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TxEIS Attendance - Student Posting with
Comments

There are several options for viewing and posting daily attendance. Use one of the following
attendance posting tabs according to your specific needs. All tabs allow you to enter comments for
the student by period.

Attendance > Maintenance > Student > Student Posting with Comments

By Date and Code By Date/Course By Generic Program

= By Period - View attendance as entered by teachers using txGradebook or an external
product. Campus staff can modify the posting codes if necessary. The page also allows you to
post attendance for any membership date for a group of students who all have the same
posting code date and track. Posting codes can vary by student and period. This tab also
allows you to quickly see all students who have been marked absent or tardy on a specific
membership date.

s By Individual - View, post, and modify attendance for an individual student for one or more
dates. Posting codes can vary by pericd. This tab allows you to quickly see absences and
tardies for an individual student for a specified date range.

s By Date/Control Nbr - Used mainly by elementary campuses to post attendance for a
particular date for a group of students who have the same control number {i.e., instructor ID).
All students must have the same absence date, control number, track, and period{s}. You can
select a different posting code for each student, and/or overwrite existing posted attendance
{an Overwrite Warning pop-up window will be displayed). This page is alsc useful if campus
staff needs to post attendance taken by a substitute teacher.

* By Date/Grade - Post attendance for a group of students who are in the same grade level.
All students must have the same absence date, grade level, track, and pericd{s). You can
select a different posting code for each student, and/or overwrite existing posted attendance
{an Overwrite Warning pop-up window will be displayed).

a By Date and Code - Post attendance for a group of students who all have the same absence
date, track, and period{s). You can specify one posting code that applies to all selected
students, or you can select individual codes for each student. You can also overwrite existing
posted attendance {an Overwrite Warning pop-up window will be displayed). This tab allows
you to quickly pre-post a school-related absence such as a field trip.

» By Date/Course - Post attendance for a group of students in the same course-section. All
students must have the same absence date, instructor, course, section, semester, and track.
You can select a different posting code for each student, and/or overwrite existing posted
attendance {an Overwrite Warning pop-up window will be displayed).

= By Generic Program - NEW! Post attendance for a group of students in the same generic
program. All students must have the same absence date and posting code. For example, this
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page can be used to post a school-related absence, such as if all Chess Club students
attended a chess tournament. All students in the group must be absent on the same date
and enrolled in the same generic program, but they may be on different attendance tracks.
You can also overwrite existing posted attendance {(an Overwrite Warning pop-up window will
be displayed).

NOTES:

o All students are considered Present, unless posted Absent or Tardy.

e Code P is reserved for Present. This code can be used to delete an absence that was
posted in error.

e |f attendance has been posted by instructors from txGradebook, or an external product,
absences will always be recorded with the campus default code value (Default Abs Cd
field on Attendance > Maintenance > Gradebook Options > Campus Options). Campus
staff must update each posting code appropriately. The By Period tab makes this easy.

e Campus staff must assign a posting code for every tardy and absence. Whether or not
an absence is excused depends on the district-level settings for each posting code.

e Some codes are set up to allow pre-posting (i.e., posting prior to the absence date) for
school-related events such as a field trip. This is based on the district-level setting.

e A student's comments can be viewed on Attendance > Maintenance > Student >
Student Inquiry > Attendance Audit.

e 2018-2019 Student Calendar Reporting Chart
, provided by ESC-11

By Period

Post attendance by period.

Attendance > Maintenance > Student > Student Posting with Comments > By Period

This tab displays attendance as entered by teachers using txGradebook or an external product, and
allows campus staff to modify the posting codes if necessary. The page also allows you to post
attendance for any membership date for a group of students who all have the same posting code
date and track. Posting codes can vary by student and period.

This tab also allows you to quickly see all students who have been marked absent or tardy on a
specific membership date.
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Attendance can only be posted for the current school year, and only for tracks that have a calendar
set up for the campus.

All Periods
01 - 08) > 6 08
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By default, all students are listed who have an absence ortardy posted for any period on the selected
date. If no students have been marked absent or tardy on that date, a blank row is displayed.

e The student's grade level and control number {i.e., instructor ID) assigned to the student are
displayed.
» You can re-sort the grid {saved rows only) by clicking an undetined column heading.

» |f more absence records are retrieved than can be displayed on one page, you can page
through the list.

Date The current date is selected by default.
Click in the field to select a valid absence date from the calendar. Or, type the datein
the MMDDYYYY format. This is the date on which the student will be posted absent or

tardy.
Track Select the attendance track. Only tracks established for the campus in the Attendance
application are listed.
From Select the range of periods for which to post attendance. The periods are displayed in
Period the grid according to your selections.

To Period
Periods are listed according to the settings of the 1st Period Nbr and Last Period Nbr
fields on Attendance > Maintenance > Campus > Campus Options.
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If you change the Date, Track, or From/To Period, the list of students is re-displayed according to
your selections. It is not necessary to click Retrieve.

To update an existing posting code:

All Periods If the student was absent all periods, type or click = to select the posting code
(##-##) that applies to all periods on that date. Otherwise, use the fields for the individual
periods.

IMPORTANT: If you enter a value for All Periods, it will overwrite any existing
values in the individual periods when you save.

Period/Code For each period where the student was absent or tardy, type or click =l to select
the posting code.

To delete an absence/tardy, type P {Present) in the code field and save.

a2 Click to view the student's class schedule for the semester of the specified date.
The schedule opens in a pop-up window.
] The icon is only available if the row has nof been saved.

Click te delete an unsaved row. The row is shaded red to indicate that it will be
deleted when you save. Infermation in that row will not be saved.

Comments by Click to enter attendance comments for the student by pericd. The icon does not
Period appear until a student is selected. Comments can only be entered if a posting

@ @ code is entered.

A pop-up window opens allowing you to view, add, and update comments.

r Al

By Period Comments [ %]

Student: 390078: Becerra, Angelica R

All Pericds (01 - 0S) Parant delivered 3 note from doctor. Student is excused from perods 1-4.

Select View

B period Comment
f
v 03 5]
v 04 3
05 C)
05 C)
o7 G
08 C)

255 character Iimit

Warning: Clicking Apply Checkad will apply the last comment for all selected periods.

Apply Checked OK Cancel
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If the same comment applies to multiple periods, you can type the comment once, and select the
periads to apply the comment to. Or, you can enter individual comments for each period.

The icon is yellow if comments currently exist for the student, date, and any of the selected periods.

The icon is white

if the student has no comments on that date.

All Periods
{#H#-#1#)

Select if you are entering a comment that will apply to the student for aff periods
on that date. Otherwise, you will select individual periods.

IMPORTANT: If selected, the comment applies to aff periods, even ifthe From/To
Period fields are not set to include all periods. For example, if the campus has 8
periods, but the From/To Period fields are set to periods 1-3, the comment will be
applied to all 8 periods.

Select

Select one or more periods to apply the displayed comment to.

To apply the comment to all dispfayed periods {according to the selections of the
From/To Period fields), select the check box in the heading row. Note that this
may not include aff periods.

If you selected All Periods or the check box in the heading row, all individual
periad fields are selected by default. They can be cleared as needed.

If you have added, edited, or deleted any comments in the comment space, the
changes or deletion will be applied to the selected period({s).

Period

{Display only) Periods are listed according to the From/To Period range specified
on the main page.

View Comment

=l

The icon is yellow if comments exist. Othenwise the comment icon is white.

Click the icon to add, update, or view existing comments for a particular period.

When you click the icon, it is outlined with a black box @to indicate that it is the
active comment.

The space on the right is enabled allowing you to type a comment.

Comments The space on the right is where you add or update comments for the student, up to
255 characters. The space is not enabled until at |least one period is selected, or
until you click a View Comment icon.

Apply Click to apply the comments to the periods according to your selections. The button

Checked is not enabled unless at least one period is selected.

0K Once you have clicked Apply Checked, click to close the pop-up window.

Comments are applied but must still be saved.
Cancel Click to close the window without making any changes.

If you attempt to

apply a new comment over an existing comment, a warning message is displayed.

WARNINGS:

Comments are

not saved until you click Save.
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If you enter comments, click Apply Checked, receive an Overwrite Warning message and click
OK, and then click the .*. to close the window, the new comment does not overwrite the original
comment until you click Save and the Saved Successful message is displayed.

If you entered comments for a posting code, and then clear the posting code, the comment is
cleared without notification.

A student's comments can be viewed on Attendance > Maintenance > Student > Student Inquiry >
Attendance Audit.

To add a student to the list, click +Add. A blank row is added to the grid.

Student ID Begin typing the student ID {with leading zeros) or last name. As you begin typing, a
drop-down list displays students whose ID or last name begins with the numbers or
characters you have typed. The drop-down list displays the students' full name and
grade level. From the drop-down list you can select the student.

The student can also be located by typing the name in one of the following formats:

* Last name, comma, first name (smith, john)

s Last name initial, comma, first name initial {s,j)

» Comma, first name {,j)

Or, click Directory to select a student from the directory.

Add posting codes and comments as necessary.

Click Save to post attendance and save comments.
By Individual

Post attendance by individual.

Attendance > Maintenance > Student > Student Posting with Comments > By Individual

This tab allows you to view, post, and modify attendance for an individual student for one or more
dates. Posting codes can vary by period.

This tab allows you to quickly see absences and tardies for an individual student for a specified
date range.

Attendance can only be posted for the current school year, and only for tracks that have a calendar

2018/07/17 10:48 TXEIS Attendance - Student Posting with Comments: 6



TXEIS Student

set up for the campus.

save | |  Reset | | Directory | | PrintLastsave |
dual By Date/Control Nex By Date and Code By Date’Course By Generic Program
Student Oful?'ff? Saenz. Fabean Fidel | Semester |3 vi From Date o | Teack (01 v} From Pesiod. | 01 -] ToPercd: 08 v | | Retrieve l
Ertry Date 08-28-2017 Grade 12 | © Medical Alert | | Documents J
Comements All Periods
By Period Schedu (01 - 08)
01162018 ® B B E U8 e O OB 8 D8 S
1213 anz a11¢ 9913 09 4501 4 2474
01252018 ) i B BE B B BB e e 8 S
1213 812 8307 9913 asog 4401 401 2474
04.03.2018 o Ll o] G = 6 | [¢ = G = G | G | G |= G |=

Student Begin typing the student ID {with |leading zeros) or last name. As you begin typing, a drop-
down list displays students whose ID or last hame begins witfr the numbers or characters
you have typed. The drop-down list displays the students' full name and grade level. From
the drop-down list you can select the student.

The student can also be located by typing the name in one of the following formats:

¢ Last name, comma, first name {smith, john)

¢ Last name initial, commoa, first name initial {s,j)

¢ Comma, first name {,})

Or, click Directory to select a student from the directory.

Select the date range using one of the following two fields:

Semester By default, the field is set according to the setting of the Optional Semester field on
Attendance > Maintenance > Campus > Campus Options.

Select a semester to view the student's absences for the semester.

1 - View semester 1.

2 - View semester 2.

3 - View semesters 1 and 2.

H - View the current semester, as determined by the system {i.e., current) date.

From Date To see a student's absences and tardies beginning with a particular date, click in the
field to select a date from the calendar. Or, type the date in the MMDDYYYY format.

Track|Select the attendance track. Only tracks established for the campus in the Attendance
application are listed.

By default, the student's existing absences and tardies are displayed for the specified semester or
date range for all periods.

¢ A code field is displayed for each period, and the student's course number for that period is
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displayed below the field.
» [f a student has been marked absent or tardy for the date and period, the code field displays

the posting code.
* You can re-sort the grid {saved rows only) by clicking an underined column heading.

= [f more absence records are retrieved than can be displayed on one page, you can page
through the list.

From Period Select the range of periods for which to post attendance. The periods are displayed in
To Period |the grid according to your selections.

Periods are listed according to the settings of the 1st Period Nbr and Last Period
Nbrfields on Attendance > Maintenance > Campus > Campus Options.

If you change the Student, Semester or From Date, Track, and/or From/To Period, the page is
re-displayed according to your selections. It is not necessary to click Retrieve.

To add an absence or tardy for the student, click +Add. A blank row is added to the grid.

Date Click inthe field to select a valid absence date from the calendar. Or, type the
date in the MMDDYYYY format. This is the date on which the student will be posted

absent or tardy.

Period/Code For each pericd where the student was absent or tardy, type or click l= to select
the posting code.

To delete an absence/tardy, type P {Present) in the code field and save.

“‘ Click to view the student's class schedule for the semester of the specified date.
: The schedule opens in a pop-up window.
i The icon is only available if the row has nof been saved.

Click to delete an unsaved row. The row is shaded red te indicate that it will be
deleted when you save. Information in that row will not be saved.

Comments by |Click to enter attendance comments for the student by period. Comments can
Period only be entered if a posting code is entered. The icon does not appear until a date

@ @ is selected.

A pop-up window opens allowing you to view, add, and update comments.
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By Individual Comments [ x ]

Student: 075523: Abate, Edward Martinez

All Periods (01 - 08)

Select

®  period Comment

01

02

03

04

v 05
v 08
v o7
v (3]

<
2

) ) ) [N

[Student left early due to medical emeargency.

255 character limit

Warning: Clicking Apply Checkad will spply the last comment for all selected periods.

| Apply Checked | OK Cancel

If the same comment applies te multiple periods, you can type the comment once, and select the
periods to apply the comment to. Or, you can enter individual comments for each period.

The icon is yellow if comments currently exist for the student, date, and any of the selected periods.
The icon is white if the student has ne comments on that date.

All Periods
(##-#1#)

Select if you are entering a comment that will apply to the student for aff periods on
that date. Otherwise, you will select individual periods.

IMPORTANT: If selected, the comment applies to aff periods, even if the From/To
Period fields are not set to include all periods. For example, if the campus has 8
periods, but the From/To Period fields are set to periods 1-3, the comment will be
applied to all 8 periods.

Select

Select ohe or more periods to apply the displayed comment to.

To apply the comment to all dispfayed periods {according to the selections of the
From/To Period fields), select the check box in the heading row. Note that this
may not include aff periods.

If you selected All Periods or the check box in the heading row, all individual
period fields are selected by default. They can be cleared as needed.

If you have added, edited, or deleted any comments in the comment space, the
changes or deletion will be applied to the selected period(s).

Period

{Display only) Periods are listed according to the From/To Period range specified
on the main page.
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S

View Comment [The icon is yellow if comments exist. Otherwise the comment icon is white.

Click the icon to add, update, or view existing comments for a particular pericd.

YWhen you click the icon, it is outlined with a black box @to indicate that it is the
active comment.

The space on the right is enabled allowing you to type a comment.

comments The space on the right is where you add or update comments for the student, up to
255 characters. The space is not enabled until at least one period is selected, or
until you click a View Comment icon.

Apply Click to apply the comments to the periods according to your selections. The button

Checked is not enabled unless at least one period is selected.

OK Once you have clicked Apply Checked, click to close the pop-up window.

Comments are applied but must still be saved.
Cancel Click to close the window without making any changes.
WARNINGS:

Comments are not saved until you click Save.

If you enter comments, click Apply Checked, receive an Overwrite Waming message and click

OK, and then click the % to close the window, the new comment does not overwrite the original
comment until you click Save and the Saved Successful message is displayed.

If you entered comments for a posting code, and then clear the posting code, the comment is
cleared without notification.

A student's comments can be viewed on Attendance > Maintenance = Student > Student Inquiry >
Attendance Audit.

Click Save to post attendance and save comments.

© Medical Alert

View medical alert.
The button is displayed if a medical waming exists for the student and Consent to
Display Alert is selected on Health > Maintenance > Student Health > Emergency.

Click to view the student's medical alert infonmation.

Documents

View or attach supporting documentation.
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By Date/Control Number

Post attendance by date/control number.

Attendance > Maintenance > Student > Student Posting with Comments > By Date/Control Nbr

This tak is mainly used by elementary campuses to post attendance for a particular date for a
group of students who have the same control number {i.e., instructor ID). All students must have
the same absence date, control number, track, and period{s}. You can select a different posting
code for each student, and/or overwrite existing posted attendance {an Overwrite Waming pop-up
window will be displayed).

This page is alsc useful if campus staff needs to post attendance taken by a substitute teacher.

Attendance can only be posted for the current school year, and only for tracks that have a calendar
set up for the campus.

Save l \ Reset J Directory | .;dnu‘ms.n
By Period T e e Tl By Date/Geade By Date'Course
Date | 05-23.2018 | Cirl Nor: [ 205 ALVARADO, ALISON G | Track (01 v | From Penod (00 v | To Penod. | 07 v | Penod Patiem | v |
Comments
By Period e
& 010030 Acevedo, Gecege M 02 (9] E
o) 010045 Aguiar Reyes, Danela N 02 ) B
Jil 010155 Agutse, Neheniah Q 0 (! icisi
liesd 010036 Carrecn, Jonathan T 02 ) B
el 010377 Casias, Max J 02 5] B
1=l 1607 Espnaza. Lyla R 02 Q) B
&=l 019630 Esquivel. Mchael R 02 &) ES
= 010378 Fields, Danvel 0 G i
il 010120 Galegos-Cardona, Alana H 02 (&) =
= 010033 Gavan, Namaniel § 02 (9] ﬁ
6= 020001 Garcia, Datren B 02 o) B
Jfawe] 010230 Garcia, Liian M 02 ) f:}
1] 010417 Gancia, Nicholas A 02 ) ff_'j
& 010059 Garcia, Royal A 02 () B3
e 010078 Gonzales, Adrian J 02 o =3
Rows: 25
[} Aceseds Gorzales v [ L]

Date The current date is selected by default.

Click in the field to select a valid absence date from the calendar. Or, type the date in the
MMDDYYYY format. This is the date on which the student will be posted absent or tardy.
Ctr Nbr(Click [ to to select the instructer's ID {i.e., control number) of the students you want to
post attendance for.
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Track |Select the attendance track. Only tracks established for the campus in the Attendance

applicati

on are listed.

Indicate the period{s) of the absence in gne of the following ways:

From/To Period

Select the range of periods for the absence.

Periods are listed according to the settings of the 1st Period Nbr and Last Period
Nbr fields on Attendance > Maintenance = Campus > Campus Options.

Period Pattern

Select the pattem that applies to the absence.

Click Retrieve.

A list of students associated with the control number {on the specified date and track) is displayed.

If you change the

Date, Ctrl Nbr, Track, and/or From/To Period and click Retrieve, the page is re-

displayed according to your selections. It is not necessary to click Retrieve if you only change Track.

If you retrieve one period, any existing posting codes are displayed for that date, period, and control

numkber. If you sel

ect more than one period, posting codes are not displayed.

¢ You can re-sort the grid {saved rows only) by clicking an underined column heading.

¢ If more students are retrieved than can be displayed on one page, you can page through the

list.

e Changes are not retained across pages; you must save changes cn each page.

Code

For each student who was absent or tardy, type or click =] to select the posting
code.
Leave blank for students who were on time and present for the entire class.

YWTF

Click to view the student's class schedule for the semester of the specified date.
The schedule opens in a pop-up window.

Comments by
Period

wlc)

Click to enter attendance comments for the student by peried. Comments can
only be entered if a posting code is entered.

A pop-up window opens allowing you to view, add, and update comments.
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r 5

By Date/Control Nbr Comments [ %)

Student: 075602: Serna, Matthew A

Select View [Student iaft 2arly due to medical emargency.
®  Period Comment

01
o2
03
04
05

o8

« o7

NI O 0 000

e o3

255 character limit

Warning: Clicking Apply Checkad will spply the last comment for all selected periods.
| ﬁébﬁl;éi;éck;&_ [| OK Cancel
If the same comment applies te multiple periods, you can type the comment once, and select the
periods to apply the comment to. Or, you can enter individual comments for each period.

The icon is yellow if comments currently exist for the student, date, and any of the selected periods.
The icon is white if the student has ne comments on that date.

Select Select one or more periods to apply the displayed comment to.

To apply the comment to all dispfaved periods {according to the selections of the
From/To Period fields), select the check box in the heading row. All individual
periad fields are selected by default. Note that this may not include aff periods at
the campus. The individual fields can be unselected as needed.

If you have added, edited, or deleted any comments in the comment space, the
changes or deletion will be applied to the selected pericd(s).

Period {Display only) Periods are listed according to the From/Te Period range specified
on the main page.

View The icon is yellow if comments exist. Otherwise the comment icon is white.

Comment

@ @ Click the icon to add, update, or view existing comments for a particular period.

When you click the icon, it is cutlined with a black box @to indicate that it is the
active comment.

The space on the right is enabled allowing you to type a comment.
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comments The space on the right is where you add or update comments for the student, up to
255 characters. The space is not enabled until at least one period is selected, or
until you click a View Comment icon.

Apply Click to apply the comments to the periods according to your selections. The button
Checked is not enabled unless at least one period is selected.
oK Once you have clicked Apply Checked, click to close the pop-up window.
Comments are applied but must still be saved.
Cancel Click to close the window without making any changes.
WARNINGS:

Comments are not saved until you click Save.

If you enter comments, click Apply Checked, receive an Overwrite Warning message and click
OK, and then click the %, to close the window, the new comment does not overwrite the original
comment until you click Save and the Saved Successful message is displayed.

If you entered comments for a posting code, and then clear the posting code, the comment is
cleared without notification.

A student's comments can be viewed on Attendance > Maintenance > Student > Student Inquiry >
Attendance Audit.

Click Save to post attendance.

* You can make changes on multiple tabs to different students and save all changes at once.
o If there are multiple pages of students retrieved, you must save each page individually.

If attendance was previously posted for the same student, date, and period, a pop-up window
opens when you save prompting to confirm that you want to overwrite the previous data:
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Overwrite Waming

Student ID Grade Period

os2018 Abasts, Daniel oe 01 1 5 ! By Oate and Code
cs201¢e Abasts, Daniel o0e 02 1 5 By Date and Code
082018 Abasts, Daniel oe 02 1 5 By Date and Code
osz018 Abasta, Daniel og o4 1 5 By Date and Code
0sz2018 Abazsts, Daniel ce 05 1 5 By Date and Code
082018 Absasts, Daniel 0e oé 1 5 By Date and Code
0sz01e Abasts, Daniel e 07 1 5 By Date and Code
082018 Abasta, Daniel og o2 1 5 By Date and Code

OK g

The grid displays the previously posted code and the new code for each period, as well as
the tab on which the new code was posted, for the date specified on the main page.

Overwrite For each row, indicate if you want to overwrite the existing posting code

Code for the student, date, and selected period({s). If there are multiple rows,
you can select the check box in the heading to overwrite the code for all
rows.

If not selected, the original code will remain.

Click OK. The changes are saved.

By Date/Grade

Post attendance by datefgrade.

Attendance > Maintenance > Student > Student Posting with Comments > By Date/Grade

This tab allows you to post attendance for a group of students who are in the same grade level. All
students must have the same absence date, grade level, track, and period{s). You can select a
different posting code for each student, and/or overwrite existing posted attendance {an Overwrite
Warning pop-up window will be displayed).

NOTE: To mass update students by grade level for a specific posting code {e.q., field trip, UIL,
etc.), use the By Date and Code tab.
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Attendance can only be posted for the current school year, and only for tracks that have a calendar
set up for the campus.

Save I \ Reset l Directory J i Print Last Save I
=t
Comments
> By Period Schedule
;.‘.‘.‘: 091743 Abeyta, James R Q m
i 2392 Acevedd, Alexs | Q i
Gl 091532 Aceves Vazquez, Nathan A Q) E’j
| 075753 Acosta, Ales B o) Efj
=) 370553 Acosta, Carios M &) &
(=) 062528 Agutar, Joshua Z ) EH
1= 390185 Aguire, Galées L Q) Ej
2= 370516 Alarez, Gabesta A Q) Ej
|[oee] 051634 Alarcon, Yunda N o rj
= 078467 Alba, Darmen J (&9 =
i 32189 Albyar, Esenia £ o i)
[} 370621 Alele. Rodjeyann O (9] [':".
T 075820 Alfaro, Devin 3 Q m’
= 076862 Alfaro Tovar, Cassandra M Q <2
Yol 081763 Aigantani, Rtanna N (85 i3
Rows: 478
[« < mer—e sy |

Date [The current date is selected by default.

Click in the field to select a valid absence date from the calendar. Or, type the date in the
MMDDYYYY format. This is the date on which the student will be posted absent or tardy.
Grade Select the grade level of the students who were absent.

Track [Select the attendance track. Only tracks established for the campus in the Attendance
application are listed.

Indicate the period({s) of the absence in gne of the following ways:

From/To Period Select the range of periods for the absence.

Periods are listed according to the settings of the 1st Period Nbr and Last Period
Nbr fields on Attendance > Maintenance > Campus > Campus Options.

Period Pattern Select the pattem that applies to the absence.

Click Retrieve. A list of students in the selected grade level is displayed.

If you change the Date and/or From/To Period and click Retrieve, the page is re-displayed
according to your selections. It is not necessary to click Retrieve if you only change Track.

® You can re-sort the grid {saved rows only) by clicking an undetined column heading.

® If more students are retrieved than can be displayed on one page, you can page through the
list.
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» Changes are not retained across pages; you must save changes on each page.

Code

For each student who was absent or tardy, type or click l=| to select the posting
code.
Leave blank for students who were on time and present for the entire class.

LACAL)

Sy

Click to view the student's class schedule for the semester of the specified date.
The schedule opens in a pop-up window.

Comments by
Period

olc)

Click to enter attendance comments for the student by period. Comments can
only be entered if a posting code is entered.

A pop-up window opens allowing you to view, add, and update comments.

r

-~

By Date/Grade Comments °

Student: 091743: Abeyta, James R

Select View

& Period Comment

b 01
02
03

o4

JJ 939999\

Parent delivered note from doctor.

255 character limit

Warning: Clicking Apply Checked will apply the last comment for all selected periods

| Apply Checked | OK Cancel

If the same comment applies te multiple periods, you can type the comment once, and select the
periods to apply the comment to. Or, you can enter individual comments for each period.

The icon is yellow if comments currently exist for the student, date, and any of the selected periods.
The icon is white if the student has ne comments on that date.
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Select

Select one or more periods to apply the displayed comment to.

To apply the comment to all dispfayed periods {according to the selections of the
From/To Period fields), select the check box in the heading row. All individual
periad fields are selected by default. Note that this may not include aff periods at
the campus. The individual fields can be unselected as needed.

If you have added, edited, or deleted any comments in the comment space, the
changes or deletion will be applied to the selected period(s).

Period

{Display only) Periods are listed according to the From/To Period range specified
on the main page.

View
Comment

i)

The icon is yellow if comments exist. Otherwise the comment icon is white.

Click the icon to add, update, or view existing comments for a particular period.

When you click the icon, it is cutlined with a black box @to indicate that it is the
active comment.

The space on the right is enabled allowing you te type a comment.

comments The space on the right is where you add or update comments for the student, up to
255 characters. The space is not enabled until at least one period is selected, or
until you click a View Comment icon.

Apply Click to apply the comments to the pericds according to your selections. The button

Checked is not enabled unless at least one period is selected.

OK Once you have clicked Apply Checked, click to close the pop-up window.
Comments are applied but must still be saved.

Cancel Click to close the window without making any changes.

WARNINGS:

Comments are not saved until you click Save.

If you enter comments, cjick Apply Checked, receive an Overwrite Waming message and click
OK, and then click the *. to close the window, the new comment does not overwrite the original
comment until you click Save and the Saved Successful message is displayed.

If you entered comments for a posting code, and then clear the posting code, the comment is
cleared without notification.

A student's comments can be viewed on Attendance = Maintenance = Student > Student Inquiry =
Attendance Audit.
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Click Save to post attendance.

e You can make changes on multiple tabs to different students and save all changes at once.
e |f there are multiple pages of students retrieved, you must save each page individually.

If attendance was previously posted for the same student, date, and period, a pop-up window
opens when you save prompting to confirm that you want to overwrite the previous data:

Overwrite Waming

Previous

Student ID Grade Period Code

082018 Abasts, Daniel oe 01 1 5 By Date and Code
0szo1e Abasts, Daniel o0e 02 1 5 By Date and Code
oszo1e Abasts, Daniel oe 023 1 5 By Date and Code
0szo1e Abasta, Daniel oe 04 1 5 By Date and Code
osz018 Abasts, Daniel oe 05 1 5 By Dste and Code
0s201¢e Apasts, Daniel oe 0é 1 5 By Date and Code
osz2o018 Absasts, Daniel oe o7 1 5 By Date and Code
0sz01e Apasts, Daniel og 02 1 5 By Date and Code

oK q

The grid displays the previously posted code and the new code for each period, as well as
the tab on which the new code was posted, for the date specified on the main page.

Overwrite For each row, indicate if you want to overwrite the existing posting code

Code for the student, date, and selected period(s). If there are multiple rows,
you can select the check box in the heading to overwrite the code for all
rows.

If not selected, the criginal code will remain.

Click OK. The changes are saved.

By Date and Code

Post attendance by date and code.

Attendance > Maintenance > Student > Student Posting with Comments > By Date and Code

This tab allows you to post attendance for a group of students who all have the same absence date,
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track, and pericd{s). You can specify one posting code that applies to all selected students, or you
can select individual codes for each student. You can also overwrite existing posted attendance {an
Overwrite Warning pop-up window will be displayed).

This tab allows you to quickly pre-post a school-related absence such as a field trip.

Attendance can only be posted for the current school year, and only for tracks that have a calendar
set up for the campus.

To view previously entered posting codes and comments for a student, go to Maintenance >
Student > Student Inquiry > Attendance Audit.

Date: | 05.23:2018 | Code ® A3 [B Extra Curncular Band " |i=l  Track [0 v | From Period (01 v | ToPeriod [08 v | Penod Pattem: | vl

Comments
By Period

'} B Extra Cumicular Band - J 075523 | Abate Edwaram 12 g
ﬂ 8 Extra Curricular Band 1 025327 ] Aguero, Jayden J 00 @ B
i [ loese AR > q

Date [The current date is selected by default.
Click in the field to select a valid absence date from the calendar. Or, type the date in the
MMDDYYYY format. This is the date on which the student will be posted absent or tardy.
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Code |Select che:

All If selected, the same posting code will be applied to aff the students you add to
the list.
Click = to select the posting code that will be applied to all students.
The individual Code fields will ke disabled.
4 =
Date: | 05-23-2018 | Code® All |B Extra Curricular Band ) [ [}
" Individual
Delete
@ | B Extra Curricular Band | 025327
w : | B Extra Curricular Band I H 075523
] | B Extra Curricular Band | 037130
Individual|lf selected, you can apply a different posting code for each student using the

individual Code fields.

Date: | 05-23-2018 | Code: "’ Al | I=

‘_' Individual

Delete
T} | B Extra Curricular Band [[es] 025327

@ I 1 Parent Note Excused IE] 075523
@ | B Extra Curricular Band IE] 037130

application

changes.

Track Select the attendance track. Only tracks established for the campus in the Attendance

Attendance should be posted one track at a time, and you must save between tracks.
Changing the track without saving will generate message warning you that you have unsaved

are listed.

Indicate the period(s) of the absence in one of the following ways:

From/To Period

Select the range of pericds for the absence.

Periods are listed according to the settings of the 1st Period Nbr and Last Period
Nbrfields on Attendance > Maintenance > Campus > Campus Options.

Period Pattern

Select the pattem that applies to the absence.

A blank row is displayed in the gnd.
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Code This field is disabled if you selected to apply one posting code to all students. Otherwise,
type or click k=l to select the posting code that applies to the student.
Student ID Begin typing the student ID {with leading zeros) or last name. As you begin typing, a

drop-down list displays students whose ID or last name begins with the numbers or
characters you have typed. The drop-down list displays the students' full name and
grade level. From the drop-down list you can select the student.

The student can also be located by typing the name in one of the following formats:

¢ Last name, comma, first name {smith, john)

¢ Last name initial, comma, first name initial {s,j)

¢ Comma, first name {,j)

Or, click Directory to select the student using the directory.

The student’s name and grade level are displayed.

AL

Click to view the student's class schedule for the semester of the specified date.
The schedule opens in a pop-up window.

@

Click to delete an unsaved row. The row is shaded red to indicate that it will be
deleted when you save. Infermation in that row will not be saved.

Period

wic)

Comments by |[Click to enter attendance comments for the student by period. Comments can only

be entered if a posting code is entered. The icon does not appear until a student is
selected.

A pop-up window opens allowing you to view, add, and update comments.

r

Al

By Date and Code Comments 3]

Student: 075523: Abate, Edward M

Select
L}

Period Comment

01

7}

0z

04

05

08

o7

0s

View Recevad note from parent that student can leave event with the parent and not|
on the bus.

MJIIddddyg

255 character limit

Warning: Clicking Apply Checked will apply the last comment for all selected periods.

| Apply Checked | OK Cancel
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If the same comment applies to multiple periods, you can type the comment once, and select the
periads to apply the comment to. Or, you can enter individual comments for each period.

The icon is yellow if comments currently exist for the student, date, and any of the selected periods.
The icon is white if the student has no comments on that date.

Select

Select one or more periods to apply the displayed comment to.

To apply the comment to all dispfaved periods {according to the selections of the
From/To Period fields), select the check box in the heading row. All individual
period fields are selected by default. Note that this may not include aff pericds at
the campus. The individual fields can be unselected as needed.

If you have added, edited, or deleted any comments in the comment space, the
changes or deletion will be applied to the selected period(s).

Period

{Display only) Periods are listed according to the From/To Period range specified
on the main page.

View
Comment

wic)

The icon is yellow if comments exist. Otherwise the comment icon is white.

Click the icon to add, update, or view existing comments for a particular pericd.

When you click the icon, it is outlined with a black box @ te indicate that it is the
active comment.

The space an the right is enabled allowing you to type a comment.

Comments The space on the right is where you add or update comments for the student, up to
255 characters. The space is not enabled until at least one period is selected, or
until you click a View Comment icon.

Apply Click to apply the comments to the periods according to your selections. The button

Checked is not enabled unless at least one perod is selected.

OK Once you have clicked Apply Checked, click to close the pop-up window.
Comments are applied but must still be saved.

Cancel Click to close the window without making any changes.

WARNINGS:

Comments are not saved until you click Save.

If you enter comments, click Apply Checked, receive an Overwrite Waming message and click
OK, and then click the . to close the window, the new comment does not overwrite the original
comment until you click Save and the Saved Successful message is displayed.

If you entered comments for a posting code, and then clear the posting code, the comment is
cleared without notification.
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A student's comments can be viewed on Attendance > Maintenance > Student > Student Inquiry >
Attendance Audit.

Click +Add to add a student. A blank row is added to the grid.

Click Save to post attendance.

« You can make changes on multiple tabs to different students and save all changes at once.
« [f there are multiple pages of students retrieved, you must save each page individually.

If attendance was previously posted for the same student, date, and period, a pop-up window
opens when you save prompting to confirm that you want to overwrite the previous data:

Overwrite Waming

Student ID Grade Period

082019 Abssts, Daniel ce 01 1 5 By Dste and Code
082012 Abasts, Daniel oe 02 1 5 By Date and Code
osz2018 Abasta, Daniel ce 02 1 5 By Date and Code
082018 Abasts, Daniel oe o4 1 5 By Date and Code
osz018 Abasta, Daniel oe os 1 5 By Dste and Code
os2012 Abasts, Daniel oe 08 1 5 ! By Oate and Code
csz2018 Abasta, Daniel og 07 1 5 By Date and Code
os2018 Abasts, Daniel oe o2 1 5 By Date and Code

OK g

The grid displays the previously posted code and the new code for each period, as well as
the tab on which the new code was posted, for the date specified on the main page.

Overwrite For each row, indicate if you want to overwrite the existing posting code

Code for the student, date, and selected period{(s). If there are multiple rows,
you can select the check box in the heading to overwrite the code for all
rows.

If hot selected, the original code will remain.

Click OK. The changes are saved.

By Date/Course
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Post attendance by date/course.

Attendance > Maintenance > Student > Student Posting with Comments > By Date/Course

This tab allows you to post attendance for a group of students in the same course-section. All
students must have the same absence date, instructor, course, section, semester, and track. You
can select a different posting code for each student, and/or overwrite existing posted attendance
{an Overwnrte Waming pop-up window will be displayed).

Attendance can only be posted for the current school year, and only for tracks that have a calendar
set up for the campus.

I Save l t Reset J Directory || Print Last Save
Oste (0576201 | nsncioe (S0ALUSON ALEXANORAL Jal Course (6606 Foorsicsts ] Socton:[027] Semester 2+ Trock [677
Comments
A Name By Period
= 055107 Apclinar. Gaboela L 12 04 Q) 5]
i 055107 Apolinar, Gabeeia L 2 06 o R
|7 311955 Bailey, Aciel O 12 o4 (%) ‘:3
&= a11685 Bailey, Ariel O 12 06 o) ":j
il 023528 Ball, Dakota R 12 04 () B
= 02352 Ball, Daketa R 12 08 () B
[ 091011 Cade. Meam 12 04 o 73+
=] 0s1011 Cade, Mriam 12 06 G B2
[ 075850 Cartu, Skilyer A 1 04 () i)
& 075650 Camtu, Siolyer A 1 06 =) ﬁ
m] 018151 Cacouth, Joe M 1 04 "y 5]
& 012151 Carouth, Joe M 1 o8 () B3
= 332161 Esparza. Anquayjah T " 04 ) Ea
lom] 382151 Esparza, Avquaypah T 1 06 ) fj
[} 302061 Fernandez. Kelsey N 12 04 ) B
Rows: 62
1 foowar rerance: v LERL L]
Date The current date is selected by default.

Click in the field to select a valid absence date from the calendar. Or, type the date in the
MMDDYYYY format. This is the date on which the student will be posted absent or tardy.

Instructor Type or click Il to select the instructor of the course in which the students are enrolled.

Course |Select the course for which to post attendance.

Section |Select the section for which to post attendance.

Semester |Select the semesterin which the course-section is taught.

Track Select the attendance track. Only tracks established for the campus in the Attendance

application are listed.

Click Retrieve. A list of students enrolled in the course-section is displayed. The student's grade level
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and pericd are alse displayed.

If the student is enrclled in the course-section during multiple periods, the student list listed multiple
times.

If you change the Date, Instructor, Course, Section, or Semester and click Retrieve, the page is
re-displayed according to your selections. It is not necessary to click Retrieve if you only change
Track.

e You can re-sort the gnd by clicking an underdined column heading.

» If more students are retrieved than can be displayed on one page, you can page through the
list.

e Changes are not retained across pages; you must save changes on each page.

If a course is scheduled for more than one pericd, the range of periods is displayed, and the
absence is posted for all periods in the range. In this case, the posting code and comments are

not displayed.

Code For each student who was absent or tardy, type or dlick =/ to select the posting
code.

Leave blank if the student was on time and present for the entire class.

Click to view the student's class schedule for the semester of the specified date.
The schedule opens in a pop-up window.

Comments by [Click to enter attendance comments for the student. Comments can only be
Period entered if a posting code is entered. You can only enter comments for the period
-l of the selected course-section.

AL

A pop-up window opens allowing you to view, add, and update comments.
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r

-

By Date/Course Comments o

Student: 055107: Apolinar, Gabriela L

Select View [Student was in nurse's office.
i Period Comment

255 character limit

Warning: Clicking Apply Checkad will spply the last comment for all selected periods.

Apply Checked OK Cancel

The icon is yellow if comments currently exist for the student, date, and any of the selected periods.

The icon is white

if the student has no comments on that date.

Select

Only one period is listed. Select the period to apply the comment to the period.

Period

The pericd for which the comment will apply is displayed.

View Comment

wl

The icon is yellow if comments exist. Otherwise the comment icon is white.

Click the icon to add, update, or view existing comments for a particular period.

¥When you click the icon, itis outlined with a black box @ to indicate that it is the
active comment.

The space on the right is enabled allowing you to type a comment.

Comments

The space on the right is where you add or update comments for the student, up to
255 characters. The space is not enabled until at least one period is selected, or

until you click a View Comment icon.

Apply Checked

Click to apply the comments to the selected period. The button is not enabled
unless the period is selected.

OK Once you have clicked Apply Checked, click to close the pop-up window.
Comments are applied but must still be saved.
Cancel Click to close the window without making any changes.
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WARNINGS:

Comments are not saved until you click Save.

If you enter comments, click Apply Checked, receive an Overwrite Warning message and click
OK, and then click the *. to close the window, the new comment does not overwrite the original

comment until you click Save and the Saved Successful message is displayed.

If you entered comments for a posting code, and then clear the posting code, the comment is
cleared without notification.

A student's comments can be viewed on Attendance > Maintenance > Student > Student Inquiry =
Attendance Audit.

Click Save to post attendance.

= You can make changes on multiple tabs to different students and save all changes at once.
e |f there are multiple pages of students retrieved, you must save each page individually.

If attendance was previously posted for the same student, date, and period, a pop-up window
opens when you save prompting to confirm that you want to overwrite the previous data:

Overwrite Wamning

Student ID Grade Period

osz01e Abasta, Daniel oe o1 1 5 By Date and Code
os201e Abasts, Daniel ce 02 1 5 By Oate and Code
082018 Abasta, Daniel og 032 1 5 By Dste and Code
082018 Abasts, Daniel oe o4 1 5 By Date snd Code
gs201e Abasta, Daniel ce os 1 5 By Dste and Code
os2018 Abasts, Daniel oe 06 1 5 By Oate and Code
osz018 Abasta, Daniel og 07 1 5 By Dste and Code
0s201e Abasts, Daniel ce o8 1 5 By Oate snd Code

oK q

The grid displays the previously posted code and the new code for each period, as well as
the tab on which the new code was posted, for the date specified on the main page.
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Overwrite For each row, indicate if you want to overwrite the existing posting code

Code for the student, date, and selected period(s). If there are multiple rows,
you can select the check box in the heading to overwrite the code for all
rows.

If not selected, the original code will remain.

Click OK. The changes are saved.

By Generic Program

Post attendance by generic program.

Attendance > Maintenance > Student > Student Posting with Comments > By Generic Program

This tab allows you to post attendance for a group of students in the same generic program. All
students must have the same absence date and posting code. For example, this page can be used
to post a school-related absence, such as if all Chess Club students attended a chess tournament.

All students in the group must be absent on the same date and enrolled in the same generic
program, but they may be on different attendance tracks. You can also overwrite existing posted
attendance (an Overwrite Warning pop-up window will be displayed).

NOTE: Students are enrolled in a generic program on Registration > Maintenance > Student
Enrollment > Generic.

Attendance can only be posted for the current school year, and only for tracks that have a calendar
set up for the campus.
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save | | Reset | Oirectory | | printLastsave |

By Date/Controf Now By Date and Cooe By DateCourse
e () G ST =
Cooe | |5 Sewectan Students: = Comments: ()

v Track01  FromPeriod: [IKA o Period: (KA

Student 1D A Name e Schadule
016526 Fairchoth, Osvaiso 10
024604 Fakon Emay 1 09
22 Fanss, Alexs M »
a724% Femangez Laime 10
410019 Gataiel Chares M 02
016329 Guemero, Randy D 2 D
016326 Hastng, Gabetie N 12
061441 wama. Amanda C 10 5]
062525 Lain Ross, Aatyah A 10 =
031594 Coaya Savanna B 10

Rows: 18

» Track02  FromPeriod:[01 v | Yo Period: (03 v |

» Track04  FromPeriod: (01 v |  ToPenod: [0S v |

Date The current date is selected by default.

Click in the field to select a valid absence date from the calendar. Or, type the date
in the MMDDYYYY format. This is the date on which the student will be posted
absent or tardy.

Generic

Program Type or click [=] to select the generic program the students are enrolled in.

Click Retrieve. A list of students enrolled in the selected generic program on the specified date is
displayed. Grade |level is also displayed.

» You can re-sort the grid by clicking an underined column heading.

* If more students are retrieved than can be displayed on one page, you can page through the
list.

NOTE: Students are grouped by track. By default, the lowest track is expanded to display
students on that track. Click cther tracks to expand/hide the list of students.

Within each track, you can specify the range of periods to post attendance for.
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» Track01  From Period: To Period:

Student ID
081703

Code Type or click k=/ to select the posting code to be applied to all selected students across
all tracks.

Select all Select this field to automatically select all listed students across all pages and all
Students tracks. Or, clear the field to de-select any selected students across all tracks.

HERE'S A TIP: If the posting code applies to most of the retrieved students, select
this field, and then manually clear the field for the individual students the code does

not apply to.

You also have the option to select all students for each track individually.
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Comments |[Click to add attendance posting comments. Type the comment in the space provided,
up to 255 characters. The same comment will be applied to all selected students for
the range of periods specified.

By Generic Program Comments o

Cheass club sttended s competition.

oK Cancel

Click OK to apply the comment.
Click Cancel to close the window without making any changes.
WARNING: Comments are not saved until you click Save.

NOTE: Once saved, comments can only be viewed on the By Period or By Individual
tab.

Select|Within each track, select the students to post attendance for. Or, clear the field for any
students the posting code does not apply to.

To select/un-select all students on a particular track, select/clear the check box in the
heading row.

Click to view the student's class schedule for the semester of the specified date. The schedule
opens in a pop-up window.

Click Save to post attendance.

» You can make changes on multiple tabs to different students and save all changes at once.
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If attendance was previously posted for the same student, date, and period, a pop-up window
opens when you save prompting to confirm that you want to overwrite the previous data:

Overwrite Waming

Previous
Student ID Grade Period Code

osz018 Abasta, Daniel oe o1 1 5 By Dsate and Code
0s2018 Abasts, Daniel ce 02 1 5 By Oate snd Code
osz2018 Abasta, Daniel ce 02 1 5 By Date and Code
082018 Abasts, Daniel oe 04 1 5 By Date and Code
osz018 Abasta, Daniel og o0& 1 5 By Dsate and Code
0s2018 Abasts, Daniel oe 08 1 5 By Oate and Code
cs201e Abasts, Daniel oe o7 1 5 By Date and Code
os2018 Absasts, Daniel oe o2 1 5 By Date and Code

oK d

The grid displays the previously posted code and the new code for each period, as well as
the tab on which the new code was posted, for the date specified on the main page.

Overwrite For each row, indicate if you want to overwrite the existing posting code

Code for the student, date, and selected period(s). If there are multiple rows,
you can select the check box in the heading to overwrite the code for all
rows.

If not selected, the original code will remain.

Click OK. The changes are saved.

Common Features

View features that exist on all Student Posting with Comments tabs.

'Reset |Clear unsaved changes and start over. The settings of the selection criteria fields will be retained.
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Print
Last
Save

A pop-up window opens which displays a list of the last 10 times attendance was posted from any
attendance posting tab, including the user D of staff who posted attendance, and the date-time
stamp indicating when the attendance was posted. The list is retained even if you exit the page or
application.

r ~
User ID Tab Save Date/Time Print
JSTANFORD By Period 5/23/2018 8:23:43 AM View
WRIGHT1 By Individual, By Generic Program 5/21/2018 4:37:47 PM View
WRIGHT1 By Date and Code, By Date/Course 5/21/2018 2:42:42 PM View
WRIGHT1 By Individual 5/20/2018 1:59:29 PM View
WRIGHT1 By Individual 5/20/2018 1:58:56 PM View
WRIGHT1 By Individual 5/20/2018 1:57:50 PM View
WRIGHT1 By Individual 5/20/2018 1:55:14 PM View
WRIGHT1 By Individual 5/20/2018 1:47:30 PM View
WRIGHT1 By Individual 5/20/2018 1:45:01 PM View
WRIGHT1 By Individual 5/20/2018 1:43:35 PM View

OK
L 4

The posted attendance for each save can be viewed and saved as a PDF. Click View to open the
report.

The report opens in a new window and includes the student |D, name, grade level, absenceftardy
date, period, course {if applicable), district posting code and description.

The report heading indicates the tab on which attendance was posted. If multiple tabs were used in
one save, the report includes a separate page for each tab.

“L] e« »H
Cnty-Dist  020-020 Antendance Posted Page: Tof 1
Campus: 001 Agarita High School
UserD: WRIGHT1 School Year:
Save Date/Time:
By Indradual
SwiD Grd Name PostngDate Prd Crs  Code

067145 10 Eads, Daisy
12-04-2017 01 8804 U Unexcusec
12-04-2017 02 5102 U Upexcused
12-04-2017 03 9513 U Unexcusad
12.04-2017 04 8820 U Upaxcusac

Click Exit to close the report window.
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Errors|The button appears if errors are encountered on any attendance posting tab, and the Student Posting
Errors pop-up window opens automatically which lists the tab name containing the error, and the error
message.

Student Posting Erors

bm Date: I: By Individual - Student not enrolled on Campus 001 and/or Track 02 for Semester 1.

Click the tabk name te go to the tab where the error exists. The field{s) containing errors are
highlighted red.

The Student Posting Errors pop-up window is updated as enors are corrected.

If all errors are comrected, the Student Posting Enrors pop-up window and Errors button are no longer
displayed.

If you close the Student Posting Errors pop-up window and errors still exist, click the Errors button to
re-open the pop-up window.
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