|v] vy 31
32|Yetter, Justin A 10 | NIS NS NS| O NS| O |[NS| O v v v v v v v v W v 22
Page 1 of 1
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ATP407 — Period Attendance Gaps by Teacher

The Period Attendance Gaps by Teacher lists all students in any of a teacher’s sections
that show a gap in their period attendance. For example, if the student was marked absent
for all periods but 3 period, it probably is a data entry error and the student was actually
absent. This report can be given to the teacher to review and fix these errors.

The report can be customized using the following options:

Report Interface

Mame: Period Attendance Gaps By Teacher Humber ATP407 Page Orientation: Portrait

_Opliunsl Sort / Qutput = Conditions = Selection  Advanced

Date Range
Start Date End Date

Section Options
Section ID

Gap Filter
Minimum Period Gap Size

Maximum Gaps Per Day

Absence Definition

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
by by s by by

Absence Reasons[Jjeld)

I™ Lice ™ Unexcused [ Unverified I™ Excused
I~ Pager I~ Activity ™ Message [~ Tardy

I Suspension I Other I liness I Inschoolsu
™ C-Pox

Include the following fields
[]Signature Line

Period Attendance Gaps By Teacher, Report Interface

¢ The report can be filtered by the date by entering a Start Date and End Date.

o By default, the report will print for all sections. To print the report for only some
sections, enter the range of Section ID.

e To specify what constitutes a gap, enter the Minimum Period Gap Size (the
minimum number of periods with no attendance between periods with absences
indicated), and the Maximum Gaps Per Day (the maximum number of blocks with
no attendance between periods with attendance recorded).

e The report can also be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, or by Reason by checking off the specific absence reasons to be
included. To check or uncheck all reasons, use the =i button.
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To include a line where the staff member who verifies the gaps can sign off, check
the Signature Line box.

Edupoint

|, Sehoot Distric

Hope High School
Period Attendance Gaps By Teacher

Year: 2010-2011

Report: ATP407

| Teacher: Davis, Jeffrey

Periods
Prd _Section ID Room Name Perm ID Grd Gen Date 01 2 3 45 6 7 8 9
5 1569 P-13 Adams, Scott M. 939208 12 M 04272011 - - - -
Adams, Scott M. 939208 12 M 05182011 - - - - =«
6 1678 P-13 Abbott, Billy C. 905483 2Mm 03/2872011 o 00
Abbott, Billy C. 905483 12 M 03/20/2011 000
Abbott, Billy C. 905483 12 M 03312011 000

Printed by Admin User at 05/24/2011 3:49 PM

Edupoint School District

Period Attendance Gaps By Teacher

Page 12 of 42
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ATP408 — Period Attendance Gaps

The Period Attendance Gaps reports lists all students that show a “gap” in their period
attendance. For example, if the student was marked absent for all periods but 3™ period, it
probably is a data entry error and the student was actually absent.

The report can be customized using the following options:

Report Interface

MName: Period Attendance Gaps Humber ATP408 Page Orientation: Portrait

_{}ptiunsl Sort / Qutput = Conditions = Selection = Advanced

Date Range
Start Date End Date

Gap Filter
Minimum Period Gap Size
1

Maximum Gaps Per Day
1

Absence Definition
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

W W W b
Absence Reasons [y«
[ Lice ™ Unexcused [ Unverified [T Excused
[ Pager [ Activity [ Message | Tardy
[ Suspension [ Other [ liness I Inschoolsu
[ C-Pox

Include the following fields
[]Signature Line

Period Attendance Gaps, Report Interface

e The report can be filtered by the date by entering a Start Date and End Date.

o By default, the report will print for all sections. To print the report for only some
sections, enter the range of Section ID.

e To specify what constitutes a gap, enter the Minimum Period Gap Size (the
minimum number of periods with no attendance between periods with absences
indicated), and the Maximum Gaps Per Day (the maximum number of blocks with
no attendance between periods with attendance recorded).

e The report can also be filtered by the absence reason entered. The absence
reasons may be selected by Type by selecting the Reason Types to be included
from the list, or by Reason by checking off the specific absence reasons to be
included. To check or uncheck all reasons, use the €& button.
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¢ Toinclude a line where the staff member who verifies the gaps can sign off, check
the Signature Line box.

™ Hope High School Year  2010-2011
Period Attendance Gaps Report: ATP408
| Scheod District
Periods
Student Name Perm ID Grade Gen Date 01 2 3 45 67 8 9
Abbott, Billy C. 905483 12 M 04/04/2011 0O00O0O0O0
03/29/2011 oo o0 -
04/07/2011 000 (o]
03/31/2011 000 -
03/30/2011 000 uu
03/28/2011 00
04/08/2011 00 0O0O0OC
Acevedo, Andrew BB6630 11 M 04/05/2011 - -
03/30/2011 -
04/01/2011 - -
04/06/2011
03/31/2011 -
03/29/2011 -
04/04/2011 = . =
03/28/2011 -
04/07/2011
Acosta, Eugene A 873921 12 M 04/27/2011 -
05/17/2011 -
04/26/2011 -
Adams, Howard T, 873985 12 M 04282011 - - - - - - - -
Adams, Scott M. 939208 12 M 04/27/2011 -
05/18/2011 - = - = -
Addingten, Paula M. 871686 12 F 03312011 T - - - - - - -
04/01/2011 T - - -
Amundsen, Jose W. 885416 12 M o0s202011 - - - - - - - -
05/18/2011 - = - = -
Anaya, Anthony C. 118268 122 M 05/17/2011 - - -
04/28/2011 = - -
Becklund, Joan D. 943213 12 F 0sM18/2011 - - - - -
Coleman, Jose L. 874305 12 M 03/012011 T - - - -
03312011 T - - - -
Cooley, Carolyn A 922759 12 F 03/01/2011 T - - - -
Gilbert, Tina K. 121590 12 F 03312011 T - - -
Grant, Timothy M. 867200 12 M 03302011 T - - -
Johnson, James L. 1l 877344 11 M 03012011 T - - -
Kanaga, Betty A, 874087 12 F 03/02/2011 T - - -
Klein, William J. 873376 12 M 03022011 T - - -
Sabin, Betty R 872037 12 F 03/02/2011 T - - -
Shirley, Ruby M. 914972 12 F 0302/2011 T - - -
Wilking, Doris M. B79867 12 F 03mz/2011 T -
Printed by Admin User at 05/24/2011 3:51 PM Edupoint School District Page 1 of 1

Period Attendance Gaps
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ATP409 - Period Absence Count

The Period Absence Count lists all students at a school and total the number of absences
recorded for each student by period and overall.

The report can be customized using the

following options:

e The report can be filtered by the

date by entering a Start Date and

End Date.

e The report can also be filtered by
the absence reason entered by
checking off the specific Absence
Definition (ABS1) or Absence
Definition (ABS2) to be included.
To check or uncheck all reasons,

use the €21 putton.

Report Interface

Mame: Period Absence Count Number: ATP409  Page Orientation: Landscape

Optinnsl Sort f Qutput  Conditions  Selection | Advanced

Date

Start Date End Date
08/30/2010 1242172010

Absence Definition (ABS1)

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

v v i v

[absence Reasons [Jyod

™ Suspension I Exc Tardy I Waived I” Positive
™ Unverified I Bussspend I Unexcused T Tardy
™ Activity ™ AltLrn ¢t [ Counsfadmi T Other
T Excused I lliness

Absence Definition (ABS2)

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
hd A hd A4

[sbsence Reasons e,

™ Suspension ™ Exc Tardy T waived I” Positive
I~ Unverified I~ Bussspend T Unexcused ™ Tardy
™ Activity [T AltLrn ¢t T Couns/admi T Other
" Excused [ llness

Period Absence Count, Report Interface

Edupoint i
T Hope High School Year: 2010-2011
Period Absence Count Repart: ATP409
——
Pariod 0 Pariod 1 Pariod 2 Pariod 3 Poriod 4 Pariod 5 Pariod & Pariod T Period 8 Pariod § “"L‘:ﬁ cay s
Student Name Grade Track ABS1 ABS? ABS1 ABS2 ABS1 ABS2 ABS1 ABS2 ABS1 ABS? ABS1 ABS2 ABS1 ABS? ABS1 ABS2 ABS1 ABS? ABS1 ABS2 ABS1 ABS? Absences Enrolled
Abbett, Billy C. 12 Track 7 o 58 <] 39 0 56 o 58 o 39 o 39 [} o o o 0 L o 302 o 14 187
H
(Abemethy, Anne E.) 1 o L] o -] o 0 o o o [} o o o [} L o o 0 o [ o o o 118
Acevedo Andrew " ] o o o o 0 o o o o o 0 o [} o o o 0 o [ o o o 167
(Acaveso, Ashiey) w ° o o Q 12 o 12 o 1z Q 12 o 12 Q o o o 0 o o &80 o 2 12z
Ackley, Bran R. " o L] 3 o o 0 o o 1 o o o o [} L o o 0 o [ 4 o 3 166
Aoosta, Eugens A 12 o o 13 o 1 o L] ] 7 0 4 o 4 0 1 0 o 0 L] 0 45 ] 13 167
Acosta, John A 1" o o 8 o o o o o o Q o o @ ) o 0 o o o 0 1] o B 167
Acunia, Kennath O, w o o 3 Q a2 0 30 o Ell o k3l o 30 [} o o o 0 o 0 187 o 10 167
Adair, Alan W. " o ] ° -] 13 0 5 o ] [ 5 0 5 [} L) o o 0 L o 45 ] 14 167
Adair Diane N " 5 o 1t © 1 © 1 © o o o o o o ® ©o o o 8 0o 3 0 I
Adair, Timothy S. " 16 o 12 <] 12 0 " o 13 [ 13 L] 12 [} o o o 0 o o 22 o 1) 167
(Adams, Albert L) " 1 ] o o o 0 3 o 2 [ 1 o L [} o o o [} L [ T ] & 126
Adams, Howand T. 12 20 1] 25 o 22 0 2 1] 23 o 20 o 20 [} 20 o o [} o [} 172 o 11" 187
Adams, Lany A 1" & o 8 o T o 1] o 8 ] & 0 8 0 o L] o 0 o 0 43 o 2 187
Agams, Martin C. " 18 L] 18 o 18 0 18 o 18 [ 18 L] 1% [} L) o o 0 L o 126 o 3 167
Adams, Scott M. 12 5 [1] a o B 0 ] o T o 5 o 7 [} L] o o 0 L o 46 1] L] 187
(Adams, Sean B) 12 16 o pal o 18 o 12 o 1% ] 16 o 18 ] 4 ] o 0 o ] 121 o 13 7%
Agams, Stephan J. " T o 8 o & 0 & o L [ & o 8 o o o o 0 o o 43 o 2 187
Adamski, Alan M 0 o ] 25 o 24 0 3 o k14 [ 24 o 24 [} o o o [} L [ 149 ] o 187
Addington. Paula M. 12 ] [ 5 ] 5 L] 4 ] 4 0 4 o 4 0 4 0 4 0 L] 0 40 ] 5 167
Aglvost, Jessa J. 12 3 o 10 <] 5 0 5 o 3 [ 3 o 3 [} o o o 0 o o 32 o 1) 187
(Aguado, Bobby J.) 0 o ] 1 o o 0 o o L [ 1 o L [} o o o [} L) [ 2 ] 2 146
Aguado, Kaen C. 12 5 ] 5 ] L] 0 5 (] 5 [} 5 o 5 [} L] o ] 0 L] [} 36 ] 2 187
Aguilar, Carelyn C. 10 o o L] o o o L] o 1 0 1 o 1 0 L] ] L] ) L] ] K o 1 187
(Aguiar, Kathieen G.) 0 o L] o o o 0 o ] o [} o 0 L] [} L) o o [} L) [ o ] o o
Aguilar, Roger F 12 o ] 3 -] 1 0 L] o L) [} L] 0 2 [} L) o '] 0 L) [ 20 ] 16 187
Aguilar, Stephen A 1 ] ] 4 ] 2 0 o (] o [} o o o [} L] o ] 0 L] [} ] ] L] 187
12 & [] " o 14 0 T 1] L [} & o 8 [} L] o & 0 o [ &8 o 13 187
1 o ] 1 ] 1 0 2 o 4 [} 3 0 L] [} L) o '] 0 L) [ 11 ] T 187
Ahlstrom, Jack M, " ] ] o ] ] 0 o (] o [} 1 o 1 [} L] o ] 0 L] [} 2 ] 1 187
Ahistrom, Linda K. 0 o [] " o 10 0 10 1] " [} " L] " [} o o o 0 o [ 83 o 4 187
Anchison, Alice E. 12 o L] o o o 0 1 ] o [} o 0 L] [} L) o o [} L) [ 1 ] 1 187
Achison Karen o & o 7T © T o & © 8 o T o 8 o o 0o o o o 0 4 o 5w
Akagama. Adam H. 1 o o L] o o o L] o o 0 1 0 L] 0 L] ] L] ) L] ] 1 o 1 187
Ak, Joshua J n o [] 1 -] o 0 1 o 1 [} o o L] [} o o o 0 o o 3 o 3 187
Akin, Andrea E 10 50 ] T -] &1 0 51 ] 51 [} 50 0 52 0 L) [} 1] 0 L) [ w2z ] 14 187
{Akpan, Tina N ) 10 -] ] o ] ] 0 ] ] L] [} o o o [} L] o a 0 L] [} o ] ] 4
Aarcon. Frank 10 RL ] 2 -] 19 0 hL] ] 18 [} R o 13 [} o o ] 0 L o 121 ] 1] 187
Alcazar, Eugene 10 ] ] 0 0 1% 0 19 ] 20 [} 20 0 1% 0 L) [} 1] 0 L) [ 17 ] 10 187
Alcazar, Eugene A 10 -] ] 14 ] 12 0 12 ] 12 [} 13 o 12 [} L] o a 0 L] [} 7 ] 5 187
(Acarn, Donald A} 1" o o L] -] o 1] L] o L] 0 o o L] 0 o ] L] ) (] ] o ] o o
Adder, Branda | 10 1] ] & =] & 0 5 ] 5 [} 1] 0 5 [} L) o o 0 L] o ks ] 3 187
Alder, Lawrence S, 12 5 1] 5 1] 5 0 L] ] T [} L] 0 7 0 5 0 1] 0 L] 0 a6 ] L] 187
Alder, Sarah €. 12 -] ] o ] ] 0 ] ] 2 [} 1 o o [} L] o a 0 L] [} 3 ] 2 187
Aldrich, Stewe K 12 o ] 4] -] 1 0 o ] o [} o o L] [} o o ] 0 L o 1 ] 1 187
Asxander, Fred D. 12 ] ] 3 0 o 0 ] ] o [} ] 0 L] 0 L) [} 1] 0 L) [ 3 ] 3 187
Alexander, George M. 12 -] ] 1 ] ] 0 ] ] L] [} 1 o o [} L] o a 0 L] [} 2 ] 2 187
Asxander, Joseph J 10 & 1] & =] 10 0 T ] L] [} 1] o 8 [} o o ] 0 L o 49 ] L] 187
Printed by Admin User at 05/23/2011 4:16 PM Edupoint School District Page 1 0f 65
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ATP410 — Summer Attendance Report

The Summer Attendance Report shows the minutes accrued by each student in the
summer school program, and how the minutes are apportioned between proficiency and
core. This is primarily used in California for schools taking supplemental attendance.

The report can be customized using the following options:

Report Interface

Mame: Summer Attendance Report Humber: ATPHMO  Page Orientation: Portrait

| Optinnsl Sort / Output | Conditions | Selection | Advanced
Reporting Period Q@
Reparting Period State Reporting Period

- -

Minutes [~]
Core Category Proficiency Category Minutes Per Period

Filtering Q@
Grade Instructional Setting
bl /| Independent I Learning L;g:;;;e ™ County SrangL_ [CAdutt T Special le_ ot
Study Center Program Students program Transition Ed Courty

Track
" PsI™ Regular

Summer Attendance Report Interface

o Select the reporting periods to include, as defined in the District and School
calendars, from the Reporting Period lists. To print the report for a State
Reporting Period instead, select the period from the list.

e Enter the number of minutes to use for all sections in the Core Category.

e Enter the number of minutes to use for all sections in the Proficiency Category.

e Enter the number of Minutes Per Period.

e Select the grade range to include in the report by choosing the Grade from the lists.

e Select which instructional settings to include in the report by checking the box in
front of each Instructional Setting.

¢ If the school uses tracks, check the boxes for the Tracks to include in the report.
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= Hope High School Year: 2010-2011
Summer Attendance Report Report: ATP410
= Reporting Period: Period 3, 10/25/2010-11/19/2010
‘ Track: Instructional Setting:
Apportionment

Student 1D Student Name Gr_ Pr_ CrsID Course Title APC CRT PIC Prof. Core Min Total Total Min
888116 Allen, Ruby D. 1"

877993 Allen, Shawn C. 12

887820 Allinder, Benjamin R. 1

992737 Allison, Kenneth B 1"

992672 Allison, Pamela D. 12

888126 Allred, David A. 1

988707 Alnas, Kelly M. 1

920153 Alonsg, Raymond G. "

8744309 Alpin, Steven J. 12

981303 Alvis, Jeremy T. 1

877916 Alwine, Roy M 12

889325 Amann, Walter A "

167096 Amatova, Tammy C. 1"

885362 Ament, Alice J. 1"

871884 Amiri, Margaret M. 12

588836 Amundsen, Russell A, "

118268 Anaya, Anthony C. 12

873834 Anderson, Ann M. 12

886310 Anderson, Louis H. 1"

886734 Anderson, Marie "

879286 Anderson, Paula N 12

903455 Anderson, Peter V. 11

875456 Andrews, Jean L. 12

873838 Apple, Diana 12

171008 Applegate, Sharon D. "

873208 Arambula, Pamela A, 12

140843 Ardis, Anne L 12

914682 Amold, Jason K 12

839443 Amow, Kelly L, 12

873840 Armow, Wayne M. 12

892796 Arvanitas, Christina T. 12

872129 Anviso, Anthony M. 12

873507 Ashoor, Carl § 1"

956523 Asturias, Jesse A JR 11

Printed by Admin User at 05/24/2011 3:52 PM Edupoint School District Page 7 of 58
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ATP602 — Period Sections Missing Attendance List

The Period Sections Missing Attendance List lists all sections at a school where the
attendance-scanning sheet has not been scanned into Synergy SIS.

The report can be customized using the following options:

Report Interface («

Name: Period Sections Missing Attendance List Number: ATP602 Page Orientation: Portrait

Options |_Sort / Qutput _ Conditions  Selection | Advanced

Date Range 3| |Period Range D] | Time Of Day (]
Starting Date Ending Date Starting Period Ending Period Time
b4 bl b4

Period Sections Missing Attendance List, Report Interface

o The report can be filtered by the date by entering a Start Date and End Date.

e Select the periods to include in the report by selecting the Starting Period and
Ending Period from the lists.

o If the school takes daily attendance twice a day in addition to period attendance, the
Time of Day to be included in the report can be selected from the list (AM, PM, or
AM/PM).

e If you want the report to print even if all teachers have taken attendance, check the
Print Empty Report box.
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upot Hope High School Year: 2010-2011
Period Sections Missing Attendance Report: ATPG02
iy Date: 05/23/2011 (T)
| Track:
Period Teacher Name Section ID Course Title Room # Sheet # Time Of Day
0 Attend Office, Attend 1800 Stu Asst Attend QOFC AMPM
Off
0 Audio Visual, Audio 1757 Stu Asst Av-Mc AV AM/PM
Visua
0 Blackburn M., Matt 0977 Plc Sports Inj ANNX AM/PM
0 Burgener S., Scott 1057 Jazz Band 410 AM/PM
o] Edelstein, Anne 1840 Biology 121 AM/PM
0 Evit Teacher, Rel T 1990 Personal Release Time SEM AM/PM
Per
0 Frommer, Kathy 0987 Student Store STOR AM/PM
0 Guidance Off, 1700 Stu Asst Couns CNSL AMIPM
Guidance Of
o] Haws, Kayle 1044 Trig/collg Math P-01 AM/PM
0 Jackson, Kathy 0077 Am Gowt 123 216 AM/PM
0 Jackson, Kathy 1077 Am Gowt 123 216 AM/PM
0 Jackson, Kathy 8077 Am Gowt 123 AM/PM
0 Joseph, Thomas 1960 Adv Wt Boys ANNX AM/PM
0 Kretschmer, James 1047 Algebra Il 135 AM/PM
0 Lewis, Jeff 1048 Geometry P-14 AMPM
0 Media Center, 0968 St Assist Media LIBR AMIPM
Media Cente
o] Mellyn, William 1050 Cl Prep Chem 118 AM/PM
0 Mhs Rotc, Mhs Rotc 0023 Colorgrd/drill MHS AM/PM
0 Powell, Rosemary 1807 Stu Asst Nurse NURS AM/PM
0 Rel Time, Rel Time 1868 Rel Time A Hr No R AMIPM
0 Rel Time, Rel Time 1869 Rel Time A Hr NeoR AM/PM
0] Rel Time, Rel Time 1870 Rel Time A Hr Ne R AM/PM
0 Rmhs Armyrotc, 1867 Jrotc Spec Team RMHS AM/PM
Rmhs Jrotc
0 Robinson, Robert 1024 Lit Explor P-21 AM/PM
0 Sullivan, Joe 1006 Beg Jewelry 403 AM/PM
0 Summers, Kim 1022 Prin Eng | 209 AM/PM
0 Wheeler, Jerry 1920 Adv Wt Boys ANNX AM/PM
0 Wischhusen, Ted 1665 Prin&prac Econ 215 AM/PM
0 Wong, Lillian 1076 Amer History |l 218 AM/PM
1 Aderson, Gordon 1140 Algebra Il 128 AM/PM
1 Arthur A, Andrea 1179 Mathematics 2324 AMIPM
1 Attend Office, Attend 1801 Stu Asst Attend QOFC AMIPM
off
1 Audio Visual, Audio 1758 Stu Asst Av-Mc AV AM/PM
Visua
1 Baniszewski, Nancy 1111 AA Sop 229 AMIPM
1 Bayer M., Michelle 1148 Std Math | 102 AM/PM
1 Becker A., Allison 00000001 Chemistry 104 AM/PM
1 Becker A., Allison 00000002 Chemistry 104 AM/PM
1 Becker A., Allison 1_054_SA99 Student Aid 403 AM/PM
1 Becker A., Allison 1152 Algebra Il 104 AM/PM
1 Becker C., Chris 1109 Accounting |l 125 AM/PM
Printed by Admin User at 08/08/2011 8:27 AM Edupoint School District Page 1 of 21
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ATP801 — Period Attendance Autodialer List

The Period Attendance Autodialer List lists all students that will be contacted by the
autodialer software, and lists the parent phone numbers and number of absences by period
for the date listed.

The report can be customized using the following options:

Report Interface

Name: Period Attendance Autodialer List Number ATPS01  Page Orientation: Portrait

_Optionsl Sort / Output ~ Conditions ~ Selection  Advanced

Attendance Conditions
Date Minimum Period Absences
03/07/2013 1

Parent/Guardian Relation Info
Primary Phone fo Use
Student b

Contact Allowed []Ed. Rights [[]Has Custody []Lives With []Mailings Allowed

Absence Definition
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

Unexcused | Unexcused Ti v b w

Absence Reasons [T

[ Excused [ C-Pox I Vacation [ lllness
I Lice I Activity I Unverified [ Other
I~ Doctor App I Inschoolsu I Funeral [~ Tardy
I~ Message [ Unexcused I Suspension

Reason Flags

v|Include Dialer Include Reports
Include Letter Report To State
Export Option

Print PDF Details in Export Output {applicable to CSV, Excel, Fixed, TXT)
Period Attendance Autodialer List, Report Interface

o Select the Date for which to print the report.

¢ To show only students with more than a certain number of the absences selected in
the Absence Definition, enter the number in the Minimum Period Absences box.

e Select which phone number should be dialed by the auto dialer from the Primary
Phone to Use list. To select which parent is called, check boxes in the
Parent/Guardian Relation Info section. These selections will be matched to the
parent’s information on the Parent tab of the Student screen.

e The report can be filtered by the absence reason entered. Select reason types to be
included, check absence reasons to be included, or check reason flags. The
Reason Flags are defined in the District Attendance Code and School
Attendance Code screens. If the absence reason is defined as an Incl Dialer
reason, and that flag is checked, the reason is included in the report.
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e Toinclude periods when printing to CSV, Excel, and Text File output types, check
the Print PDF Details in Export Output box. Absence periods appear after the

date in the output file.

Edupoint

e

Student Perm ID Grd Relation Parent

Hope High School Year:  2010-2011
Period Attendance Autodialer List Report: ATP801

Attendance By Period
Extn 0 1 2 3 4 5 & 7 8 9

Ackley, Brian R 913948 11 Mother Ackley, Paula
Father Ackley, Eugene
Totals

0 Students Absent 1 Period

0 Studenis Absent 2 Periods
0 Students Absent 3 Periods
1 Students Absent 4+ Periods
1 Students Absent

Absence Definition

i 1 1 1 1 1 0 0 0

Ext = Excused Il = liness Oth = Other

Unv = Unverffied

Printed by Admin User at 05/24/2011 5:08 PM

Page 10f 1
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ATP802 — Attendance Auto Dialer Report

The Attendance Auto Dialer Report produces a file that can be used by the school’s auto
dialer to contact students who were absent on a given date. It also prints a companion
report in PDF format that lists all of the information included in the file.

"ReferenceCode™, "Institution’™, "Periods"
"o0S453", r2YIT, "0, 1,2,5,4,5, 6"

Auto Dialer Absence List File

AsferenoaCodes Inctthstion

Hope High School
Attendance Auto Dialer Report
on DSA7200E

Pariods

Year  HO06-2005
Rapor: ATPS0Z

5054832

01.2.34,56

Attendance Auto Dialer Report

The report can be customized using
the following options:

Report Interface

MName: Attendance Auto Dialer Report Number: ATP802 Page Orientation: Portrait

° Enter the Date for the report. Optionsl Sort :"C.JL.IIpLII Conditions  Selection  Advanced
Attendance Conditions
e Tofilter by grade level, select pae__ ==
a Grade' Minimum Period Absences
- . 2
e Enter the Minimum Period
Absence Definitions
Absences :for the report' Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Students with fewer absences v v v v
will not appear. e
. [Absence Reasons[J
e Tofilter by the absence reason ||| - e _
- acation Suspension ™ Exc Tardy ™ Waived
entered, select types in the I Unverified [ Funeral [ Bussspend I Unexcused
Reason Type lists or select :Iss : Tardy :Counseling :Activity
specific reasons using the s e e B
check boxes. Attendance Auto Dialer Report, Report Interface
184 Copyright© 2013 Edupoint Educational Systems, LLC
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ATP603 — Positive Attendance Summary

The Positive Attendance Summary report lists all students at a school and totals the hours

the student has been absent for the reporting period selected and the hours the student
was present.

The report can be customized using the following options:

Report Interface («

Mame: Positive Attendance Summary tumber: ATP603  Page Orientation: Portrait

| Options |_Sort / Qutput  Conditions | Selsction | Advanced

Conditions Q)
Reporting Period State Reporting Period

- b by
Data Options (]
Totals by -

I Include Additional Columns

™ Suppress Unused Bell Periods

Overrides (%]
I~ Cwverride Class Minutes I~ Owverride Passing Minutes

|| Class Minutes Passing Minutes

|| No Backfill Daily Attendance Reason (]

Mo Backfill Absence Reasons

™ actvity ™ Bussspend I Counssadmi ™ Exc Tardy I Excused I lliness T Other 7 Suspension T Tardy T Unexcused
™ Unverified I waived

Positive Attendance Summary, Report Interface

o Select the reporting periods to include, as defined in the District and School
calendars, from the Reporting Period lists. To print the report for a State
Reporting Period instead, select the period from the list.

o The totals can be presented in either Days or Hours. To select which total to
display, select it from the Totals by list.

e Check the Include Additional Columns box to display three extra columns:

=  The Hours Limit column shows the limit of hours that can be earned for
the week.

= The Hours Pres column shows the hours present for the week.
= The Hours Def column shows the hours deficient for the week.

e To only show the bell periods using positive attendance, check the Suppress
Unused Bell Periods box.

e To override the class minutes or passing minutes defined in the Bell Schedule,
check the Override box and enter the number of Minutes to use.

e If an all-day code has been entered for a school using period attendance, but the
periods themselves do not show an absence, the periods can be “backfilled” so that
all periods for that day use the absence reason shown in the All Day Code. To
prevent the backfilling process from occurring for certain types of absence reasons,
select the reasons from the No Backfill Daily Attendance Reason section.
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E[‘i] Continuation High School Year 20102011
Positive Attendance Summary Report: ATP603
Instructional Setting: Special Ed Date Range: 08/30/2010-05/27/2011 Days Taught: 177

2 Tue o Thu (il Hours Hours Appr. Hours Hours Hours Hours
Student Name Pericd  Week 12345671234567123456712345671234567 Exc Unx Unx Over Credit MNE Appr.
Hadix, Gary C. Il Pericd 1 097202010 AAAA ARAA AAAA AMAA tert 000 1467 1133 000 000 000 1500
126024 2 M Period SubTotals 0.00 1467 1133 000 0.00 0.00 1500
Period 2 092772010 sese | assr  meks  wess  sess 000 000 000 333 333 000 1500
100472010 444+ EEES CRR ER e 000 000 000 333 333 000 1500
101172010 wuuu (TTIT uuuy | uuuy PR 000 1487 1133 000 000 000 1500
10182010 ++%+ CERES EERES e EEEEy 000 000 000 333 333 000 1500
Period SubTotals 0.00 14.67 11.33 1000 10.00 0.00 60.00
Period 3 10252010 444+ CEEES CEETS e LTy 000 000 000 333 332 000 1500
1012010 #exe rerr were rree tere 000 000 000 333 333 000 1500
11082010 ++4+ seat seee e saas 000 000 000 333 333 000 1500
1M52010 sese sean sees | A B 000 000 000 000 000 000 11.00
Period SubTotals 0.00 0.00 0.00 10.00 10.00 0.00 55.00
Pericd 4 117222010 444+ 4t eed HolidayHol iday 000 000 000 200 200 000 900
117282010 444+ eat ek e 000 000 000 332 067 000 1500
1200672010 ++++ e b e deat 000 000 000 333 000 000 1500
12132010 444+ teat PR e et 000 000 000 333 000 000 1500
Period SubTotals 0.00 000 000 1200 267 0.00 54.00
Period 5 011032011 ++++ e s ERe et 000 000 000 333 000 000 1500
01102011 S+as seas sees PN seas 000 000 000 333 000 000 1500
O1M7/2011 #+ss EERES EERES e 000 000 000 333 000 000 1500
012472011 44+ drdt b it dedt 000 000 000 333 000 000 1500
Period SubTotals 0.00 0.00 0.00 1333 0.00 0.00 60.00
Peried & 01312011 $+s+ eat EEREs e EEEEY 000 000 000 333 000 000 1500
02072011 ++4+ e RS ERe et 000 000 000 333 000 000 1500
021472011 wsss oo sens sese 000 000 000 333 000 000 1500
022172011 ++++ CER ey EERES ree 000 000 000 333 000 000 1500
Period SubTotals 0.00 0.00 0.00 13.33 0.00 0.00 G0.00
Period 7 02/28/2011 444+ eat ek e EEEey 000 000 000 333 000 000 1500
0300772011 ++4+ e b e deat 000 000 000 333 000 000 1500
03142011 ++4+ e RS ERe et 000 000 000 333 000 000 1500
0372172011 HolidayHol idayHolidayHalidayHol iday 000 D00 000 000 000 000 000
0372872011 weee s e e sens 000 000 000 333 000 000 1500
Period SubTotals. 0.00 0.00 0.00 1333 0.00 0.00 G0.00
Printed by Admin User at 06/27/2011 9:45 AM Edupoint School District Part1of 1/Page 10f 2
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ATP604 - Positive Attendance Audit

The Positive Attendance Audit lists all students at a school for a selected reporting period,
lists all absences that the student accrued, and provides a total of the hours the student
attended during the period.

The report can be customized using the following options:

Report Interface

Mame: Positive Attendance Audit Humber: ATPE04  Page Oriertation: Portrait

‘Options |_Sort / Qutput | Conditions | Selaction | Advanced

Conditions @
Repaorting Period State Reporting Period

V- A4 w
Data Options ]

I™ Include Additional Colurmns

I~ Suppress Unused Bell Periods

Overrides Q|
I Owverride Class Minutes I~ Override Passing Minutes

|| Class Minutes | Passing Minutes

No Backfill Daily Attendance Reason )

Mo Backfill Absence Reasons
[~ Activity T Bussspend I Couns/admi T Exc Tardy T Excused T liness T Other T Suspension T Tardy T Unexcused
™ Unweriied ™ walved

Positive Attendance Audit, Report Interface

o Select the reporting periods to include, as defined in the District and School
calendars, from the Reporting Period lists. To print the report for a State
Reporting Period instead, select the period from the list.

e Check the Include Additional Columns box to display three extra columns:

= The Hours Limit column shows the limit of hours that can be earned for
the week.

» The Hours Pres column shows the hours present for the week.
» The Hours Def column shows the hours deficient for the week.

e To only show the bell periods using positive attendance, check the Suppress
Unused Bell Periods box.

e To override the minutes defined in the Bell Schedule, check the Override Class
Minutes or the Override Passing Minutes box and enter the number of minutes to
use.

e [f an all-day code has been entered for a school using period attendance, but the
periods themselves do not show an absence, the periods can be “backfilled” so that
all periods for that day use the absence reason shown in the All Day Code. To
prevent the backfilling process from occurring for certain types of absence reasons,
select the reasons from the No Backfill Daily Attendance Reason section.
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= Continuation High School Year 20102011
Positive Attendance Audit Report: ATP604
Py}
Instructional Setting: Special Ed
Mon Tue Wed Thu Fri Total Hours Hours
Student Name: Period Week 12345671234567123456712345671234567 Appr. Over Credit To Week
Hadix, Gary C. Il Period 1 09202010 AAAA  AAAA  AAAA  AAAA  kess 1500 000 000
126924 12 M Period SubTotal 15.00 000 0.00
Period 2 0972772010 [ +b 4 PR P saae ek 1500 333 3.33 08/20/2010
1000472010 #+ 4+ R ERREs ERE s wewe 15.00 333 3.33 09/202010
10M1/2010 YUUU.  UUUU UUUUL UUUY sess 1500 000 000
10182010 s+ e v e saea tese 1500 333 2.33 09/20/2010
Period SubTotal 60.00 10.00 10.00
Period 3 10252010 s +e s - T tese 1500 333 1.33 09/202010
2.00 10112010
11012010 ++ 4+ R EEREs ERE s wewe 15.00 333 3.33 10112010
110872010 ++++ CR e RS ER s +a4e 1500 333 3.33 10112010
1HER010 wses PR PP A 1100 000 000
Period SubTotal 56.00 10.00 10.00
Period 4 222010 Weles P “+ssl THotigayHollidaly 9.00 200 200 10112010
/2802010 wses PR e PPN 1500 333 067 101172010
12006/2010 ++ 4+ R ERREs EREs reae 15.00 333 000
12H32010 wens PR e aae tene 1500 333 000
Period SubTotal 54.00 1200 267
Period 5 01032011 s+ 4+ + e et rrd tete 1500 333 000
01102011 s+ 4+ PR PP P P 1500 333 000
01172011 sans PR PP ane cene 1500 333 000
01242011 ++4+ +eae PR aae +ese 1500 333 000
Period SubTotal 60.00 13.33 0.00
Period & 032011 s+ v+ R PR EREs rewe 15.00 333 000
02072011 s+ e+ CR e Ry + 444 ER S 1500 333 000
021142011 s+ 4+ PR PP A tene 1500 333 000
022172011 sv e+ teee e ere rere 1500 333 000
Period SubTotal 60.00 1333 0.0
Period 7 02282011 [84la s PR PP ane PPN 1500 333 000
030772011 s+ 4+ P P e tese 1500 333 000
03H42011 %484+ R P 4444 teae 1500 333 000
0372172011 Hol idayHol dayHolidayHolidayHoliday 000 000 000
037282011 &+ # + CR e R ER s Hede 1500 333 000
Period SubTotal 60.00 1333 0.0
Printed by Admin User at 06/27/2011 §:38 AM Edupoint School District Part 10f 1/Page 10f 2
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ATP605 — Positive Attendance Totals

The Positive Attendance Totals report lists all tracks and instructional settings at a school
and summarizes the attendance and ADA for each track and instructional setting.

The report can be customized using the following options:

Report Interface [«

Mame: Positive Attendance Totals  Number: &TPENS  Page Orentation: Portrait

Optionsl Sort SOutput | Conditions© Selection | Advanced

Conditions ("]
Reporting Period State Reporting Period

v |- hd hd
Data Options (]
Totals by

w
Overrides O
I~ Owerride Glass Minutes I~ Owerride Passing Minutes
Class hinutes Fassing Minutes
Ho Backfill Daily Attendance Reasons O
Mo Backflll Absence Reasons
[~ Activity [~ Bussspend [ Counsfen:lmi_l_:n-!f;c ™ Excused I lness I Other T Suspension T Tardy I Unexcused
™ Urwerified [ Waived

Positive Attendance Totals, Report Interface

o Select the reporting periods to include, as defined in the District and School
calendars, from the Reporting Period lists. To print the report for a State
Reporting Period instead, select the period from the list.

o The totals can be presented in either Days or Hours. To select which total to
display, select it from the Totals by list.

e Check the Include Additional Columns box to display three extra columns:

=  The Hours Limit column shows the limit of hours that can be earned for
the week.

= The Hours Pres column shows the hours present for the week.
= The Hours Def column shows the hours deficient for the week.

e To override the class minutes or passing minutes defined in the Bell Schedule,
check the Override box and enter the number of Minutes to use.

e [f an all-day code has been entered for a school using period attendance, but the
periods themselves do not show an absence, the periods can be “backfilled” so that
all periods for that day use the absence reason shown in the All Day Code. To
prevent the backfilling process from occurring for certain types of absence reasons,
select the reasons from the No Backfill Daily Attendance Reason section.

Copyright© 2013 Edupoint Educational Systems, LLC 189



Attendance User Guide

Chapter Eleven

Edupoint 1 1 I
Cor]t_lnuatlon High School Year 20102011
Positive Attendance Totals Report: ATPE0S
g

Hours Hours Appr. Hours. Hours. Hours Hours
School Inst. Setting Date Range Days Exc Unx Unx Over  Credit NIE Appr.
Continuation High School Special Ed 05/02/2011-05/27/2011 20 0.00 0.00 0.00 0.00 0.00 0.00 0.00
School Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Grand Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Printed by Admin User at 06/27/2011 §:52 AM

Edupoint School District

Page 10f 1
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ATP606 — Positive Attendance Summary Extended

The Positive Attendance Summary Extended report lists all students enrolled during the
selected reporting periods. For each student, it displays any absences in each period, and
totals the days enrolled in the period and total absences for the period. It also totals the
absences and days enrolled by student, instructional setting, and school.

The report can be customized using the following options:

Report Interface («

Mame: Positive Attendance Summary Extended number: ATP606  Page Crientstion: Landscape

_Optionsl Sort / Output | Conditions | Selection | Advanced

Conditions Q|
Reporting Period State Reporting Period

| b d b4
Data Options Q|
Totals by v

™ Hide Appr Unx Column
I~ Include Additional Columns

™ Suppress Unused Bell Periods

Overrides (]
I~ Owerride Class Minutes [~ Override Passing Minutes

|| Class Minutes I Passing Minutes

No Backfill Daily Attendance Reasons (&)

Mo Backfill Absence Reasons

™ activity [ Bussspend I Counsdadmi T Exc Tardy T Excused I liness I Other I Suspension I Tardy T Unexcused
™ Unverified ™ Waived

Positive Attendance Summary Extended, Report Interface

o Select the reporting periods to include, as defined in the District and School
calendars, from the Reporting Period lists. To print the report for a State
Reporting Period instead, select the period from the list.

o The totals can be presented in either Days or Hours. To select which total to
display, select it from the Totals by list.

¢ To hide the column that displayed the approximate number of unexcused absences,
check the box titled Hide Appr Unx Column.

e Check the Include Additional Columns box to display three extra columns:

= The Hours Limit column shows the limit of hours that can be earned for
the week.

= The Hours Pres column shows the hours present for the week.
=  The Hours Def column shows the hours deficient for the week.

e To only show the bell periods using positive attendance, check the Suppress
Unused Bell Periods box.

e To override the class minutes or passing minutes defined in the Bell Schedule,
check the Override box and enter the number of Minutes to use.
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If an all-day code has been entered for a school using period attendance, but the
periods themselves do not show an absence, the periods can be “backfilled” so that
all periods for that day use the absence reason shown in the All Day Code. To
prevent the backfilling process from occurring for certain types of absence reasons,
select the reasons from the No Backfill Daily Attendance Reason section.

- . . "
) Continuation High School Year: 2010-2011
Positive Attendance Summary Extended Report ATPG0E
—r—
Instructional Setting:  Special Ed Date Range: 0830/2010-05/27/2011  Days Taught 177
Mon ue Wed L

Student Mame Period  'Week 12345671234567123456712345671234567 H"E'_":: H‘n‘r: “f,ﬁ',‘ "8",: Hw,,,E" m’?
Hadix Gary C. Il Peniod 1 097202010 AAAA ARAA AAAA AAAA PPPP 000 14867 133 0.00 0.00 367
126924 2 M Period SubTotals 000 1467 1133 000 000 367
Period2 092772010 PPPP PPPP PPPP PPPP PPPP 000 000 000 333 000 1500
100042010 PPPP PPPP PPPP PPPP PPPP 000 000 000 333 000 1500
101172010 UUUU uvuu uuvuu vuuu PPPP 000 14867 nas 0.00 0.00 367
10/182010 PPPP PPPP PPPP PPPP PPPP 0.00 0.00 0.00 333 0.00 1500
Period SubTotals 000 1467 1133 10,00 0.00 4867
Period 3 10/2572010 PPPP PPPP PPPP PPPP PPPP 0.00 000 0.00 33 0.00 1500
111012010 PPPP PPPP PPPP PPPP PPPP 000 000 000 3.33 000 1500
11/082010 PPPP PPPP PPPP PPPP PPPP 000 000 000 333 000 1500
11152010 PPPP FPPP PPPP i .B 000 000 000 000 D00 1100
Period SubTotals 000 000 000 1000 000 56.00
Period 4 1172272010 PPPP PPPP PPPP HolidayHol iday 000 000 000 200 0.00 900
111282010 BPPP PRPP PPPP PRPR PRRP 000 000 000 333 000 1500
12/0672010 BPPP PRPFP PPPP PRPR PPRP 000 000 000 333 000 1500
121132010 BPPP PRPF PPPP PPPP FPEP 000 000 000 333 000 1500
Period SubTotals 000 0.00 000 1200 000 5400
Period 5 01032011 BPPP PRPF PPPP PPPP PPRP 000 000 000 333 000 1500
011102011 FPPP PRPF PPPP PPPP FPRP 000 000 000 333 000 1500
011172011 BPPP PPPF PPPP PPPP FPRP 000 000 000 333 000 1500
01242011 BPPP PPPP PPPP PPPP FPPP 000 000 000 333 000 1500
Portod SubTotals 000 000 000 1333 000 €000
Perod & 0172172011 BPPP PPPP PPPP PPPP FPPP 000 000 000 333 000 1500
0200712011 BFPPP PPPP PPPP PPPP FPPP 000 000 000 333 000 1500
021412011 PPPP PPPP PPPP PPPP PPPP 000 000 000 333 000 1500
02212011 PPPP PPPP PPPP PPPP PPRP 000 000 000 333 000 1500
Period SubTotals 000 000 000 1333 000 60.00
Printed by Admin User at D27/2011 3 56 P41 Edupont School Distct Part 1011/ Page 1ol 2
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ATP607 — Positive Attendance Audit Extended

The Positive Attendance Audit Extended report lists all students enrolled during the
selected reporting periods. For each student, it displays any absences in each period, and
totals the days enrolled in the period and total absences for the period. It also totals the
absences and days enrolled by student, instructional setting, and school.

The report can be customized using the following options:

Report Interface («

Mame: Positive Attendance Audit Extended number ATP607 Page Crientation: Portrait

Oplionsl Sort / Qutput | Conditions  Selection  Advanced

Conditions &
Reporting Period State Reporting Period

v |- by by
Data Options Q)

I~ Include Additional Columns

I~ Suppress Unused Bell Periods

Overrides (6]
™ Override Class Minutes [~ Owverride Passing Minutes

|| Class Minutes | Passing Minutes

” No Backfill Daily Attendance Reasons @

Mo Backfill Absence Reasons
[T activity T Bussspend I Couns/admi I Bxc Tardy I Excused I liness I Other I Suspension T Tardy I Unexcused
™ Unverified I Waived

Positive Attendance Audit Extended, Report Interface

o Select the reporting periods to include, as defined in the District and School
calendars, from the Reporting Period lists. To print the report for a State
Reporting Period instead, select the period from the list.

e Check the Include Additional Columns box to display three extra columns:

= The Hours Limit column shows the limit of hours that can be earned for
the week.

= The Hours Pres column shows the hours present for the week.
= The Hours Def column shows the hours deficient for the week.

e To only show the bell periods using positive attendance, check the Suppress
Unused Bell Periods box.

e To override the class minutes or passing minutes defined in the Bell Schedule,
check the Override box and enter the number of Minutes to use.

e [f an all-day code has been entered for a school using period attendance, but the
periods themselves do not show an absence, the periods can be “backfilled” so that
all periods for that day use the absence reason shown in the All Day Code. To
prevent the backfilling process from occurring for certain types of absence reasons,
select the reasons from the No Backfill Daily Attendance Reason section.
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“ﬁ‘ Continuation High School Year: 2010:2011
Positive Attendance Audit Extended Report: ATPGO7
—

Instructicnal Seiting:  Special Ed

Man Tue Wed Thu Fri Towl Hours  Hours
Student Name Period Week 12345671234567123456712345671234567 Appr.  Over  Gredit To Week
Hadix, Gary C. Il Period 1 0972012010 AAAA AAAA AMAA AAAN PPPP 15.00 0.00 0.00
126824 12 M Period SubTotal 1500 000 000
Pericd2 092722010 PPPP PRPP PPPP PPEP pRpP 1500 333 333 08202010
100472010 PPPP PPRP EPEP PPPP PPRP 15.00 333 3.33 00202010
10112010 UUUU uuuu uuuu uuuu PRPP 1500 000 000
10182010 PPRP PRPP FFPP PPRP PRPP 1500 333 33308202010
Period SubTotal 60.00 10.00 10.00
Pericd3 10252010 PPPP PRPP FPPP PPRP PRPP 1500 333 1.33 09202010
2,00 10/112010
11172010 PPRP PPPP PPPP PPPP PPPP 1500 33 33310012000
11/082010 PPPP PPPP PPPP PPPP PPPP 15.00 333 333 1011200
11152010 PPPP PPPP PPPP o - o8- 11.00 0.00 0.00
Pariod SubTotal 56.00 10.00 10.00
Pericdd 11222010 PPPP PPRP PPPP Hol idayHoll iday 900 200 200 10412010
111202010 PPRP PRPP FRPP PPRP PRPP 1500 333 067 10112010
12062010 PPPP PPRP BPEP PPPP PPRP 15.00 333 0.00
12132010 PRPRP PRPP FRPP PPRP PRPP 1500 33 000
Period SubTotal 5400 1200 267
Pericd5 01032011 PPPP PFPP FFPP PPRP PRPP 1500 33 000
01102011 PPRP PPPP PPPP PPEP PPPP 1500 333 000
01172011 PPRP PPPP PPPP PPPP PPPP 1500 333 000
01242011 PPRP PPPP PPPP PPPP PPPP 15.00 333 0.00
Pariod SubTotal 60.00 13.33 0.00
Period 6 011312011 PPPP PPPP PPPP PPPP PPPP 15.00 333 0.00
02072011 PPRP PRPP PRPP PPPP pEPP 1500 333 000
021412011 PPRP. PPPP PPPP PPPP PPPP 15.00 333 0.00
02212011 BPRR.  PPRP  BPRPP  PFPRP  PREP 1500 33 000
Period SubTotal 60.00 1333 0.00
Pericd 7 02282011 PPPP PFPP FFPP PPRP PRPP 1500 33 000
030772011 PPRP PRPP PFPP PPRP PPPP 1500 33 000
03142011 PPRP PPPP PFPP PPPP PPPP 1500 333 000
03212011 Hel idayHol idayHolidayHo! i dayHol iday 00 0 000
032872011 PPRP PPPP PPPP PPPP PPPP 1500 33 000
Pariod SubTotal 60.00 13.33 0.00
Printed by Admin User at 06272011 401 P Edupart School Distrizt Pan 10l 1/Page1ai2
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ATP608 — Supplemental Instruction Summary

The Supplemental Instruction Summary report lists the number of hours recorded for each
type of supplemental funding.

There are no customizations configured for this report.

Edi
x Elementary Year 20102011
Supplemental Instruction Summary Report: ATPE08
et b
CAHSEE CAHSEE Rec'd For Low Star K12 Core inst.  Low Star Risk of Ret.
Year Ext Intensive Intervention Retention K-12 Core Inst. Score Risk of Ret. (Raw) Score (Raw) (Raw)

Grant Elementary

2010 R 0.00 0.00 0.00 000 000 000 0.00 0.00 0.00
Total 0.00 0.00 000 a.00 000 0.00 0.00 0.00 0.00
Grand Total 0.00 0.00 000 000 000 000 0.00 0.00 0.00
Printed by Admin User at 06/28/2011 6:04 PM Edupoint School District Page 10of1
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ATP609 — Supplemental Instruction Detail

The Supplemental Instruction Detail report lists the number of hours recorded for
supplemental instruction by student by date, as well as a summary of the total hours by
student and the total number of hours by program.

There are no customizations configured for this report.

Eduy
Year: 2010-2011

= Supplemental Instruction Detail Repart: ATP609
N
[ School: Year: 2010 Ext R |
| Section 1D: 3099 Course ID: 3099 Course: Education Teacher: Cole, Joseph Term: YR Fund: K-12 Core Instruction |
Student SIS Number
Johnson,Lucas 1859771 07/20/2010 0.75 07115/2010 0.75 09/09/2010 0.75 07/26/2010 0.75 08/05/2010 0.75

08/31/2010 075 07/22/2010 075 08/04/2010 075 07/28/2010 075 07/27/2010 075
08252010 0.75 09/03/2010 0.75 09/07/2010 075 08/18/2010 0.75 08/06/2010 0.75
09/02/2010 0.75 09/14/2010 075 07/21/2010 075 08/27/2010 0.75 08/03/2010 0.75
09/01/2010 075 08/26/2010 075 08/09/2010 075 08/30/2010 075 09/08/2010 075
08/10/2010 075 07/14/2010 075 09/13/2010 075 09/10/2010 0.75

Student Total Hours: 21.75

Supplemental Instruction Detail
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