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PERIOD The Period Attendance Cycle form displays various programs and
ATTENDANCE reports utilized to perform period attendance. The form is color
CYCLE coded to visually display which steps are procedural steps (yellow),

printed reports (white), scanner sheets (green), or forms for
displaying and updating data (blue.)

B3 Period Attendance Cycle -0l x|
|2007-2008 Screaming Eagle High School 10."24."2007'
= |Preview reports hefore printing | o |.0.uu Access Query condition to reports T [Clear Check Marks
A. Create New B. Print Period C. Read Period D. Display and
Period Attendance Attendance Update
Attendance Scanner Sheets Scanner Sheets Students
Sheet File gzAttendancey/
L. Print K. Print . Print Master H. Mass G. Mass
students with absences or " Absence or Change All-Day Change Period
urrverified tardies, create Period Cut and Period ATT Absences hy
o3z period abs o1 dialer file Listing Codes Class or St
M. Print N. Print P. Print Class Q. Print Class
students with n students with Period Period
or more periud excused Ahsence Llstlr‘la Ahsence
03 absences 03 absences a3 Summary W
Y. W. Print V., Print Lafters T. Read S. Print
nhsenceﬂ ardy to Pare| Absence Absence
Letters to {New) Verification Verification
Parents Scanner Sheets Scanner Sheets
Z. Copy 1. Print 2. Print Gain 3. Print Monthly 4. Print Monthly
Abhsences to Attendance and Loss Attendance Attendance
Grade Report 9 n.udlt Listing Report Report Summary
Tahle
Q1 = Report can have Access query condition. @2 = Form/report uses Aengs Query SkipKeep., @3 = Both.
Click here to view a detailed list of attendance changes.

\

As each step is performed a red check mark will display in the right
hand corner of the button. Once you have completed updating
attendance and created ALL of your monthly reports you will clear the
red check marks from the form.

V
NOTE: The ‘Clear Check Marks’ button at the top right hand of the page
is utilized to clear the red check marks. DO NOT clear the form
until you have printed all of the end-of-the-month reports.
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PRINT The Period Attendance Cycle form has the option to preview reports
PREVIEW prior to printing. The Preview Reports button will automatically
default and will contain a black dot in the center of the circle.

B3 Period Attendance Cycle i ] 4
|2007-2008 Screaming Eagle High School 10;’24;‘2007'
& |Preview reports before printing | " [add Access Query condition to reports | e

im

A. Create New B. Print Period C. Read Period D. Display and F.
Period Attendance Atendance Update
m’tendance Scanner Sheets Scanner Sheets Students
Sheet File W/ gzAttendancey’

To turn the Print Preview off click the mouse on the circle and the dark
dot in the center will no longer display. Any report selected will now
automatically be sent to the printer.

QUERY This form allows you to add query conditions to select certain criteria
CONDITION for your report.

B3 Period Attendance Cycle ] |
|2007-2008 Sye/aming Eagle High School 10!24!2007'
" |Preview reports before printing | " [add Access Query condition to reports | e
A CreateNew | B. Print Period | C. Read Period | D. Display and | E | E. |

_____ PR P PO ST

Each report has certain query conditions that can be utilized with
Access query or Aeries query. At the far left corner of the box a code
will display that indicates which query conditions can be utilized by
this report. If a code does not display there is no query condition
available.

Q1 - indicates that only Access query can be utilized.
Q2 - indicates that only Aeries query can be utilized.
Q3 - indicates that either one of these queries can be utilized.

v

NOTE: You must be familiar with utilizing these query options in order
to use them on these reports.
To add a query condition to a report, click the mouse on the Add
Query Condition option.

B3 Period Attendance Cycle i ]
[2007-2008 Screaming Eagle Higf School 1012412007 |
& |Preview reports before printing | " [nad &Ccess Query condition to reports | T [Clear Check Marks
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The Attendance Cycle form will display the following text box with a
message indicating that Access query is different than Aeries query.
Access will not require you to enter ‘IF’ into the query statement.

Enter IF Statement El

Enker &CCESS Query IF skakement (without IF)

Cnly daka on report can be queried

CQuotes required around alphanurmeric data Cancel |

Igr=1EI

In the text box type a query “IF” condition. For example, to print only
10™ Grade enter gr = 10. Then the report you select to print would
only include 10™ grade students. At the bottom of the form the query
statement will display in red.

s [ e oo - =
T [7an [7on [ 7

T~
01 = Report can have Access query condition. @2 = Formireport uses Aeries Query SkipKeep. @3 = Both. Query IF

Click here to view a detailed list of attendance changes.

When using Access Query certain standards must be utilized.
\ All alphanumeric (non-numeric) fields must be surrounded by
= guotes. All numeric fields do not require quotes.
NOTE:
Pay close attention to criteria selected. For example, if areport
does not contain teacher information it cannot be run for a
particular teacher.

CLEAR CHECK The Period Attendance Cycle form will keep track of all programs
MARKS that have been accessed throughout the current month. A red check
mark is placed in the bottom right hand corner of each button.

B3 Period Attendance Cycle / -0l x|
Z
I2007-2008 Screaming Eagle High Schocy/ 10."24."2007'
" |Preview reports before printing | " [ndd Access Query condition to i#ports | ' [Clear Check Marks
A. Create New B. Print Period C. Read Period E.
Period Attendance Attendance
Attendance Scanner Sheets Scanner Sheets
Sheet File
L. Print K. Print .. Print Master I H. Mass G. Mass
students with é ahsences or Absence or Change All-Day Change Period
unverified tardies, create Period Cut and Period ATT Absences hy
o3 period abs o1 dialer file o1 Listing Codes Class or St
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To clear the check marks, click the mouse on the Clear
Checkmarks button in the top right hand corner of the form.

CREATE NEW The Create New Period Attendance Sheet File is utilized to create
PERIOD a table that contains the current class enrollment for each teacher.
ATTENDANCE ©Once this table is created, scanner sheets can be printed for the
SHEET FILE teachers to keep track of each student’s attendance.
=
[2007-2008 Screaming Eagle High School 1012472007 |
& |Preview reports before printing | ' [ndd Access Query condition to reports | C

A. Create New B. Print Period C. Read Period D. Display and E. F.
Period Attendance Attendance Update
Attendance heets Scanner Sheets Students
Sheet File - j ozittendance

To create the period attendance sheet table;¢liek the mouse on

Create New Period Attendance Sheet File.

The following form will display. The Create New Period Attendance
Sheet File form contains all dates previously setup in School

Calendar.

i
2007-2008 Screaming Eagle High School 1072472007
[Select Attendance Period: | Path to PAC file: [cr\eagle] |

[ Week - Date | [ Week - Date | | Week - Date | [ Week - Date | [Week - Date |
109032007 | © (1311262007 | © (2503032008 | © [37.05/26/2008 | © [49.08/18/2008
C loz09A072007 | © (14120372007 | £ [26.03/10/2008 | £ [38.06/02:2008 | * [50.08/25/2008
C lo309A72007 | © (15121072007 | & 2703172008 | © [39.06/00:2008 | * [51.09/01/2008
C pa09242007 | © [16121772007 | © 2803242008 | £ (40064162008 | © [52.09/08/2008
C los001/2007 | © (1701072008 | © (2903312008 | © [4106:23:2008 | ©
C los-10/08/2007 | © (18011472008 | £ [30.04/072008 | © [4206/30.2008 | ©
C 710152007 | © [19.012172008 | © (3104442008 | © [43070772008 | ©
“ pg10/22/2007 | © 20012872008 | © (3204212008 | © [44.07/1472008 | ©
& log10/29/2007 | © (21020472008 | £ (33042872008 | © [4507.212008 | ©
C oongos2007 | © (22021172008 | © (3405052008 | © (4607282008 | ©
C nreoo7 | © 2302182008 | © (3505122008 | £ [47.08/0472008 | ©
C hznAey | © (2402252008 | © [3605/19/2008 | © [48.08/112008 | ©

Students per sheet:
" 54 _27 channel {(1400/2700)
o4
| Create | Exit |\_'P'Q‘E Restore 44 - 48 channel (3200,2000)

The assigned school week will display to the left of the starting date.
To create a new sheet table, click the mouse on the small circle next to
the week number and starting date selected.
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Verify that the Students per Sheet is set to the correct channel
for the scanner setting. This will setup the correct number of
students to print per each scanner sheet.

v

NOTE: It is crucial that the “Student’s per Sheet” area is set
correctly for the type of scanner used.

Click the mouse on the CREATE button. The following message
will display the quarter or semester for the week selected as
setup in the School Options form. If the quarter or semester is
not correct type the correct information in to the text field. Click
the mouse on the OK button. A message will display indicating
the Sheet File has been created.

CORRECT QUARTER? x|
Enter Quarter if nok 1

Cancel

If the following message displays, you have already created the sheet
table for the week selected. Click the mouse on the No button.

DELETE EXISTING SHEET FILE?

@ You already have a sheet file fo

v

NOTE: DO NOT click the mouse on the YES button. Verify you have
selected the correct week. If you answer YES you may delete the
attendance sheet table currently in use.
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After the school year has started and previous sheet tables have been
created, the system will automatically delete any sheet record more
than 3 weeks old. The following message will automatically display.

Verify that it is ok to delete the Week displayed and click the mouse on
the Yes button.

DELETE PAC FILE? ]

@ Ok to delete PAC File for week 067

Yes | Mo I

Save a copy of the PAC so that it may be Restored later if deleted
before all scan sheets have been read. To save a copy click Yes.

MAKE BACKUP OF PAC-FILE? ﬂ

@ Wiould wou like to copy the new P&C File?

Yes | Mo I

Select the Backup option and click the mouse on the OK button.

WHICH BACKUP DESIRED EI
Select Backup Desired, 0
1 - Do a quick backup ko LoCAL hard disk., -

2 - Do a SAFE backup ko Floppy diskis],

Cancel
5 - Do & hackup to LISER, DEFINED DISK. ANce

E

Update may be used to add a new section to an existing PAC file.
Select the desired week to update and click on Update.

54 - 77 channel (1400/2700)
44 _48 channel (8200/2000)

Restore

| Create | Exit |
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Enter the new section number and click OK.

ENTER SECTION MUMBER EI
Enker section number of class ko add to sheet table

Cancel

PRINT PERIOD After the sheet table has been created, the period attendance

ATTENDANCE scanner sheets can be printed. Prior to printing the scanner sheets,

SCANNER verify the RED check mark displays indicating the sheet table has

SHEETS been created for the current attendance cycle. To print the scanner
sheet, click the mouse on the Print Period Attendance Scanner
Sheets button.

B3 Period Attendance Cycle i ] 4
[2007-2008 Screaming Eagle High Seftool 1012412007 |
& |Preview reports before printing | ' [ndd Access Querg condition to reports | ' [Clear Check Marks
A. Create New B. Print Period D. Display and E. F.
Period Attendance Update
Attendance Scanner Sheets Students
Sheet File ’ ozAttendance

The following message will display. To print the scanner sheets on
continuous forms, click the mouse on the No button. To print from a
laser printer, click the mouse on the Yes button.

PRINT FROM LASER PRI =]

@ Print From Laser Printer?

es | i [u] I
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The following selection box will display with various options available.
Click the mouse on the box to the left of the options selected. After all
selections have been made click the mouse on the OK button and the
scanner sheets will be generated.

B3 Attendance Scanner S x|

73 Check printer lineup?

¥ Print teachers who use
Electronic Attendance?

M Limit the printout?
% period  © Room number

" Section  CourselD
"' Teacher's name

2
Starting week number?

[9

Starting sheet number?

[

¥ Print by teacher?

0K Cancel |

e Check Printer Lineup will display a form that can be used to adjust
the margins to ensure the bubbles align properly on the Scanner
Sheets.

e Print Teachers who use Electronic Attendance will print scanner
sheets for teachers that enter their own attendance electronically.

o Limit the printout will allow scanner sheets to be printed for a
specific period, section, room number, course or teacher.

e Starting Week Number is used to select the week of attendance for
the scanner sheets. It will automatically display the next upcoming
week number but can be changed if necessary.

e Starting Sheet Number is used to select which sheet number will
begin printing.

e Print by Teacher can also be selected to sort the scanner sheets in
teacher order.
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CHECK If the Check Printer Lineup has been selected the following form will
PRINTER display. Click the mouse on the Print Test Page button to test the
LINEUP lineup.

E3 printer margin adjustment for scanner forms : Form x|

Print Period Attendance Scanner Sheets/44 ling/laser

SHEET NUMBER BEUBBLES — |
Top Margin: 0

INCREASE this value to move the sheet
bubbles DOWH the page, and vice-versa.

Left Margin: Eli

INCREASE this value to move the bubbles

RIGHT. Decrease to mowe LEFT. ottt Ueet e
STUDENT NAMES _ I
I
Top Margin: 0 — THHHH—)&HHH*X— —
INCREASE this value to move the Gy |)(X)()(XXXXXXXXXIXXX
students DOVWH the page. e
Left Margin: ﬂi | |
INCREASE this value to move the et
students RIGHT. Decrease to move LEFT. =

A test page will print to determine if scan sheet bubbles need aligned.
Use this page to decide if the left side or top margins need adjusted.

To align the scan sheets, click the mouse on the + or - button for the
margin selected. The margin will adjust and the number will either
increase or decrease. Click the mouse on the Print Test Page and
verify the lineup. After the bubbles are aligned appropriately, click the
mouse on the Exit button.

B3 printer margin adjustment for scanner forms : Form x|

Print Period Attendance Scanner Sheets/d4 line/laser

SHEET NUMBER BUBBLES
TopMargin: [ A0l == | 1
b |

INCREASE this wvalue to move the sheet
hubbles DOYWHN the page, and vice-versa.

Left Margin: Ij'i _
INCREASE this value to0 move the bubbles .
RIGHT. Decrease to move LEFT. (2 s Vol [Pty =
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The following is an example of a 54 line/27 channel Period
Attendance Scanner Sheet.

Barzanti Periad: 3 —

i Han Econ!Gel Gs —
Waek:23  Sheet: 003

0E17 Days: MTWTF

EZ —
02192001 - D2/26/2001 ABSENT ABSEMNT

o1 00421 Abbott, Alice A.

02  D01454  Aguavo, Shamika R.
03 000455 Borde, Alice E.

04 000471 Brown, Alice V.

05 Q00484  Carr, Allan H.

06 Q0457  Carter, Alica M.

07 000499 Chu, Alice H.

08 001396 Chukwuy, Crystal

09 000538 Elhadary, Micholas M.
10 001393 Gibiser, Amanda R.
11 000582 Ganzalez, Melia L.

12 000580 Gotto, Christopher R.
13 000594 Gujral, Brandl 5.

14 0005898  Guzman, Lajeans M.
15 Q00817 Hubbard, Omar C.

16 Q000823  lem, Cares
17 000625  Inouys, Jamas

NN

=]

451

PR EDEMN= =200 0= b o= M
B oHe B W B R R R R E EEERE TR

READ PERIOD To scan the daily attendance scanner sheets, click the mouse on the
ATTENDANCE Read Period Attendance Scanner Sheet button

B3 Period Attendance e -|0] x|
|2007-2008 Screaming Eagle High School 10."24."2007'
& |Preview reports before printing | " [ndd Acceks Query condition to reports | ' [Clear Check Marks
v
A. Create New B. Print Period C. Read Period D. Display and E. F.
Period Attendance Attendance Update 9 9
Attendance Scanner Sheets [~/ Scanner Sheets Students
Sheet File W/ v ozAttendance

The following text box will display. Type the ending date for days
scanned in the text box. Click the mouse on the OK button.

x
Please enter the correct
date:

0:/24,2007

0K Cancel |
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The following text box will display. Enter the total number of days to be
scanned including today and click the mouse on the OK button.

ENTER TOTAL DAYS X|

Hawe mary kokal davs are you scanning For, counking

koday?
Cancel |

The following form will display. At the top of the form the message,

Communication Line is open, Ready to scan should

E3 Read Period Attendance Scanner Sheets

display.

=18/

2007 -2008 Screaming Eagle High School 1072412007
Week Sheet# Semiug/ﬂriud Teacher Course Room Scanned

[ 08 | [ o002 IAI/mHé | [ 1 ] [Acosta | [English 9 CP | E2_ || |
| Communications line is open, Ready to scan | PacFile: [cieaule'PACOB994.DAT |

Ln [STU#|Last Name [First Name |Sec# [MTWTF|MTWTF -

01 0190 Bennett CarissalL. 0636 |

02 0264 Brown Heather L. 0636

03 D495 Cruz-Torres MHoelia 0636

04 (0543 Deligio Tvler J. 0636

05 0577 *Downing Michele C. 0636

06 D661 Falls Dustin L. 0636

07 0728 Freeman Destanie C. 0636

08 0877 Gutierrez Christopher 0636

09 0897 Halton Marisa L. 0636

10 0960 Hernandez-Gom Sarah A. 0636

11 1058 Jauregui Catherine E. 0636

12 | 1380 Mc Clure Darlene E. 0636

13 | 1432 Miller Alan 0636 -

LOCATE SCAH OTHER

Place the scanner sheets into the scanner. To test the scanner, click
the mouse on the Scan One form button. One sheet should scan and
the message, Sheet scanned successfully should display. Verify that

the absences scanned match the scanner sheet.

Period Attendance Cycle — Secondary User Manual
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To continue scanning click the mouse on the Scan Continuously
button. The scanner will begin scanning the attendance sheets and
the message, Sheet scanned successfully should display after each
sheet. The attendance marks scanned will display next to the student
on the form.

B Read Penod Attendance Scanner Sheets _ O] =]
2000-2001 Eagle High School 01122001
Week Sheet¥# Section Period Teacher Course Room Scanned
[ 17 | [ o003 | [ 0617 | [ 3 | [Barsanti | Hon Econ/Gwt Gs | [E2__ | [01/12/01 |
| Scanner sheet was read | PacFile: [x:jasonPAC17994.DAT |
Ln [STU#[Last Hame [First Name |Sec# |MTWTF|MTWTF -
01 0421 Abbott Alice A. 0617 A |

02 1454 Aguayo Shamika R. 0617

03 0465 Borde Alice E. 0617 T

04 0471 Brown Alice V. 0617 T

05 0484 Carr Allan H. 0617

06 0487 Carter Alice M. 0617

07 0499 Chu Alice H. 0617 A

08 1396 Chukwu Crystal 0617

09 0539 Elhadary Hicholas M. 0617 T

10 | 1393 Gibiser Amanda R. 0617 T

11 |0582 Gonzalez Melia L. 0617

12 | 0590 Gotto Christopher R. 0617

13 | 0594 Gujral Brandi 5. 0617 A hal

LOCATE SCAH OTHER

ERROR
MESSAGES

\/
NOTE:

END OF

BATCH

If RED error messages display at the top of the screen there may be
problems with the scanner. If a message displays, click the mouse on
the Stop button. Try and scan the sheets again. Click the mouse on
the Scan Continuously button.

Examples of messages:
Sheet Number Misread As ##

Nothing was read from the scanner
Waiting for scanner input (Click on STOP to stop)

If several attempts to scan still produce errors, exit the scan
program. Try the Scanner Test form in Miscellaneous Functions.

After all sheets have been scanned click the mouse on the Stop
button on the scanner.
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PRINT After all sheets have been scanned click the mouse on the Print

MISSING button. A Missing Sheet List will be generated of all scanner sheets

SHEET LIST  that were not scanned. The following is an example of the Missing
Sheet List report.

Eagle High School 01/04101
2000-2001 MISSING SHEET LIST: 01/08/01 FPage 1
Sheet Numbear SECH# Peripd Teacher Mame Coursa Title Days Room
17 am G3E 1 Barsanhi English 8 Cp MTWTF E2
17 002 628 2  Barsanti English 9 Cp MTWTF E2
17 Q04 07 4 Barsanli English 9 Cp MTWTF E2
17 005 1610 5 Barsant English 9 Cp MTWTF E2
17 020 1170 1 Bartlett RSP Eng 1112 MTWTF B2
1702 12439 2  Bartlett RSP Ind Study MTWTF B2
17 0z2 1404 3 Bartlett REP Ind Study MTWTF B2
17 023 Gdd 4 Bartlett RSP Study Skis MTWTF B2
17 DG 188 2 Berry Craativ Cocking MTWTF  F1
17 007 359 3 Berry Creativ Cooking MTWTF  F1
17 008 2049 4 Berry Creativ Cocking MTWTF  F1
17 475 1481 4  Blackburn Businass Mngmnt MTWTF  B1
17476 603 5 Blackburn Bus Tech Corne MTWTF CF
1TaATT 1406 & Blackburn Businass Mngmnt MTWTF BT
17004 1176 1 Bray S0C Wi His!Geo ATWTF  BS
17010 1381 3 Bray 500 Wid His!Gen MTWTF  BS
17011 1457 4 Bray SOC Int, Science MTWTF F2
1712 1588 5 Bray 50C Inl. Science MTWTF M2
17013 16583 i Bray SOC Int, Science MTWTF M2
17 014 1159 1 Brookey Tehr Aide MTWTF E4

DISPLAY AND To display or update an individual student’s attendance record, click

UPDATE the mouse on the Display and Update Students Attendance
STUDENTS button.
ATTENDANCE
BT
|2007-2008 Screaming Eagle High School 101242007 |
' |Preview reports before printing | " [add Access Query condition tuirepurts | C
v
A. Create New B. Print Period C. Read Period D. Display and E E
Period Attendance Attendance Upiate
Attendance Scanner Sheets Scanner Sheets Students
Sheet File W | goittendance
L Print | K. Print J. Print Master | I H. Mass G.Mass |
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TO DISPLAY A Todisplay a student’s attendance record, use the Locate option to
STUDENTS select a student. The student’s attendance will display on the form.
ATTENDANCE
=
I2007-2008 Screaming Eagle High School 10!24!2007'
Stug Last Hame First Narne (Al) Middle Name Perm ID No.  Sex Grd Prog Trk AttPgm1 AttPgm?2 Status
[ 1[Abbott [Altan James [1590522772[m [12[ [ | I [
Parentiguardian AreaTelephone  Fathers Work/Extn Mothers Work/Extn Age Abs Ltr Date Ty Ltr Date
[M/M A Abbott |77 5550448 [777) 5557537 | [ | [17 [ o] [o]
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY ﬂ
Date A 8123456789 | Date A 8123456789| Date A 8123456789 Date A 8123456789 Date A 8123456789
= 9403 [HOLIDAY T ——— T — = 9] [———-——— =] 97| [-uuu--
e T B 91| |--——-u- =] I — ] I e — = g [-———
= 7| |-——--- = ans| |-——--- =] 9ne| [-—-—-1- I E—— =] 921|{o0|oogedo
=l 924] |-——-- 2| 9.25]0]000000 =3l 9/26] |-P-u-- T E?i 928 (—
E=1om| [-———-- E=002]T[ITT11T El10:03] [-T1111T E=M004]T[TTT1T1T S o ———
e ) e ) =100 |-———— [ e — = T [ —
[ T e — e T e — 1047 JuT-——— [ e — Eal10m9] Ju--——-
=1022] u-——--- =023 [-—-- e Y =025 [—————- =0 |-————-
[ ) e —— =030 |-———- [ T — ] R e —- =] [-———-
] =106 [-————— [ e — =108 |2 [ ) ——
E=[1112] |HOLIDAY E=[11n3] |-——--- [E=11a4] [-——--- = P e — =116 [--————-
[ ) e — (120 |-———- [ R — E [HOL TDAY B?iwzs [HOL IDAY
e R I e —— [ R e —— =128 |———— [ T — =[50 [-————
=123 |-———- [ =128 |-———— ] e — (= R ] —
[ ) e — = R —— E12n2] |-———— ] R I — = R —
=127 [-———-- =128 [-———-- =128 [———A<- =120 [—————- =] |-————
e I e —— e ) I =3 109 o [ ) — = ] [ ————— ﬂ
" RedFlag LOCATE ' Fill ALL Perigy UPDATE © yTDTotale © Print Preview OTHER
Backward Add change | Delete || update print || exit | Switch I

To view the remaining period attendance records for the student
displayed click the mouse on the up or down arrow located on the
right hand side of the form.
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DISPLAY To display a student’s attendance record totals and enter and leave
ATTENDANCE date, use the Locate option to select a student.

TOTALS

=
I2007-2008 Screaming Eagle High School 10!24!2007'
Stug Last Hame First Narne (Al) Middle Name Perm ID No.  Sex Grd Prog Trk AttPgm1 AttPgm?2 Status
[ 1[Abbott [Altan [James [1590522772[m [12[ [ | I [
Parentiguardian AreaTelephone  Fathers Work/Extn Mothers Work/Extn Age Abs Ltr Date Ty Ltr Date
[M/M A Abbott |77 5550448 [777) 5557537 | [ | [17 [ o] [o]

Enter/Leave Date Cd Grd PrgTrkReasn HxtSchl AttPgm1 AttPgm2 | | CD|Description [an [Po [p1 [P2 [P3 [P4 [Ps [P6 [P7 [P8 [P9

= = = 7 |u UNEXCusED © 3 1 1 2 1 ©0 0 ©0 0 |0
¥| Tuefoomazonz]Ei2] [ | I [ = = T |TARDY 0o 0 1 @0 0 1 0 0 0 0 0
0 |OTHER 2 2 2 2 2 2 2 o o 0 0
P | PRESEHT 0o 0 1 0 0 0 0 0 0 0 0
I |ILLHESS 2 2 3 3 3 3 3 0 0o 0 0
_ | _TOTALS*_
# EXCUSED 4 4 5 5 (§ 5 5 0 0 0 |0

* |UHEXCUSED 0 3 1 1 2 1 1] 1] o o 0

Record: 14] ¢ |] 1o ] of 1 q D

- Red Flag LOCATE UPDATE (ol ¥TD Totals » Print Preview OTHER
Backward ||  Get | Forward II add || Change [ Delete I Update II print || exit

Click the mouse on the Switch button. All Enter and Leave dates
display on the left side of the form. Each student’s total absences for
all day codes and each period of the day displayed for the current
semester on the right side of the form.

To display the Year-To-Date attendance totals click the mouse on the

YTD Totals button at the bottom of the form. The form will display
total absences for the entire year.
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ADD A Click the mouse on the Change button and press Tab until the date to
STUDENT be added is displayed.
RECORD
1ol
|2007-2008 Screaming Eagle High School 10."24!2007'
Stu Last Name First Hame (Al) Middle Name Perm ID No.  Sex Grd Prog Trk AttPgm1 AttPgm?2 Status
[ 1[Abbott [allan [Tames [150052z772[m [12[ [ | [ [
Parentiguardian Area/Telephone  Fathers Work/Extn Mothers Work/Extn Age Abs Lir Date Tdy Ltr Date
MM A Abbott [777)555.9448 |77 5557537 | | [ o] [o]
I MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 4
Date A B123456789 Date A B123456789( Date A 0123456789 Date A 8123456789 Date A 123456789
3| 903 HOLIDAY - 904 |-————- | 9/0% = | 9:06 =) 907 [-UUlU--
EE e 9] [-——-u- Bzl 942 E=ELE = ama [-————-
IE Mr |--—- 3 98| |-———— = 919 | 9520 3| 921(0|000000
| 924 |-————- ==l| 9/:25|0|000000 ]| 9.26 | 927 |-—————— | 928 |-————
=101 [-———-—- 1002 T{IIIIII =<1 10.03 [EM00H T TTITII 1005 [-----—-
=008 [-————- =T —— El10m0] [-———-- I —— EE ——
105 |-————- 106 |-————— 1047 [UT——-- 1018 |-——--—— (1049 (U---—-
IE 1022 [U-———- Eal10:23] |ag-—-- R —— E I —— E I ——
E=o2e] [-———-- = —— E T ——— = =02 [--———-
Enter the absence code in the Period or All Day field selected and
press Enter.
If an All Day code is entered it will automatically update all periods
that this student has classes but the Fill all Periods option MUST be
selected.
Otherwise, it will only replace the period absences present on this day
and will not fill in all periods.
FILL ALL To select the Fill All Periods option, click the mouse on the radio
PERIODS button at the bottom of the form. If an all day code is entered for any

date, all periods that the student has classes will also be changed to
this code. If this option is set off and an all-day code is entered, then
only the periods that currently have absence codes will be changed to
the same as the all day code.
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CHANGE AN Click the mouse on the Change button. The cursor will be located on
ABSENCE the first attendance entry for the student displayed.
CODE
1ol x]
|2007-2008 Screaming Eagle High School 10."24!200?'
Stu Last Name First Name (Al Middle Name Perm ID No.  Sex Grd Prog Trk AttPgm 1 AttPgm?2 Status
[ 1[Abbon [Alan James [M5e05zzr7zm [z [ [ | | [
Parentiguardian AreaTelephone Fathers Work/Extn Mothers Work/Extn Age Abs Ltr Date Tdy Ltr Date
MM A Abbott |777)555.9448  |777) 5557537 | | | [17 [ o] [of
I MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY ﬂ
Date A 8123456789 Date A 8123456789 Date A 0123456789 Date A 0123456789 | Date A 8123456789
= 903] [HOLIDAY = 0] [-———— T e —— & 906] [—————— 2] 907 [-uuu-—-
= omo| [-————- = T = om2| |[-———-—- e 93] [-——-—- I —
| 9MF| |————- | 98| |————- | 919 |——-T- B 9520 |———-—-—— =3 921(0|D0D000
=l 94| [--———- 2| 9:25/0|000000 == 9.26] |[-P-U-- B 927 [-——--—- = 28] [----—-—-
=100 [————-- EA1002 T|TIITIX E9100F |-TITII EJM004 T |ITITIT 1005 [----——-
=10m8] [-———-- =10m9| [-———-—- E=l10m0] [-———-- L oMz [---———-
IE 05| |-———- e=l10m8] |[--———- E=lom7| |ulf---- =08 |---—-—-— e=l1om8| Ju----—-
L [TTT77] I TE— El1nz3l la-——-—-—- Ezl1024] [-———-—- |TR11|L-25 —————— Iﬁjﬂl}?ﬁ  E——

Select the correct date and period. Type the change over the current
absence code. If an attendance date has been changed that will
affect attendance totals, such as, the monthly attendance report, a
warning message will display.

It is suggested that verification be made prior to continuing. Click the

mouse on the Yes button to complete the change and attendance
will be updated. To cancel click the mouse on the No button.

ARE YOU SURE?

2)

x|

o should MOT make changes ka this attendance datal Changing it could affect certain attendance repotts that have already been prinked. Are you
sure you want to do this?

DELETE AN Select the correct date and period to be deleted. Press the Delete
ABSENCE key on the keyboard and press Enter.
CODE

If an attendance date has been changed that will affect attendance
totals a warning message will display. It is suggested that
verification be made prior to continuing. To complete, click the
mouse on the Yes button and the attendance will be updated. To
cancel click the mouse on the No button.

ARE YOU SURE?

2)

x|

o should NOT make changes ka this attendance data! Changing it could affect certain attendance reports that have already been prinked. Ave you
sure you want to do this?
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ADD AN To add an Enter or Leave record, click the mouse on the Switch
ENTER OR button to access the Enter/Leave form.
LEAVE DATE
o/
|2007-2008 Screaming Eagle High School 10."2412007'
Stu Last Name First Name (Al Middle Name Perm ID No. _Sex Grd Prog Trk AttPgm1 AttPgm2 Status
[ 1[abbont [altan [lames Magpszzrzzm [12 [ [ | | [
Parentiguardian AreaTelephone X rs Work/Extn Age Abs Ltr Date Tdy Ltr Date
IMIM A Abbott I(???] 3539448 I Enter date if not... I Wl_ul I 0 I
Enter/Leave Date Cd Grd PrgTrkReasn HxtSchl Att [an [Po [P1 [Pz [P3 [P4 [Ps [P6 [P7 [P8 [P9
p] Tuefoomazoo7[Ef12] | [ -] -] L [ U R R R U A LA
24 1} 1} 1 o L1} 1 1} 1} [} o L1}
2 2 2 2 2 2 2 1] 1] L] 1]
1] 1] 1 L] 1] 1] 1] 1] 1] L] 1]
0K Cancel | 2 2 3 3 3 3 3 0 0 o0 |0
1] 1 1] L] 1] 1] 1] 1] 1] L] 1]

Click the mouse on the Add button and the Date Input Form will
display. A new date can be entered if the date is not the current date.
Click the mouse on the OK button.

1o/
|2007-2008 Screaming Eagle High School 10!24!2007'
Stu Last Name First Hame (Al} Middle Name Perm ID Ho.  Sex Grd Prog Trk AttPgm1 AttPgm2 Status
[ 1[Abhon [Allan [Tames [5e0szz77zm [z [ [ I_L [
Parentiguardian AreaTelephone Fathers Work/Extn Mothers Work/Extn Age Abs Ltr Date Tdy Ltr Date
[M/M A Abbott |[777) 5559448 |777) 5557537 | | | [17 [ o] [of

Enter L eave Date Cd Grd PraTrkRoasn HitSchl AttPgmd AttPgm2 | |CD|Description |an [Po_[P1 [P2 [P3 [P4 [P5 [P6 [P7 [P8 [P9
» [wed] 10/2472007] L [12 =T =] | | |UMExCusED [0 13 1M ﬁ : : : : . :
Tue| 09/04/2007| E [12 100 | Diploma (Meeting All State Requirements) = | PO P P PO PR PR
104  Did Mot Graduate (met all grad reqs except CAHSEE) o o 1o lo 1o la lo
106 Graduated (Met all Reqs but CAHSEE Mod or Waiver) 3 3 3 o o0 0 0
108 Graduated {Met all Regs but CAHSEE Exempt) 0 0 o0 o 0 0 o

120 Certificate of Education Achievement (EdCode 56390)
130 Deceased

&
&
&
=
=
=
=

140 Left - Hext School Unknown 2 1 o0 0 0 O 0
160 Moved - Verified in other CA Public School -

The date selected will now display. A code will also display depending
on the previous code selected. An Enter or Leave record must have a
valid date, an E for Enter or L for Leave under Cd, and the student’s
current grade, special program code, track code, teacher number,
reason code.
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DELETE AN To delete an Enter/Leave record, click the mouse in the gray box to
ENTER OR the left of the correct date to be deleted. The date selected will
LEAVE DATE  display a black arrow on the left side of the entry
_I5x]
|2007-2008 Screaming Eagle High School 10."24."2007'
Stuf __ LastName First Narme (1) Middle Name Perm ID No. _Sex Grd Prog Trk AttPgm 1 AttPgm? Status
[ 1[Abbon [attan James [5s0522772[m [12 [ [ | [ ]
Parentiguardian Area/Telephone Fathers Work/Extn Mothers Work /Extn Age Abs Ltr Date Ty Ltr Date
[M/M A Abbott [i777) 5559448 [777) 5557537 | [ | [17 [o] [of
Enter Leave Date Cd Grd PraTrkReasn HxtSchl AttPgmi AttPgmz| |CD[Description [an [P0 [P1 [P2 [P3 [P4 [P5 [P6 [P7 [P8 [P
P [Wed| 10/2472007] L [12 = = = —7/ U UMEXCUSED © 3 1 1 2 1 ©0 0 0 0 O
— — |T TARDY L Y | 0 0 1 0 0 0 0 0
Tue] 09/04/2007 E [12 hd hd = =l lo oTHER 2 2 2 2 2 2 2 o o0 0 0
P PRESEHT LUINE R | 0 0 0 0 0 0 0 0
I ILLHESS 2 2 3 3 3 3 3 0 0 0 0
A UNVERIFIED 0o 1 0 0 0 0 0 0 0 0 0
_  _*TOTALS*_
H | FYWCIEEN A A s 1 5 A5 A 1] 1] 1] 0
e v 200 o oo 0 o
® Delete enterfleave record For 102420077
fes | Mo I
Record: 14] 4[] R q »
' Red Flag LOCATE UPDATE  YTD Totals ' Print Preview OTHER

Iﬁackwardl Get | Forward II agd | change Undate I

primt || ext | switch I

UPDATE
ATTENDANCE
FOR ONE OR
MORE DAYS

Click the mouse on the Delete button. A message box will display to
verify the deletion. Click the mouse on the Yes button to complete
the deletion and the date will no longer display. To cancel the delete
click the mouse on the No button.

The Update function is used to quickly enter a reason for one or
more days of absences. Click the mouse on the Update button and
the following window will display.

The Starting and Ending Dates will default to the current date and
can be changed to cover a span of time the student was absent.
Enter a Starting Date and press Tab. Enter an Ending Date and
press Tab.
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Click the mouse on the drop down list below Reason to display the
school's absence codes and click the mouse on the code selected.

B39 Update Attendance Dakta x|

Update Attendance Data

[Abbott, Allan |

Starting date Ending date Reason

l0:24:2007] 10,/24,/2007 -]

« Update All Day code with this reason (yes)

& Fill &l class periods with this reason (yes)

Students class 123456789
schedule:

| ++++++———- |

Update Cancel

¢ Update All Day code is used to set the all day code to the
reason code selected. This option defaults to Yes with the
radio button turned on. If this option is not selected the all day
code will not be changed. To de-select this option click the
mouse on the radio button.

e Fill All Class Period is used to fill all the students class
periods with the reason code selected. This option defaults to
Yes with the radio button turned on. If this option is not
selected only the periods the student has absence codes will
be changed. To de-select this option click the mouse on the
radio button.

e Students class schedule displays a plus sign indicating each
period that the student is enrolled in a class.

Click the mouse on the Update button to update the students’
attendance record according to the data and options selected.
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MASS The Mass Change Period Absences is used to change period
CHANGE absences for an excused code for all students in a specified section or
PERIOD a list of student numbers specified for a given date. The following is
ABSENCES an example of the Mass Change Period Absences.

1ol x]
2007 -2008 Screaming Eagle High School 1052412007
Change students who are in Students to be updated: Period attendance

this section: Stu¥ __ Last Name FirstHame Grd 012 3 456789
I j’
OR
Change students whose

numbers are entered helow:

Change absences on:

[T072472007
during these periods...
From I_ through I_
to the following excuse code:
=]
Enter grade to change if not all
= o | o | Tout: [

Click the mouse on the Change Students Who are In This Section
drop down. To select specific students type one or more student
numbers in the text box with the heading Change Students whose
numbers are entered below. The current date will display in the
Change Absences on: field but can be changed to any date
selected.

In the From and Through fields enter the periods to be changed to
the absence code selected. For example, if 1 is entered in the From
box and 6 in the Through box all absences during periods 1 through 6
will be updated.

Click the mouse on the Excuse Code drop down and select a code.
This code will be entered into all students’ records selected during the
periods specified, such as for a field trip.

If the excuse code is limited to a specific grade enter the grade in the
Enter Grade to change field. Press Enter. The students selected will
display on the form and the period attendance for the date selected
will display. At the bottom right hand side the total number of students
to be changed will also display.
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Verify the information selected is correct. Click the mouse on the
Update button. This will update attendance records for the students

displayed. The following is an example.

_Io/x]
2007-2008 Screaming Eagle High School 1012452007
Change students who are in Students to be updated: Period attendance

this section: Stu#  Last Name FirstName  Grd 01 23 4567889
I—;[ 1 Abbott Allan 12 |- VYV V.- - o .
8 Ahesamis Tatiana L I N ¥ A VA VLV ) S R O )
OR
Change students whose

numbers are entered below:

18
Change absences on:

I 10/24/2007

during these periods...

From |1_ thruughld_

to the following excuse code:

v =1

Enter grade to change if not all

—

=

Total:

In this example, the two students selected had absence code "V"
placed in each period between 1 and 4. Note the student numbers

were entered with one space between each number.
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MASS The Mass Change All-Day and Period ATT Codes is used to
CHANGE ALL change the All-Day code or the Period codes for students, during a
DAY AND specified range of dates that have a specified number of absence

PERIOD ATT codes for that day. The following is an example of the Mass Change
CODES All-Day form.

JRI=IEY
2007 -2008 Screaming Eagle High School 1072412007

Students to be updated:

Enter Period Enter All Day
code to use code to change to

e Change All Day Code
-~

Change Period codes

Start Date: | 9042007
End Date: | 1072472007

during at least the
following number of
periods {0 means they Enter grade
must have been absent tochangeif  © Detail Report o Summary Report  Total: I
every class period)... not all

[0 [ | Update List Update ATT m

Click the mouse on the Enter Period Code to Use drop down and
select an absence code. This is the absence code that the program
uses to identify students having this code in their period attendance
record.

If Change All Day Code has been selected then click the mouse on
the Enter All Day Code to Change to and select a code. This is the
all day code that will be changed in the period attendance record for
the students identified and selected.

The Starting and Ending Dates will default to the first day of school
and the current date and can be changed to cover a span of time the
student was absent. Enter a Starting Date and press Tab. Enter an

Ending Date and press Tab.
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During at least the following number of periods determines the
number of period absences a student must have in the attendance
record for a day in order to have the all-day code changed. Zero
indicates the student had to be marked absent in all classes on that
day. If any other number is entered then AERIES counts the number
of times an absence is encountered in one day and if it is greater than
the number entered, it changes the all-day code.

ol
2007 -2008 Screaming Eagle High School 1072412007

code to

[a =1

Enter Period Enter Period code

Students to_be updated:

to change to

lu =1

- Change All Day Code

* Change Period codes

Start Date: | 9042007
End Date: | 1072472007

Enter grade

tochangeil * Detail Report 9 Summary Report Tntal:l
not all

| | Update List Update ATT m

If the Change Period codes option is selected the form will change to
allow selection of period absence codes to be changed instead of all
day codes. This form is used for example, in the case of a grade wide
field trip or changing A’s to U’s after a certain number of days.

To select Change Period Codes click the mouse on the Enter
Period Code to Change to and select a code. This is the code that
will be changed in the period attendance record for the students
identified and selected. The Start Date: will default to the first day of
school and the End Date: will default to today’s date. Enter the date
range selected. When Change Period Codes has been selected
notice that During at least the following number of periods no
longer displays.
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A limit may also be placed on the grade for the students to be updated
by entering a grade in Enter Grade to Change if Not All. If no grade
is selected all grades will be updated.

The View a Detail Report and View Summary Report options are
selected by default to print after the Update ATT option is run. These
options can be turned OFF, by clicking the mouse on the circle to the
left and the black dot will no longer display.

After all selections are complete click the mouse on the Update List
button. All students that meet the criteria selected will display for
verification. Click the mouse on the Update ATT button.

=T
2007 -2008 Screaming Eagle High School 10/242007
Students to be updated:
Enter Period Enter All Day Stu# | Date [Last Name |First Name |Period ATT
code to use code to change to |16 9/18/2007 |Acuna Philip -AAAAA
IE[ Iﬁ 16 9/19/2007 |Acuna Philip -AARAR.
101 9/112/2007 | Arzola Fahd PAAAANA. ..
o) Change All Day Code 101 9/13/2007 | Arzola Fahd PAAAANA. ..
- L 220 9/5/2007 Bodnar Bhairavi | -AAAAAN..
Ul Eailoe) sl 220 9/6/2007 Bodnar  Bhairavi -AAAAAA. .

o

Start Date: I 9042007
End Date: | 1072472007

during at least the
following number of
periods {0 means they Enter grade
must have been absent tochangeif © Detail Report 9 Summary Report  Total: | 6
every class period)... not all

- I

The Update List function should be performed prior to Updating
ATT. The display will provide a reference to view the students
prior to the update.

If Detail Report or Summary Report was selected they will display to
view or print. The Detail Report will generate the Detailed Summary
of Attendance Code Changes and will print the student and the
individual change made in the attendance records.
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The following is an example of the Detailed Summary of Attendance
Code Changes.

Screaming Eagle High School 10/24/2007
2007-2008 Preview of Attendance Code Changes/Details Page 1
Proposed
STU#  Last Name First Name Sex Grade Date All-Day Code
0016  Acuna Philip M 12 9/18/2007 U
9/19/2007 U
0101  Arzola Fahd M ] 9/12/2007 U
9/13/2007 U
0220 Bodnar Bhairavi F 10 9/5/2007 U
9/6/2007 U

The Summary Report will generate Changes of Attendance Code
Report and will print the summary totals for each student. The
following is an example of the Attendance Code Changes reports.

Screaming Eagle High School 10/24/2007
2007-2008 Preview of Attendance Code Changes Page 1
Mumber of All-Day codes
STU#  Last Name First Name Sex Grade that would be changed...
0016 Acuna Philip M 12 2
0101 Arzola Fahd M 9 2
0220 Bodnar Bhairavi F 10 2
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PRINT The Print Master Absence Listing or Period Cut Listing has the
MASTER option to select and generate two different reports. The Print Master
ABSENCE Absence Listing prints all students reported absent with attendance
OR PERIOD code “A” during home period.

CUT LISTING

The Period Cut Listing prints students who were present home
period but absent with attendance code “A” during another period of
the day. After clicking the mouse on the Print Master Absence
Listing or Period Cut Listing the following option box will display.

PRINT WHICH REPDRT? El
1 = Print Master Absence Listing oK
2 = Print Period Cut Listing -

Cancel

Select the report to be generated and click the mouse on the OK
button. Enter the date and click the mouse on the OK button.

£ Date Input Forn il

Please enter the correct
date:

oK Cancel

The following is an example of the Master Absence Listing.

Screaming Eagle High School  ;../007

2007-2008 Master Absence Listing - Period 2 Page 1
STU# Student Name Sex Grade Parent/Guardian Home Phone  Parent's Work
0001  Abbott, Allan J. M 12 M/M A Abbott 777-555-9448 777-555-7537
0012  Aceves, Steven M 12 M/IM A Aceves 777-555-0805 777-555-9171
0886 Ha, Melissa F 11 M/M H Ha 777-555-3639 777-555-4237
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The following is an example of the Period Cut Listing.

Screaming Eagle High School 10/24/2007

2007-2008 Students Present Period 2 - Absent Another Page 1
Absences

STU# Student Name 0123456789 Parent/Guardian Home Phone  Parent's Work

0010 Abrego, Alice A. “h-------- M/M A Abrego 777-555-7682  777-555-4038

0220 Bodnar, Bhairavi L. SIASEASSaa S M/M B Bodnar 777-555-2255  777-555-2066

PRINT
ABSENCES
OR TARDIES,
CREATE
DIALER FILE

The Print Absence or Tardies, Create Dialer File has three different
reports to select from and has the option to create a phone dialer file.

The Print Students Absent Today and the Print Students Absent
Today/Wide will print all students’ reported absent for any period
during the day for either a legal size or wide printed report.

The Print Students Tardy Today will print students reported tardy
with an absence code of “T” for any period during the day.

The Create Dialer option will create an ASCII text file of student data
that is input into a dialer program. After clicking the mouse on the
Print Absence or Tardies, Create Dialer File the following option
box will display.

PRINT STUDENTS ABSENT-TARDY? EI
1 = Print Students Absent Today 0
2 = Print Students Absent TodayWide -

3 = Print Students Tardy Tadaw
4 = Create Phone Dialer Lisk

Cancel

Select the report and click the mouse on the OK button. The following
are examples of the reports available.
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The following is an example of the Students Absent Today report.

Screaming Eagle High School R
2007-2008 Students Absent Any Period on 10/24/2007 Page 1
Absences
STU# Student Name Grd 0123456789 Parent/Guardian Home Fhone  Parent's Work
000001 Abbott, Allan J. 12 SVRVV----- MM A Abbott 777-555-9448  777-555-7537
000005 Abea, Ayrianna J. 12 mH- - MM A Abea T77-555-7213  777-555-6495
000010 Abrego, Alice A. 9 “ho------- MM A Abrego 777-555-7682  777-555-4038
000012 Aceves, Steven 12 “cR------- MM A Aceves 777-555-0805 777-555-9171
000018 Adragna, StefanieS. 10 -IIIIII--- M A Adragna 777-555-3355
000022 Aguilar, Allan 9 -IIIIII--- M/M A Aguilar 777-555-3098  777-555-6411
000027 Ainsworth, Lydia L. 12 ----UU---- M/M A Ainsworth 777-555-2699  777-555-8247
000032 Alcala, Catherine M. 10 p oW SSS S MM A Alcala 777-555-8330
000035 Alexander, Brandi 11 ----U0U---- N/M A Alexander T77-555-5452
000042 Almada, Jesus Jesse 9 ~ -7 U--- MM A Almada 777-555-0156  777-555-6940
000045 Alvarado, Jocelyn 9 —mmUI----- MM A Alvarado 777-555-9725  777-555-9388
000056  Anderson, MelissaR. & - ----- U--- M/M A Anderson 777-565-0028 777-555-1777
000057 Anderson, Michelle C. 12 Uommmmmm o M/M A Anderson 777-555-5712  777-555-7393
000078 Arellano Stacy T 12 g--------- LU A Arellano I77-R55-4684 T77-555-2649
The following is an example of the Students Absent Today Wide
report.
Screaming Eagle High School 10/24/2007
2007-2008 Students Absent Any Period on 10/24/2007 Page 1
Absences

STU#  Student Name Grd pi123456720 Parent'Guardian Home Phone  FParent's Work  Comments

000001 Abboti, Allan J. 12 SUAUY .- MM A Abbott T77-555-0448  777-555-TE3T

000005  Abea, Ayrianna J. 12 —-H------- MM A Abea TI7-555-T213  777-555-6495

000010 Abrego, Alice A, a SRo------- MM A Abrego TiT7-555-T682  777-555-4038

000012  Aceves, Staven 12 STA------- MM A Aceves T77-555-0805 777-555-9171

000018 Adragna, StefanieS. 10 -IZIIZII--- /M A Adragna T77-655-3365

000022  Aguilar, Allan 9 -IIIIII--- M/M A Aguilar T77-555-3098 777-555-6411

000027 Ainsworth, Lydia L. 12 ----UU0---- MM A Ainsworth T77-555-2699  777-555-8247

000032  Alcala, Catherine M. 10 o mETeo--- MM A Alcala T7T7-555-8330
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The following is an example of the Students Tardy Today report.

Screaming Eagle High School R
2007-2008 Students Tardy Any Period on 10/24/2007 Page 1
] Periods
STU# Student Name Grd 0123456789 Parent/Guardian Home Phone  Parent's Work
000032 Alcala, Catherine M. 10 ---TUT----- M/M A Alcala 777-555-8330
000045 Alvarado, Jocelyn 9 ~--UT----- M/M A Alvarado 777-555-9725  777-555-9388
000049 Amavya, Ariane C. g  ----- T---- M/MA Amaya T77-555-9673
000055 Anderson, Jennifer J. 9 ---TTT---- M/M A Anderson 777-555-2733
000059 Aparicio, Steven 11 T M/M A Aparicio 777-555-4166  777-555-1311
CREATE The Create Dialer option will create an ASCII text file of student data

DIALER FILE thatis inputinto a dialer program. When this option is selected the
following selection box will display. Enter the dialer program name in
the Current Dialer Choice and press Tab.

CREATE ADIALER TEXT FILE

Include ALL absent students or those absent students
selected by the last Query Skip/iKeep Statement

Current dialer choice: [School Messenger |

Path to output file: [As o

Name of output text file: [DIALER.LST |

Date of ahsence: ho:24:2007 |
Create eXit |

The Path to Output file will default to the A:\ drive but can be
changed to another path and/or file name. Enter the Name of the
Output Text File. The Date of Absence field will default to today’s
date but can be changed. Click the mouse on the Create button. A
message will be displayed indicating that the file has been created.
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Period Absences report prints a list

STUDENTS The Students with Unverified

WITH of students with an unverified absence code of “A” for the date range
UNVERIFIED Selected. The Parent/Guardian name, home phone, both parents’
PERIOD Work.phones, and all unverified a_bsences will be printed. This report
ABSENCES also includes at the end of each line an area to record calls for those

absences.

After selecting Unverified Abs

ences ONLY a date selection box will

display. The Beginning Date will default to the first day of school and

Ending Date will default to the
minimum number of absences

Select the dates and minimum
mouse on the OK button.

S subInputDates, /special : F

Please enter a

heginning date to  ending date to
print. print.
19/04/2007 |1l]f24f2l]l]?

Enter the minimum number of
ahsences to be included on this

report

[

Please enter an

nearest school day from today. The
to be included will default to 1.

number of period absences. Click the

x|

Cancel |

Select whether the report will be double spaced. Select whether to

Include Inactive Students.

DOUBLE-SPACE?

@ weould wou like to double-space this report?

=]

X

Yes

INCLUDE INACTI¥ES?

X

@ Include inactive students?

]

Yes

The students that are on the printed report will also be tagged
(STU.QT). Click the mouse on the OK button.
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The following is an example of the Students with Unverified Period

Absences report.

Screaming Eag_le High School

2007-2008  Students with 1 or more unverified period absences from 09/04/2007 thru 10/24/2007 Fage 1

STUS Stuxdent Mg

Epde FRer o

Fome Frane

Famer's Work  Mother's Wos  Date

Cow  'Whe Toled Reasen r
Lol Cabsz "o hoppnoe

000007 Abbott Alanid 12 MPWA A shbom
Q00010 Anrege. Abee & B A Al
Q00012 Aceee, Sierven 12 W& Aceyey
Q00016 Acura, Prdip 12 MWLA Aoana
00T Andon, Danes 9 MA Arcon
D000 Arzola, Fahall S N A Arzola
Q0T Bodrar. B L 10 N B Bodrar
WRHE ha Megs) 11 M HHa

TTT 5555444

TTT 558-Te82
TTT 555-2972

TTT S55-GAG
TTT 5559580

TIT 5552155

TIT 355-%08

TTT S55-T53T

TTT §55-4038
TTT S55.81T1
TIT S55012

TTT S55-290
TTT S55-1353

TIT 555-2086

TIT 255407

TTT SR5-E843
TIT 53518913
TI7 5951204

TIT S50
TTT 5350000

TTT 5554051

s

PRINT
STUDENTS
WITH N OR
MORE
PERIOD
ABSENCES

The Print Students with N or More Period Absence has the option
to select and print four different reports. These reports include:

¢ Students with N or more Absences in Any Period
¢ Students with N or more Absences in All Period
¢ Students with N or more Absences in Any Period by

Date
¢ Students with N or Less Period Absences

After clicking the mouse on Print Students with N or More Period
Absence the following option box will display.

PRINT REPORT WHICH INCLUDES #

1 = Absences in any OME period
2 = fbsences in ALL periods
3 = Selected absences by DATE

4 = LESS than M total period absences

X
_Carcel |

Cancel

Enter the number of the option selected and click the mouse on the
OK button. If the Print Preview option is set on and the report will
display on the screen
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STUDENTS
WITH N OR
MORE
ABSENCES
IN ANY
PERIOD

The Students with N or More Absences in ANY Period report prints
a list of students with a certain number of absences in any one period.
The report will print student number, name, Parent/Guardian, home

phone and the total number of absences for each period.

After selecting Absences in Any ONE Period the following selection
box will display to select the order that this report will be sorted. Enter

the option selected and click the mouse on the OK button.

SORT BY...

What would waou like to sort by

1 - Skudent
Z - Counselor
3 - Grade

Cancel

X
_Cercel |

A selection box will display and all absences codes will default to be
included. Click the mouse on the radio button to de-select the codes.

E3 subInputCodes/special : Fo

Please check the codes you
want to count for this report.

Code Title

x|

s

A

UNVERIFIED

i)

ILLNESS

0

SAT MAKEUP

i)

ID STD INC

OTHER

i)

PRESENT

)
2 T o ==

)

ID STD COM

)

L™

SHSPERNNDEND

Start Date End Date

[9/4:2007 {10/24/2007

Enter the minimum number
of absences to be included

on report.

[z

oK Cancel
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The Start Date defaults to the first day of school and End Date to the
nearest school day from today. The minimum number of absences to
be included on this report defaults to 2. These fields can be changed.
After the selections are complete, click the mouse on the OK button.

Select whether to Include Inactive Students by clicking the mouse on
Yes or No.

INCLUDE INACTIVES? ]

@ Include inactive students?

Yes | Mo I

The students that are on the printed report will also be tagged
(STU.QT). Click the mouse on the OK button.

The following is an example of the report generated.

Screaming Eagle High School

2007-2008 Students with 2 or more period absences from 9472007 thru 10/24/2007 Page 1
Total Absences Each Period

Stus Student Mame Parent'Guardian Home Phone O 1 2 3 4 5 8 T 8 &
0Doooo1 Abbaott, Allan J. MM A Abbott TiTEE6-B448 &8 @ 7 B 8 5 0 0O 0 O
ooooo3 Abdo, Alice A MM A Abdo 7775658823 0 3 O 1 0 a 1 o0 o 0
ooooo4 Abda, Amcld A. MM A Abdo 7775658823 0 3 O 1 0 a 1 o0 o0 0
ooooos Abea, Ayrianna J. MM A Abea y77665-y213 0 M1 5 4 10 & O 0 0O O
ooooog Abejon, Tanya A MM A Abejon 7riG56568448 0 3 2 2 2 1 1 o0 o 0
ooooos Abesamis, Tatiana J. MM A Abesamis 777 EB5-1B24 2 2 2 2 4 1 o o0 o 0
oooo12 Aoeves, Steven MM A Aceves 777 5E5-0805 0O & 2 3 3 2 a 0 i} o
000013 Ackarmann, Kathrin & M/M A Ackermann 777 5655-8573 0 4 1 4 3 2 4 0 a o
oooo14 Acuna, Allan A. MM A Acuna 7775658653 0 & 3 3 3 2 0 0 0 0
0ooo1s Acuna, Darlens C. MM A Acuna 777 B65-D424 0 4 1 4 3 3 4 0 0O O
0oo01& Acuna, Philip MM A Acuna 7775652872 0 0O 5§ 5 3 4 4 0 0 0
000017 Adame, Mambia A MM A Adame FI7E654241 0O O 1 1 0 0 2 0 0O O
oooo1e Adragna, Stefanie 5. MM A Adragna 777565-3355 0 2 4 5 3 4 4 0 0 0O
oooo1e Aguayo, Krupa R. MM A Aguayo Ti7EE5-8122 &8 5 4 4 4 B 0 0 O 0
000020 Aguayo, Taunie MUM A Aguayo 777 5851448 0 2 2 2 4 2 7 0 Q 0
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STUDENTS
WITH N OR
MORE
ABSENCES
IN ALL
PERIODS

The Students with N or More Absences In All Periods prints a list of
students with a total number of absences for ALL periods. The report
will print the student number, name, Parent/Guardian, home phone,
number of absences for each period and a total number of absences for
all periods.

After selecting Absences in ALL Periods the following selection box
will display. Enter the sort order option for this report and click the
mouse on the OK button.

SORT BY... x|
What would waou like to sort by 0
1 - Student -

Z - Counselor

[ |
3 - Grade SneE

A selection box will display and all absences codes will default to be
included in the period totals. Click the mouse on the radio button to
de-select the codes.

B subInputCodes/special : Fo il
.

Please check the codes you
want to count for this report.

Code Title
A UNVERIFIED

I ILLNESS
SAT MAKEUP
ID STD INC
OTHER
PRESENT

ID STD COM

S SISPENNDEND
Start Date End Date

[9/4:2007 {10/24/2007

Enter the minimum numhber
of absences to be included
on report.

[ 2

0Ok Cancel |

0

i)

0

C G
2| o o = =

i)

oy

=
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The Start Date defaults to the first day of school and End Date to the
nearest school day from today. The minimum number of absences to
be included on this report defaults to 2. These fields can be changed.

After All selections are complete, click the mouse on the OK button.
Select whether to Include Inactive Students by clicking the mouse on

Yes or No.

INCLUDE INACTI¥ES®

Yes

X

@ Include inactive students?

=]

The students that are on the printed report will also be tagged
(STU.QT). Click the mouse on the OK button.

The following is an example of the report generated.

Screaming Eagle High School

2007-2008 Students with 2 or more period absences from 2/4/2007 thru 1072472007 Page 1
Total Absences Each Period
Stus Student Mame Farent/Guardian Home Phone O 1 2 3 4 5 &8 T 8 & al
Ooooo1 Abbott, Allan J. MM A Abbott 7775550442 8 9@ 7 B8 8 & 0O 0O 0 0O 45
000002  Abdelnour, Alice MM A Abdelnour 777 555-2865 0 0 O 1 DO 1 1 0 0 0O 3
000002  Abdo, Alice A MM & Abdo 777 555-8823 0 3 O i1 o0 0 1 0O © 0O &
DooDo4 Abdo, Arnald A MR A Abdo 777 E55-8823 0 3 o 1 o a 1 o 0 0 5
000005  Abea, Ayrianna J. MM A Abea 77f585-y213 0 1 5 4 10 & O O O 0O 36
oooDog Abejon, Tanya A, MR A Abejon FiTHoE-B448 0 3 2 2 2 1 1 o 0 0 11
ooooos Abesamis, Tatiana J MM A Abesamis 7irE56-1884 2 2 2 2 4 1 o 0O D o013
oooo1z2 Aceves, Steven MM A Aceves FI7TEH56-0B05 0 & 4 3 3 2 0 0 D o 18
oooo13 Ackermann, Kathrin MM A Ackermann 777 555-8873 0 4 1 4 3 2 4 0 D o 18
000014  Acuna, Allan A MM A& Acuna 7775859853 0 & 3 3 3 2 O O o0 0O 117
Dooo1s Azuna, Darene C. MM A Acuna 777 6EE-O4B84 0O 4 1 4 3 3 4 o 0 0 18
000018  Acuna, Philip MM A Acuna Fif588-2872 0 O 5 & 3 4 4 0O 0 0 M
ooooy Adame, Mambia & MM A Adame 777 555424 a 0 1 1 o a 2 o 0 0 4
000018 Adragna, Stefanie 5 MM A Adragna 7ifE88-3355 0 2 4 & 3 4 4 0O 0 0O 22
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STUDENTS
WITH N OR
MORE
ABSENCES
IN ANY
PERIOD BY
DATE

The Students with N or More Absences In Any Period by Date
report prints a list of students with a total number of absences or more
in date order.

The report will print student number, name, grade, Parent/Guardian,
home phone, parents work phone, date and the number of absences for
each period. At the end of each line an area to record calls for those
absences and at the bottom of the form the absence codes will display.

After selecting Selected Absences by Date the following selection box
will display. Enter the sort order option for this report and click the
mouse on the OK button.

SORT BY... x|
What wauld wau like ko sork by 0k
1 - Student -

2 - Counselor

C |
3 - Grade SNce

A selection box will display and all absences codes will default to be
included in the period totals. To de-select the code, click the mouse
on the circle to the left and the black dot will no longer display.

ES subInputCodes/special : Fo il
Check codes to print. -

Code Title
A UNVYERIFIED

ILLNESS
SAT MAKEUP
ID STD INC
OTHER
PRESENT

ID STD COM

C  SIUSDEHNOED
Start Date End Date

[9/4/2007 [10/24/2007

Enter minimum number of
period ahsences for student
to be printed.

[2

0K Cancel |

o

o

*
o 7 o = | —

0}

0}

]

k)

=)

Period Attendance Cycle — Secondary User Manual SEC13 - 37



Page 38 —Aeries Student Information System

The Start Date defaults to the first day of school and the End Date
defaults to the nearest school day from today. The minimum number
of absences to be included on this report defaults to 2. These fields
can be changed.

After all selections are complete, click the mouse on the OK button.
Select whether to Include Inactive Students by clicking the mouse on
Yes or No.

INCLUDE INACTIVES? ]

@ Include inactive students?

Yes | Mo I

The students that are on the printed report will also be tagged
(STU.QT). Click the mouse on the OK button.
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The following is an example of the report generated.

Screaming Eagle High School IThT
2007-2008 Students with 2 or more period absences from 9/4/2007 thru 10/24/2007 Page 1
Absences Date Who Talked Reason for

STUR Student Name Grade Parent/Guardian Home Phone  Fathers Work  Mother's Work Date Al plzzssejse  Coled Called  To Absence

000001 Abbott, Allan J. 12 MM A Abbott TTT S55-0448 777 555-7537
$IITIT-——
IIIIII----
000005 Abea, Ayrianna J. 12 MM A Abea TTT 8857213 777 555-6495 777 5554885
000006 Abejon, Tanya A. 10 MM A Abejon TT7 5E5-5446 777 555-3210 777 555-T506
000008 Abesamis, Tatiana J. 3 MM A Abesamis TT7 585-1894 777 555-3825 TVT 5551343
000012 Aceves, Steven 12 MM A Aceves 777 555-0805 777 355-9171 777 555-1913 (
—HEHE -
-200T+
000013 Ackermann, Kathrin A. 10 MM A Ackermann TTT SS5-6673 777 555-2600 77v7 555-0806 -I+IIII---
~I+IIII---
-2008-
000014 Acuna, Allan A. 10 MM A Acuna TT7 885-9853 777 555-1834 7YT 5554130 ( -EXX
-000T+--——
A UNVERIFIED | ILLNESS M SAT MAKEUP M IDSTD IMC O OTHER P PRESENT 2 ID STD COM
S SUSPENDED T TARDY U UNEXCUSED Vo ACTIVITY W VER TRUANT X EXCUSED W TOY TRUANT
Z SWEEP
| certify that all attendance has been recorded and compiled in accordance with the provisions of the
Education Code and all rules and regulations contained in the California Administrative Code, Title 5. Signature: 10¢24/200
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STUDENTS
WITH N OR
LESS
PERIOD
ABSENCES

The Students with N or Less Period Absences report prints a list of
students with a total number of absences or less for all periods. The
report will print the student number, name, Parent/Guardian, home
phone, number of absences for each period and a total number of
absences for all periods.

After selecting LESS Than N Total Period Absences the following
selection box will display to select the order this report will be sorted.
Enter the option selected and click the mouse on the OK button.

SORT BY... x|
What wauld wau like ko sork by 0k
1 - Student -

2 - Counselor

C |
3 - Grade SNce

A selection box will display and all absences codes will default to be
included in the period totals. To de-select the code, click the mouse
on the circle to the left and the black dot will no longer display.

B subInputCodes/special : Fol il

Please check the codes you -
want to count for this report.

Code Title
#: A UNVERIFIED

I ILLNESS
SAT MAKEUP
ID STD INC
OTHER
PRESENT

ID STD COmM

F % SISPEHNNOEN
Start Date Enid Date

|9/4/2007 [10/24/2007

Enter the mazimum number
of absences to be included
on report.

[ 2

Ok Cancel |

o

o

o

o

]
o B ol ==

o

=)
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The Start Date defaults to the first day of school and End Date to the
nearest school day from today. The minimum number of absences to
be included on this report defaults to 2. These fields can be changed.

After all selections are complete, click the mouse on the OK button.

Select whether to Include Inactive Students by clicking the mouse on
Yes or No.

INCLUDE INACTIVES? ]

@ Include inactive students?

Yes | Mo I

The students that are on the printed report will also be tagged
(STU.QT). Click the mouse on the OK button. The following is an
example of the report generated.

Screaming Eagle High School

2007-2008 Students with 2 or less period absences from 2/472007 thru 10/24/2007 Page 1

Total Absences Each Perod

Stug Student Mams FarentGuardian Home Phone O 1 2 3 4 5 & T 8 8 Al
oooo10 Aorego, Alice A, MR A Abrego 777 555-7682 O o a o a a o u] 0 1
ooop2sg Ahmad, Steven A MM A Ahmad 777 555-0868 O o a o 1 a o i} 0 2
ooops2 Ancheta, Rudy W. MM A Ancheta T77 555-2385 O 1 o a o o a o i} 0 1
ooobaz Appel, Allan J. ML A Appel TI7T 5554262 0 O o a o 1 a o i} 0 1
ooopas Aquing, Kenneth J. MM A Aquing TI7T555-0240 0 O o a o o a o i} 0 o
ooopas Arias, Timothy RMBA A Arias FI7T555-5841 0 O o a o a a o i} 0 o
oooper Artechi, Chima & MM A Artech FI7T 5552210 0 O o a o a a o i} 0 o
ooo107 Atkins, Christine J. MM A Atkins JFI7T 5581188 0 O o 1 o 1 a o i} 0 2
0oo110 Attia, Todd M. R A Attia J77 555-8538 O 1 1 a o a a o i} 0 2
ooo126 Bailey, Stephanie &. MM B Bailey F77 E55-0054 0 O o 1 1 a a o i} 0 2
ooo13z2 Balzoa, Christina P. MM B Balboa JFI7TE55-5333 0 O o 1 o a a o i} 0 1
ooo13g Bang, Allan M4 B Bang JFI7TEE6-1114 0 O o a o a a o i} 0 o
000151 Barneite, Amanda L M B Barnetie TI7TE86-7488 0 O o 2 o a a o u 0 2
ooo182 Bzintermna, Alize J. MM B Beinterna TFI7TEEE-0472 0 O o a o a 1 o i} 0 1
000281 Broski, Chalamar M. M B Broski Fi7555-7685 0 O o a o a a o u 0 o
0oo283 Brown, Gloria A, M4 B Brown JF77 55548685 0 O 1 a 1 a a o u 0 2
alaluedsl] Bruant Kewin E KM B Brugnt TITEER-FTARO 0O i 0 a 0 0 a 0 (] 0 0
PRINT The Print Students with Excused Absences prints a list of excused
STUDENTS absence codes for all students. After selecting Print Students with
WITH Excused Absences the following selection box will display and all

EXCUSED absences codes will default to be included in the period totals.
ABSENCES
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To de-select the unexcused absence code, click the mouse on the radio
button. The majority of the time the unexcused or unverified code is A.

B subInputCodes/Date : For il

10:242007 -
Code Title
# A UNVERIFIED
& | ILLMNESS
* M SAT MAKEUP
# N IDSTD INC
i (0 OTHER
* P PRESENT
& 0 IDSTD COM
i § SUSPENDED
Please Enter the Date to Print.
10242007
Ok Cancel |

=)

The date to print will default to today’s date but can be changed to any
date selected. After the date is selected, click the mouse on the OK
button and the report will be generated.
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PRINT
CLASS
PERIOD
ABSENCE
LISTING

The Print Class Period Absence Listing generates a list by teacher of
any student with an absence on a given day. This report includes the
period, section, course title, student number and name, sex, grade, the
option to print the phone number and the attendance for that day.

After selecting Print Class Period Absence Listing the option to Print
Phone Number will display. Click the mouse on the Yes or No button.

PRINT PHONE# x|

@ Print telephone number?

Yes Mo |

The following selection box will display and all absences codes will
default to be included. If the code is not to be included click the mouse
on the radio button.

B subInputCodes/date : For il
FY

Check all codes you want to

print.
Code Title
% A UNVERIFIED
& | ILLHESS
* M SAT MAKEUP
&« N IDSTDINC
# 0 OTHER
&+ P PRESENT
&« 0 IDSTD COM
&+ S SUSPENDED
Please Enter the Date to Print.
10/24/2007
Ok Cancel |

-

The Date of Report to Print will default to today’s date but can be
changed to any date selected. After the options are selected click the
mouse on the OK button.
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The following is an example of the Class Absence Listing report.

Screaming Eagle High School
2007-2008 Class Absence Listing 10v24/2007
Teacher: Acosta Room: E2

Pericd Section  Course Title STUZ  Student Mame Sex Grade  Telephone DlZ34Z67E5

0836 English & CP 000542  Deligio, Tyler M2 (777) 555-3g59 —+F++I-——

000877 Gutierez, Christophar M2 (777) 555-58685 -T++++-——

000860 Hernandez-Gomez, Sar F 2 (777) 565-0340 —+VH+id——

001058  Jauregui. Catherine F @ (777) 585-2034 -0UUT+--——

001811 Rodriguez. Jared M 2 (777) 555-8022 -—U++0+-———

2 o823 English & CP 000857 Ewan, Thomas M2 (777) 555-2837 +0U+++--——

001852 Persz, Matthew M2 (777) 565-1856 —+¥M++d——

001822 Rojas, Grace F & (777) 565-4673 -TH++++-——

002154 Waldes, Tiffany F @ (777) 555-1880 —+=++Ei-—-

3 0817 HonEcon/GovtE5 000338 Carter, Crisfina F 12 (777) 555-0334 +T++++4-——

J007e0 Gibiser, Michells F 12 (777) 555-1153 +IIIIII-——

000884  Guzman, Mary F 12 (777) 565-3876 I++++++-——

001278 Ma, Enn F 12 (777) 555-8108 *+Es+++T-—-

001440 Miller, Luis M 12 (777) 586-8254 +U++0+--—-

001888  Powell, Ashley F 12 (777) 555-1206 +H+=T++--—=

002053  Sultani, Joshua M 12 (777) 588-1818 T-++++¥-—
PRINT The Print Class Period Absence Summary report prints a listing by

CLASS teacher/period or by section of all students currently enrolled in that

PERIOD class. This report includes their student number and name, and past

ABSENCE attendance from 1-6 weeks ending with the current week with totals for

SUMMERY the semester.
After selecting Print Class Period Absence Summary the following
selection box will display. The default will be to print totals for the last
six weeks and print a page for each section.
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The report will default to include all absences codes and will not print a
signature line but can be changed.

x
Print for how many weeks?

Enter starting date for
this week if not

[10/22/2007
Make Page for Each...
@ Section
L Teacher/Period

T Show Signature Line

T Print only ahsences

[1]:4 Cancel

Enter the number of weeks this report will calculate absences to print.
Click the mouse on the circle to the left of the options to be selected.
Click the mouse on the OK button. The following is an example of the
report generated.

Screaming Eagle High School

2007-2008 Class Absence Summary 10/24/2007
Teacher: Acosta Feriod: 1 Course Title  English 9 CP Room: E2
STU# Student Mame 06/17 08/2¢ 10701 10/0B 10/15 10722 Totals for Semaster
MIWIE MTIWIF MIWIEF MIWTE MIWTE MIWIT ABS UNX TDY UMY
000180 Bennett, Carissa @~ --00- —oooo -===T —==== =—==-= ----- 1 [ 1 1
000284 Brown, Heather — —77=- I==== --TI0% GI--- -—mmmm mmees 3 [ 3 3
000485 Cruz-Torres, Moglia @ --——— —-—-——— —==== —==——= ————— ——=¥- 1 0 1} [V
000543 Deligio, Tyler ®--T- T--I- IIIII =---I- =V¥--= =-—--- 8 0 2 .
DDOSTY Downing, Michele ~—  —7777 === I I 2 1 1
o0oEe1  Falls, Dustn 2020202--—777 -77T— oo —oooT —Tooo ST 0 0 o 0
000728 Fresman, Destanie ~--7- ~°==- -===T =—==== —=mms e 0 [ 1 L
D00E77  Gutierrez, Christopher —--—-- -—-0- ----- ----0 -TT-T TTIT-- 3 1 ] B
DODSST Halton, Mariza e -I--- I—-T 2 0 5 5
000280 Hernandez-Gomez, Sar ----- ~-TT- —ooos —o--- —moo- —omee 1 0 1} 0
001058 Jauregui, Catherine @ ~————— ————— -I--= = mmmes I-U-- 3 1 o 0
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PRINT
ABSENCE
VERIFICATION
SCANNER
SHEETS

The Print Absence Verification Scanner Sheets prints a list of all
unverified absences for a selected date range. This report is printed
on laser cut forms and scanned later to verify absences.

The following message box will display indicating that all other

Absence Verification Scanner Sheets will no longer be valid. To
continue click the mouse on the Yes button.

REPRIMT EXISTIMG SHEETS? EI
Would wou like to reprint existing sheets?
Previously printed sheets will remain valid

Yes | [ I

The following message box will display to verify that the printer lineup
is correct. For instructions on using the Printer Lineup option see
documentation for Print Period Attendance Scanner Sheets. To
continue click the mouse on the No button.

CHECK PRIMNTER LINEUP# ﬂ

@ Wiauld you like ko check yaur prinker lineup now?

es | Mo I

The following message box will display to verify which Absence
Reasons match the Absence Codes on the form. To continue click
the mouse on the Yes button.

CHECK CODES? |

@ Would you like ko check which absence Codes go with the Absence Reasons on the Form?

Yes | | [a! I
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The following message box will display with the Absence Reasons
and the Absence Codes to be used on the form.

B Absence Codes

—

b UUbERER

2 - lliness:

3 - Excused:

4 - Other:

5 - Unexcused:
6 - Suspended:
7 - Other Code 1:
8 - Other Code 2:

Cancel

Ix

Click the mouse on the drop down arrow and select a code. When
complete, click the mouse on the OK button.

E5 Period Attendance Cycle =101
[2007-2008 Screaminga Eaale Hiah School 1012412007 |
B3 Absence Codes 4
* Preview reports hefore printing | & X orts " [Clear Check Marks
1 - Activity: Jl - I
A. Create New B. Print Period ‘sﬁ; 2 _liness: |Bbsen ce| Title - F.
Period Attendance o T TARDY
Aﬂendance‘, Scanner Sheets @ 3-Excused: |U UNEXCUSED
Sheet File
jou] 4 _Other: M ACTIVITY
L. Print K. Print J. w VER TRUANT G. Mass
students with absences or i 5 - Unexcused: |x EXCUSED Change Period
unverified tardies, create | . |Y TDY TRUANT Ahsences hy
y 6 - Suspended:
osberiod abs V| qq dialerfile V| o1 £ 7 SWEEP +| Class or St
~—  7-Other Code 1: v
M. Print M. Print — Q. Print Class R
students with n Ly students with 8-Other Code2 [ -] Sy Period Ly
or more perqu, excused v Absence 3
03 absences 03 ahsences (. oK | Cancel 03 Summary
Y. W. Print A i S. Print
Absence/Tardy Absence
6 Letters to {New) Verification
Parents Vi Scanner She:
L Copy 1. Print 2. Print Gain 3. Print Monthhy 4, Print Monthhy
Abhsences to Attendance and Loss Attendance Attendance
Grade Report 9 Audit Listing Report Report Summary 9
Table a3 o o1 o
1 = Report can have Access query condition. @2 = Form/report uses Aeries Query SkipKeep. 43 = Both.
Click here to view a detailed list of attendance changes.
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A Date Input Form will display to enter a start and ending date range.
Click the mouse on the OK button to generate the scanner sheets.

B Date Inpuk Form El

Please Enter Please Enter
Starting Date. Ending Date.

19042007 |1I]f24;"2l]l]?

oK Cancel |

The following is an example of the Absence Verification Scanner

Sheets.
EAGLE SOFTWARE
. ~ Eagle High School 0 1

ABSENCE | Students with Unvarifiod Absences HiSnsy e : ., e ? ] cAa =4 I-
yEIEICATION fram 0111212001 until 213/2001 L L% T er oy
DOCUMENT O[wwm -1- c20 -3 5= 161 T CB' |
1 oo .o 3 4 [ &3 =7= CA 92 ]

r .‘T...‘ LosTw# STUDENT NAME nates D1FIASETHLY ":Fl | EI; \rl"’t-l""-’_'ﬁ'l_‘:liﬂ{‘lll_“‘fflis#
0427 Abbott, Alice A 0205 | A———m S P P P P TR —]
Q2106 | Ae——em- b= |cFa|=v cXo oo iR cBa|=ps| ]
16848  Abes, Jennifer J. af2e [ A— A i Falow ¥ ot els cga|epa| )
0131 | Ae—emme b= |cFa|=w = om b cSa|oPs|
0205 | A——— A |cFa =y X e ol o fepe|
3025 Abejon, Kentrice A, 018 | -Afsss-— A= |cFa |z X= oOE ciR oS3 (P
(oA A S — o lepaloy X cOn el e fepa) ]
0424 Acuna, Allan 0G| ~—f—— IE | Fa =W =¥= c0m SlE oS3 |cPo o
2406 Aguiar, Sandra M. 0129 | -A——— s |cruleys cim exe etn s cga|epa|
1675 Almada, Cara C. 0117 . P 8= |cFa|=v= ZHs £00 SlE CE50|EPT | )
0201 | —A—— e feFaleys ega cite cn cy cgalcpa)
2410 Alonzo, Elizabeth B. L1y A 1= P A= |cFa|=w X= =08 SUE S5 (P |
a0 | ——A——- A |eFa |y | ==l R T - | P
02102 | cAeee— A= |cFa|=w X oo ol C89| PO |
2411 Alvarado, Juan 0206 | -AAAAAA—- A |CF v X ofp e c5 ! Pol
1678 Alvarez, Sandra 01425 | —A—— b= [cFa |z SXo =fE clE =55 |oPo |
0205 | -AAAAAA-— A |vEr ey X cgn cln cga|cpa|
2220 Anderson, Lana M. 0129 | Ae—ee- b= |cFa| =V ¥ oo clE =50 |CPD |
0432 Appel, Allan J. 0118 | ~——A— A=|cPaleve c1a c¥o om o o |cpa | )
0118 | ——f— a=|cFalz¥= 13 =¥5 o e =5 |cpa| ]
o2z | —A— A= |cEafzv ¥ e clb cf I-l—' —
01023 | —mir— A= |cFa| =y PR, SIS TERNSY. 2 I8 0
028 | ——A— I | Faf=w ¥o oo cib cga|cpa|
2413 Araujo, Jennifer M. P12 | =ePrmemeen A= (cFaf=w A oooocu S | P | e
o202 | —A— A= |cFa|coy Cio oo clb c& | po| ]
G206 | -AdAA- A b= |cFa|=v X SO0 EUE S50 |CPT |
2201 Arballo, Amber M7 | —A— a=|cea|=v % =Ge o cgs|cpa| ]
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READ The Read Absence Verification Scanner Sheets will read the

ABSENCE scanner sheets previously printed with unexcused absences that a

VERIFICATION Student has on file. After selecting this program the Read Absence

SCANNER Verification Scanner Sheets form will display.

SHEETS

ol
2007 -2008 Screaming Eagle High School 10/2452007

Sheet# [ | Port: [COM1 -] Baud: [ 9600 ~Jitw: [ N -|Bits: [ 8~-]  Stom

| Communications line is open, Ready to scan | Total rows: |:| Total hyrtes::|

Open Comm
Line

................................................... Check Codes Scan eXit scan
.............................................. on Scan Eurm Quntinunusly program

The message Communications line is open, ready to scan should
display if the scanner settings are correct. If the communications line
is open place a sheet in the scanner with the timing marks facing the
appropriate direction.

Click the mouse on the Scan One form button and the scanner sheet
should feed through the scanner. If the scanner does not feed the
scanner sheet, exit this form and test the scanner operation with the
Scanner Test form.
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After the sheet has been scanned the form will display the message
Scanner sheet was read and the marks from the absence verification
scanner sheet will display for each student to the right of their name.
Verify some of the marks displayed are correct for the days scanned.

B Read Yerification Scanner Sheets : 10| =|
2001-2002 Eagle High School 121812001
Sheet# 07701] Port: [COM1 =] Baud: | 9600 = Jitv: | N -]Bits: | 7 -] Stop:
| Scanner sheet was read | Total rowes: Total bytes:| 1008
Line [STU# [Last Name [First Name [Mark -
14 2405 Aguayo Melissa 0]
16 2405 Aguayo Melissa u
17 2405 Aguayo Melissa 5
18 3156 Aguilar Mathan u
19 1671 Aguirre Heidi 4]
20 1671 Aguirre Heidi X
21 1672 Ahmad Brandon |
22 1673 Akanno Ashley v
23 2408 Alcala lesha |
24 3157 Alegria Lizet X
25 3158 Alejandro Romen 0
26 1674 Alexander Anjai u | |
27 2332 Ali Stanley 5 bl
Open _Cnmm Scan ONE form Check Codes S_[:an eXit scan
Line on Scan Form Continuously program

After verifying the sheets click the mouse on the Scan Continuously
button and the sheets will feed through the scanner. When finished
scanning press the Exit Scan Program button.
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PRINT The Print Letters to Parents will generate letters to be sent to
LETTERS TO parents informing them of their child’s excessive absences and/or
PARENTS tardies. The school must first create their own unique letter to parents.
The Absence and Tardy Letter Text Editor form is used to prepare
these letters and can be reviewed using the Check Absence Letter
Text option. For more information see the following documentation for
Absence and Tardy Letter Text Editor.
_loix]
2007-2008 Screaming Eagle High School 10i2412007
Attendance codes that are
| Print letter... | |Part | counted toward this letter
i3 I TR Code Title =
& A UNVERIFIED
Return Address? [ District { School ( Nane] © 1 ILLNESS
r > C M SAT MAKEUP
Include School name on Return Address? T N _IDSTIDINC
Using Double Window Envelope? | ves ' No & 0 OTHER
i C P PRESENT
Print Student N Add T | (o
i udent Name on ress Yes No s oo
| Use All-Day attendance codes instead of periods ((: S  SUSPENDED
Combine all period attendance codes for totals T TARDY
* U UNEXCUSED
Count Att between [09/04/2007  and [02/01/2008 C Vv ACTIVITY
i Update letter log table after printing letters W VER TRUANT
X EXCUSED
¥ TDY TRUANT
i Update student letter tag after printing CZ SWEEP
Zero Student Abs/Tdy Letter Counters |
M Print Preview School Copy, Labels and List must be printed at same time as Letters =

Print Letters

Brint Sch Copy Print Labels “ Check Letter Text Editor

At the top of the form a selection can be made under Print letter for
the absences or tardy letter to be printed. The part selected
determines the letter that will generated for the letter type.

Mailing options, date range and the use of either periods or daily code
is selected. A count of absences can be made for a selected date
range. The date can be entered in the Count Att Between fields.

The two check boxes determine if the letters will be logged in the
Letter Log File and/or if the student’s letter tag will be updated.
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The Zero All Letter Counters will reset the letter counters for all
students. After the letter counters are reset and this option is re-run all
students will receive a letter meeting the number of absences
regardless if they previously received a letter.

The default for Print Preview is set on but can be changed to
automatically send the letters to the printer.

_ioix|
2007-2008 Screaming Eagle High School 10/24/2007
Attendance codes that are
[ Print letter... | Part | counted toward this letter
J3 I TR Code Title =
& A UNVERIFIED
Return Address? | & pistrict ¢ School Nune| © 1 ILLNESS
- = M SAT MAKEUP
Include School name on Return Address? ™ N __IDSTD INC
Using Double Window Envelope? | yes & No & 0 OTHER
. T P PRESENT
Print Student Name on Address? | yes & N
= = = 0__IDSTD COM
" use All-Day attendance codes instead of periods :i § SUSPENDED
Combine all period attendance codes for totals T TARDY
& U UNEXCUSED
Count Att between [09/04/2007 and [02/01/2008 TV ACTIVITY
1 Update letter log table after printing letters & W VER TRUANT
& ¥ EXCUSED
Y  TDY TRUANT
¥ update student letter tag after printing C Z  SWEEP
Zero Student Abs/Tdy Letter Counters |
W Print Preview School Copy, Labels and List must be printed at same time as Letters L

Print Letters

Print Sch Copy Print Labels m Check Letter Text Editor

The right side displays the absence codes to be counted towards the
letter selected.

After all selections are made click the mouse on Print Letters. The
letters will be generated (in the appropriate correspondence language,
if letters have been translated). They will be addressed to both
students’ parents and to students’ contacts if tagged to receive copies
of all mail.

A school copy (in English) may then be printed by clicking the mouse
on the Print Sch Copy button. A group of students mailing labels can
be generated by clicking the mouse on Print Labels and a list of
students who have received a letter can be generated by clicking the
mouse on Print List.

These options must be done immediately after letters are printed
and before any other group of letters is printed.
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The following is an example of an Absence Letter to a Parent using
period absences

Eagle Point School District
11122 Eaqgle Talon Lane
Eagle Rock, CA 95000

October 24, 2007

MM & Abbott
1118 Glenview Lans
Eagle Rock, CA 25020

Diear Parent:

This letter is to inform you of Allan's absences, which have exceeded five days this semester.
These absences are unsxcused or verified fruant. Shown below is a summary of the periods
Allan was marked absent.

Period: u] 1 2 3 4 5 & 7 8 =]
Absences: ] 5] T 7 5] 5 o a 0 i}

Per state law, you must be nofified that your child will be considerad a habitual truant if these
absences are not cleared. FParents may only clear all day absences or absences at the beginning
of the student's school day that are for illness, medical appointments or personal necessity. If
your child needs to leave during the 5+:h-::|:|l day, he/she must be checked out through the
Aftendance Office.

Farents need to be aware of the following:

A, The parent or guardian is obligated o compel the attendance of hisiher child.

B. The parent or guardian who fails to meet this obligation may be guilty of an infraction and
subject to prosecution pursuant to Article & (commencing with Section 43280) of Chapter 2 Part
27.

C.  Alermnative education programs are available in the district.

D. The parent or guardian has the right to mest with appropriate school personnel o discuss
solutions to his/her child's truancy.

E. iglation of the school's attendance policy will result in after school detention or Saturday
school.

F.  “our child may receive a truancy citation.

G.  our child may be subject to suspension, restriction or delay histher driving privilege
pursuant to Section 13202.7 of the Vehicle Code.

H. You may be contacted and asked to attend a School Attendance Review Team meeting
to review your child's attendance and to develop a plan to enforce regular attendance.

I.  Itis recommended the parent or guardian accompany his/her child to school and attend
classes with him/her for one day. (Amend. Stats. 1884, Ch. 1023)

Flease help us to insure that Allan receives a quality education by altending class.

Sincerely,
Mrs. Ann Martin Mr. Gary Miller
Dean of Students Grades 10 and 12 Dean of Students Grades @ and 11
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The following is an example of an Absence Letter to a Parent using
All day absences

Eaagle Point School District
11122 Eaple Talon Lane
Eagle Rock, CA 25000

October 24, 2007

MM C Castilla
1102 Woodridge, #C
Eagle Point, CA 88258

Dizar Parent:

This letter is to inform you of Jennifer's absences, which have exceeded four days this semester.
These absences are unexcused or verfied truant. Shown below is a summary of the periods
Jennifer was marked absent.

Monday October B, 2007 UNEXCUSED
Monday October 22, 2007 UMEXCUSED
Monday December 10, 2007 UMEXCUSED
Tuesday December 18, 2007 UMEXCUSED

Fer state law, you must be notified that your child will be considered a habitual truant if these
absences are not cleared. Parents may only clear all day absences or absences at the beginning
of the student's school day that are for iliness, medical appointments or personal necessity. If
your child needs to leave during the school day, he'she must be checked out through the
Aftendance Office.

Farents need to be aware of the following:

A, The parent or guardian is obligated to compel the attendance of histher child.

B. The parent or guardian who fails to meet this obligation may be guilty of an infraction and
subject to prosecution pursuant to Article 8 {commencing with Section 48280) of Chapter 2 Part
7.

C.  Alternative education programs are available in the district.

L. The parent or guardian has the right fo mest with appropriate school personnel to discuss
solutions ta hisfher child's truancy.

E. Viglation of the school's attendance policy will result in after schoaol detention or Saturday
school.

F.  “our child may receive a truancy citation.

G, Your child may be subject to suspension, restriction or delay histher driving privileges
pursuant to Section 13202.7 of the Vehicle Code.

H.  You may be contacted and asked to attend a School Attendance Review Team meeting
to review your child's aftendance and to develop a plan to enforce regular attendance.

I. Itis recommended the parent or guardian accompany his/her child fo school and attend
classes with him/er for one day. (Amend. Stats. 1884, Ch. 1023)

Flease help us to insure that Jennifer receives a quality education by attending class.

Sincerely,
Mrs. Ann Martin Mr. Gary Miller
Dean of Students Grades 10 and 12 Dean of Students Grades @ and 11
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A message will display when the print preview is closed to tag
students who received a letter. If No is selected the students letter tag
and the letter log will not be updated. If the students are not tagged
Print Sch Copy, Print Labels and Print List can not be run.

UPDATE LETTER TAGS AND ADD ENTRIES TO LETTER LOG /A

The following is an example of a Print List report.

Screaming Eagle High School 5007
2007-2008 STUDENTS WHO RECEIVED ABSENT Page 1
LETTER
These students have received this letter between  B/4/2007 and 2/1/2008

STUR Last Mame First Name Middle Name Sex Grade Counselor Part
0254 Brecada Anna Marig F 11 Taylor 2
0321 Canfos Kellie B F 11 Taylor 2
0345 Castillo Jennifer F 9 Maonarch 1
0512 David Tiffany F 10 Wilzon 2
0320 De La Garza Danielle Marie F 10 Wilson 1
0841 Estever Joy N F 12 Durbin 2
0852 Evans Eric T M 9 Maonarch 2
0aso Greaux Stephanie Ann F 9 Monarch 2
1302 Maldonado Martin M 9 Maonarch 2
1482 Morelli Kevin Anthony i 10 Wilson 2
1644 Pereda Raymond Alonso M 12 Durbin 2
18638 Salazar Franciz-Jozep M 10 Wilzon 2
1919 Schmidt-Weyman Aresj A F 9 Monarch 2
19938 Snyder Mathan W M 9 Monarch 2
2034 Stocklaufer Steven i 9 Monarch 2
2124 Taownzend Shawn Meal M 10 Wilzon 2
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ABSENCE The Absence and Tardy Letter Text Editor is a form used to setup

AND TARDY absent letters. This form is also used to setup the number of

LETTER TEXT absences or tardies needed to generate letters to parents/guardians.

EDITOR The first letter is usually generated when a student has five or more
absences during the current semester. The second letter is usually
generated after ten or more absences and the third after fifteen or
more absences.

Before letters can be generated, the school must create the text for
the letters. The following form is used to input the text for each
absence letter or tardy letter.

_inix]
Letter ID: Part: Correspondence Language Association. m

| {Leave blank to indicate default)

Total Attendance codes
needed to get this letter: II'

lAbsent | |1

[ Text for the top portion of the letter |

Dear Parent:

This letter is to inform you of [FN]'s absences, which have exceeded five days this semester. These absences are
unexcused or verified truant. Shown below is a summary of the periods [FN] was marked absent.

{Details specific to each student appears in the center of the letter)
[ Text for the bottom portion of the letter |

Per state law, you must be notified that your child will be considered a habitual truant if these ahsences are not
cleared. Parents may only clear all day absences or ahsences at the beginning of the student’s school day that are
for illness, medical appointments or personal necessity. If your child needs to leave during the school day, he/she
must be checked out through the Attendance Office.

Parents need to be aware of the following:
A.  The parent or guardian is obligated to compel the attendance of his‘her child.

R The narent ar nuardian whn faile tn mest thic nhlinatinn maw he nnilhe of an infractinn and cuhiect tn

LOCATE UPDATE OTHER,
Backward Get I Add I Change I Delete I exit Print

Each student record has two fields that stores the number of the most
recent letter sent, one field for the absence letter, and one for the
tardy letter. Each student starts the year with a zero in each field and
these fields are updated after each letter is printed.

Sample letters are created in Aeries for three absences and three
tardies. The first absence letter is displayed above. The title of the
letter is critical, since it is used to generate the letters. The absence
letters are named Absent with parts 1, 2, and 3. The tardy letters are
named Tardy with parts 1, 2, and 3. The total number of absences or
tardies needed to generate each letter is also entered and defaults
are 5, 10, and 15.
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The Home Language Association can also be set for a letter in a
different language. Letters can then be printed in different languages
according to a student’s Home Language. Letters in other languages
must start with the base name of “Absent”, “Tardy”, etc but can end
with anything such as “Spanish” for a final letter name of “Absent -
Spanish”. There should always be a default letter whose home
language association is blank. Nothing needs to be done for these
letters to print. They will automatically be printed for students whose
Home Language matches the Home Language Association for the
letter. All students who do not match will receive the default letter.

When the letters are printed, a heading is automatically created with
the school name, address, city, etc., and the date at the top, and the
parent/guardian name, address, city, state, and zip code. The
remainder of the letter must be setup starting with a greeting; e.g.:
Dear Parent. The term [FN] can be used anywhere in the letter to
insert the student's first name. The terms [PG] for Parent Guardian
and [HE/SHE], [HIS/HER], and [HIM/HER] for the appropriate term
according to the sex of the student can also be used. Other valid
codes are [SX] (Sex), [BD] (Birthdate), [GR] (Grade), [LN] (Last
Name), [MN] (Middle Name), and [CU] (Counselor/Teacher Number).
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COPY
ABSENCES
TO GRADE
REPORT
TABLE

The Copy Absences to Grade Report Table will calculate total
number of absences that a student has for each class and date
range. The total for each class is then copied to the grade table.
After selecting Copy Absences to Grade Report Table the
following message box will display. Click the mouse on the Yes
button to begin the update procedure.

UPDATE ABSENCES X]

® Update period absences in Grade Table?

Yes Mo |

The following selection box will display and the absences copied to
the grade table will be calculated from within the date range selected.

g5 Date Input Form ﬂ

Enter starting date Enter ending date
if not... if not...

[10/24:2007

oK Cancel |

The Start Date defaults to the first day of school and End Date
defaults to the nearest school date from today but can be changed.
After the dates are selected, click the mouse on the OK button.
Absences will be totaled and copied to the grade table. A message
will display when the process is complete.
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PRINT The Attendance Audit Listing will print errors between the student
ATTENDANCE record and the enrollment record. It can also include Missing Exit
AUDIT Reason codes. The following selection box will display with the
LISTING options to Skip No Shows and include Missing Exit Reason
Errors.
x|
Select Print Options

Select any or none of the following options:
M Skip Mo Shows

~ Include Missing Exit Reason Errors

Select whether or not you want to Skip No Shows and include
Missing Exit Reason Errors. Click the mouse on the OK button.
The following report will be generated.

Screaming Eagle High School Oct 24, 2007

2007-2008 ATTENDANCE AUDIT LISTING Fage 1

Stus Student Mame Status Grd Prog Emrar

000004 Abdo, Arnold 10 Siudent has mismatch between grade in Student and Attendancs
grade of 11

000007  Abesamis, Siobhan B 12 Student has L or B leave code with no exit reason code

000108  Asuncion, Franklin 11 Swdent has L or B leave code with no exit reason code

000284 Burstein, Laura E 02 Student is inactive and has no Leave date in STU

000376 Cervantes, Taryn k] Active student not currently enrolled in attendance

000453 Cook, Geoffrey G 12 Siudent has mismatch between grade in Student and Attendancs
grade of 11

000720 Fragoso, Avirath 11 Student has mismatch between enter and leave data in attendance
(GRITRIPRITMIAP1IAPZ)

000788 Garido, Randall 5 1 Stdent has mismatch between program in Student and Attendancs
program of (blank)

001088 Jimenez, Joshua o2 Student has two Enter records with no Leave in betweaen

001083 Jones, Autumn A 11 nactive student sill enrolled in attendance
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PRINT GAIN
AND LOSS
REPORT

B Date Input Form x|

Please enter a
beginning date.

The Print Gain and Loss Report prints all students who have
entered and left school, changed teacher, grade, special program or
track during the current school year. This report is useful in proving
the figures on the monthly attendance summary, such as the Carried
Forward total. It also gives an accurate listing of how many students
are currently in each program and grade level and which students
have just entered or left school.

Click the mouse on Print Gain and Loss Report. A Date Entry
form will display to enter the Starting and Ending dates for the
report. Click the mouse on the OK button. You then have the option
of sorting the report.

Please enter an

0l s ]
@ Group report by program and grade?
I1I]f24f2l]l]?

0K Cancel | Yes M |
The report will print the date, student number, name and sex for
each student who enters or leaves the grade and program. It also
prints the cumulative total of students carried forward, gains, losses,
and ending enrollment for each day.
Screaming Eagle High School  ;5.0007
2007-2008 GAIN AND LOSS REPORT Page 1
Regular Program 10/01/2007 through 10/24/2007 Grade 9
DATE STU#  Student Mame Sex GAIM LOES
10/1/07 000101 Arzola, Fahd L X LOSS
1001107 Carried Forward: 520 Gains: 0 Taotal: 520 Losses:1 Ending Enrcll: 519
10/3/07 000241 Case, Jesse R i LOSS
DO0825 Gonzalez, Joshua E e LOSS
1053007 Carried Forward: 519 Gains: 0 Total: 513 Losses: 2 Endimg Enrcll: 517
1074107 001224 Llamas, Tammy F LOSS
001724 Quintana, Krystle N F LSS
1074107 Carried Forward: 5497 Gains:0 Total: 547 Losses: 2 Ending Enrcll: 515
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PRINT The Print Monthly Attendance Report generates a monthly report
MONTHLY of attendance alphabetically in order by grade, program, and track.
ATTENDANCE Click the mouse on Print Monthly Attendance Report. Enter the
REPORT month number for the report to be generated. Click the mouse on the
OK button. If using AP1 and AP2 you can ignore them.
x|
Enter Month to Print: Iﬂ
™ lgnore AP1 and AP2
Ok Cancel
The report will list each student’s attendance for every day during the
attendance month selected. It also displays the total not enrolled,
non-apportionment absent and apportionment days for each student,
with totals at the end of each grade.
H : 100242007
Screaming Eagle High School el
2007-2008 MONTHLY ATTENDANCE REPORT Page 1
Month 2 - From 10/01/2007 Through 10/26/2007 Grade 9

Regular Program

STUE Student Name

1001 1072 90@3 1004 1005 9008 9002 900 1041 1042 1045 10AE 1047 1048 1015 1022 1023 1024 1005 100 Mot NonAgpr  Appr Tota
MCN TUE WED THU FRI MON TUE WED THU FRI MOM TUE WED THU FRI MON TUE WED THU FRI Enralieg Abs Al
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0oDoz4
DoDD42
D00045
oopos2
0oDos3
000055
DODDSE
0oDoED
00D0ES
0oDo7s
Dooo21
ooooa2
oopoa3
oopoas
oopogo

rimm

Abdelnour, Alics
Abdo, Alice A
Abesamis, Tatiana J
Abrego, Alice A
Aguilar, Allan
Aleqria, Alice L.
Alejandro, Ariuro
Almada, Jesus Jess
Alvarado, Jogehn
Ancheta, Rudy W.
Ancheta, Shannan

Anderson, Jennifer J
Anderson, MelissaR — — — — -— -

Apodaca, Joshua P.
Aquina, Kenneth J.
Ardon, Daniel
Arguelles, Jennifer
Arias, Amir R.
Arias, Christopher R
Arias, Timothy
Armitage, Shans A.
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Students who enter during the month are counted as GAINS, and
noted with a + before their names. Students who leave during the
month are counted as LOSSES and noted with a - before their
names. The first school month, every student is counted as a gain.
The totals at the end of the report are also shown on the Monthly
Attendance Summary report, which provides proof for the figures
shown on the summary report.
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PRINT The Print Monthly Attendance Summary generates a summary of
MONTHLY the attendance for the month selected and includes total attendance
ATTENDANCE by grade, program and track. When the report is generated a
SUMMARY message box will display to select the attendance month. A message

box may also display a warning if there are still any unverified
absences. A temporary work table will be created and will update the
YTD table. The report is then printed from the records in the YTD
(year-to-date) table with the following totals.

e Days Taught - Calculated from the attendance calendar and
may vary by track in multi-track schools.

e Enrollment Carried Forward - Students enrolled at the end of
the preceding month.

e Gains - Students who entered the school during the current
month.

e Total Enrollment - Enrollment Carried Forward plus gains.
e Losses - Students who left during the current month.

e Ending Enrollment -Total Enrollment minus Losses and
carried forward to the next month.

e Days Not Enrolled - Total days students were not enrolled in
this class, grade, program, and track.

e Days Non-Apportionment Attendance - Total days of
unexcused absences.

o Days Apportionment Absence - Total days of excused
absences.

e Total Actual Attendance — Days Taught times Total
Enrollment minus Days Enrolled minus Days Non
Apportionment Attendance minus Days Apportionment
Absent

e Total Apportionment Attendance - Days Taught times Total
Enrollment, minus Days Not Enrolled, minus Days of Non-
Apportionment Attendance.

e Total Average Daily Attendance - Total Apportionment
Attendance divided by days of Total Enrollment.

e Year-to-date Total Apportionment - Days Taught, and Total
ADA.
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The following is an example of the Monthly Attendance Summary.
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