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The date will default to
the current date.

Period by Period Attendance  - Secretary
Main Menu  
The main menu is viewed after login.  You will access all screens that are needed for data entry,
maintenance, and reports.  If a date other than the current date is required, it can be changed on
this screen before proceeding. 

Attendance By Class
The attendance office uses Attendance by Class when the teacher is not available (For example,
the teacher has a substitute or class coverage etc) and the attendance office has to do the data
entry for the classes.

.

To display a class list:
1. Select Attendance By Class

from the main menu.
2. Click on the down arrow on

the right of the “Select
Course” window.

3. Scroll to select the class (HINT: to
“jump” to another part of the list, type
the first letter of a name and hit the
Enter key).  

4. Click on the button Display Class List.

Data Entry Maintenance

Reports
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The Class List
The attendance secretary’s view of the class is similar to the teacher’s view.  If all students in the
class are present, the password should be entered and the list submitted to indicate that
attendance was taken for the class.  If a student has some variation to report, the drop down list
under “present” will display the other three choices. To mark a variation for students in this
class, choose the correct status. When complete, scroll to the bottom of screen and type
password, and click on the button labeled “Attendance Taken”
NOTE:   If the “Attendance Taken” button is not activated with a password, no attendance
status will be recorded for the students in the class.

Hot Links to Additional Information

Today’s Attendance
Click on the question mark in the “Today Atten” column to display the absence for the day for
each class period. Attendance information that has been entered by the
attendance secretary will also be displayed.

List of
attendance
choices for
teachers

Teacher

Secretary
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Cumulative Absences
Click on the underlined name to activate the hot link to view the calendar of absences for the
student.

                                           

The Student Name is a hot link to a
calendar that will display all
absences for a student for the current
semester. Attendance history starts in
the month that activity was first
recorded.  The first day in the
calendar that shows activity will
include the student’s name (this will
appear only in the first day).

Teacher Entry

  Secretary Entry

Student Demographics
Click on the Student ID Number to view student demographic information.
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Attendance By Student
Attendance by Student allows entry of reasons for student absences.  Students can be coded for
either all day or partial day absences.  

1. Select Attendance by Student
from the main menu.

2. Verify that the date is correct
for this absence entry.

3. To select a student, enter
Student ID Number

4.  or part of a Last Name. (See
examples provided)

5. Click Continue.

6. Verify that the student is
correct

7. Select All Day Absence
or Partial Day Absence

8. Click Continue.
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Full or Partial Day Absence
A full day absence is coded when the student submits an absence note or that parent verifies the
absence.  A partial day absence is recorded for students who arrive at school anytime after the
first period attendance or who leave school before the end of the day. 

All Day Absence 
After selecting Attendance By
Student and choosing All Day
Absence:

1. Set dates for a single day
or for several
consecutive dates.

2. Select a reason code
from the drop down list.

3. Click Save.

Partial Day Absence
After selecting Attendance By
Student and choosing Partial Day
Absence:

1. Select a reason code
from the drop down
list

2. Enter time in or time
out if needed

3. Select yes or no for
each class period.

4. Click Save. 

NOTE:  
1. Attendance Secretary is

unable to change
excused/unexcused late as
recorded by the teacher.

2. The reason is not saved
unless the Yes/No portion of the “Enter Reason” is changed to “Yes”.

Defaults to Sick

Defaults to
Sick
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Teams and Groups
There are four menu items relating to Teams and Groups. 

• Create the group and assign the sponsor  (New Team and Group Code)
• Add students to the team / group or modify member status (Group Members)
• Maintain active status  (Team/Group Status)
• Report attendance for team or group absences  (Attendance by Teams/Groups)

New Team or Group
This screen allows the creation of a team or group by assigning a name and a sponsor.  The
“Absent Code” will be displayed on a student’s record when an absence is related to the activity.  

To create a team or group:

1. Select New Team/Group
from the main menu.

2. Type in the name of the
activity

3. Select the sponsor name
from the list (If the sponsor
is not part of the school staff,
a staff member should be designated as a contact. Ex.  The Athletic Director for any
athletic team)

4. Select the code for the absence (Absent Code) that will appear on the student’s record.
5. Make certain the active status indicator in the column labeled “Active” is set to Y
6. Click Save.

Team/Group Status
If a team or group is no longer functioning, it can be changed to non-active status.
When the team or group becomes active again, it can be reactivated. 

1. Select Team/Group Status
from the Main menu

2. All Teams and Groups will
be displayed in a list.  To
modify the status of a group
change the indicator in the
column labeled Active. 

3. Click on Save.
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Group Members
The attendance secretary can access all teams and groups in the school. The sponsor (or coach)
can access any team or group to which he/she is assigned.

Add students to teams or groups:
1. Select Group Members from the

main menu.
2. Select the team or group from the

drop down list.
3. Select “Add Group Members”.
4. Click the button labeled Enter

Students.
5. Enter Student Number(s). 
6. Click on Save.

If a student number is entered incorrectly, (student does not belong to the
school, or the number is missing a digit etc) there will be an error message
after the save, which will prompt the user to go back and correct the error.
The correct student numbers will be saved.

Modify Group Member Status
If a student is no longer active in a team or group, or if a student is no longer a member of the
group, their status can be set to non-active.

To modify status of students for a team or
group:

1. Select Group Members from the main
menu.

2. Select the team or group from the
drop down list

3. Select “Modify Group Member
Status”

4. Click the button labeled Enter
Students.

5. Change the indicator in the Active
column to No for any student who is not currently participating in the activity. 

6. Click on Save.
(Note: if the entire activity is inactive, the team or group should be marked as non-active
under the Team and Group Status)
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Reporting Team and Group Absences

1. Select the date of the absence on the main menu.
2. Select Attendance by

Team/Group from the
main menu.

3. The date selected on the
main menu will be
displayed. Enter the
dismissal time (00:00),
and change the indicator
to Yes for each Bell pd
that the team or group
will miss.

4. Indicate which students
will be involved for this
activity.  If all students
will be dismissed, leave
the Attend indicator as
the default of Yes.

Student Contact
Local school personnel can enter contact information for students. 

1. Select Student Contacts from the main
menu.

2. Select the student from the list of
student names. (HINT: to “jump” to
another part of the alphabet, click in
the Student window and type the first
letter of the student’s name)

3. Select  view, modify,or enter new
information.

4. Enter information into the fields
provided.

5. Scroll to the bottom of the page and click SAVE.
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Student Schedule
1. Select Student Schedule from the main

menu. 
2. Enter either the student ID # or the first

part of the student’s last name.
3. Click Continue.

4. Select the student from the drop
down list of names. 

5. Click to select the student
6. Click Continue.
7. Click Return to Main Menu when

finished reviewing the student’s
schedule.

NOTE: An asterik by teacher’s name indicates attendance has been taken.

Upload Current Cycle
The current attendance cycle must be uploaded to the mainframe every week. The process is very
simple to do.  

1. Select Upload Current Cycle from the main menu.
2. Set the date for the attendance cycle.
3. Click Continue.
4. A success message will be

displayed to indicate that the
attendance information has
been uploaded.

Note: this process may take a few
minutes.
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School Information
1. Select School Information from

the main menu. 
2. Enter or correct information as

needed.
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Auto Dial File
1. Use Netscape. Select Auto Dial File from Period by Period Attendance main menu and

click Continue.
2. Save the results as a text file --   filename.txt
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3.  Get the saved file in notepad and delete the first line of asterisks.
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4.  Re-save the file without the asterisks.  Your file can now ready for your voicemail system.
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