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.

I11 ﬂ k |DEC j ¢ |2IJD1 j < The date will default to
the current date.
& Attendance By Class " Define Tumble Pattern © Dizcrepancy Ept (Sec)
" Attendance By Student " Assign Tumble Pattern © Dizcrepancy Ept (Tchr)
 Attendance By Team/Group © Team/Croup Status ¢ Absence Bulletin
 Group Members " New Team/Group " Unprinted Loss of Credits
 Stident Contacts " Upload Current Cycle © Print LC Letters
 Student Schedule " Change Password " View LC Letters
 Auto Dial File " School Information " History By Student (Cal)
" Under Development Tumble Patterns Bpt
" Possible LC
" Attendance Taken
T T € Abs Bull + Phone#
© Student's History

Data Entry 4| Maintenance I

Reports

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.

Date: Tuesday , May 08, 2001
School: (Mame of) High School
Select Course: [ TeacherPeriod 02, ADVANCED Co++ T

Display Class List

To display a class list:

1. Select Attendance By Class + Return to Main Menu
from the main menu.
2. Click on the down arrow on This page was | Date; Tuesday , May 08, 2001
: 13 School: (Name of)  High School
the rlgI}’t Of; the SeleCt Select Course: [(Teacher) Period 02, ADWANCED C++ =
Course” window. [(Teacher) Period 04, SYMPHONIC BAND B =]
(Teacher) Period 05, SYMPHONIC BAND B =
3. Scroll to select the class (HINT: to (Tewhes)Period 06, BEGINNING BAND B
s s : (Teacker) Period 06, SYMPHONIC BAND B
Jump” to another part of the list, type (Teachen) Porid 07, STUDENT ASSISTNT
. (Teacher) Period 07, SYMPHONIC BAND B -
the first letter of a name and hit the ) (Toschon) Porast 0 ENGLISA 116
Enter key) This page Wwas POy 1o Period 01 ENGLISH 118 i
) : ) ) (Teache:) Perind 01, STUDENT ASSISTNT
4. Click on the button Display Class List. (Teacher) Period 03, HON ENGLISH 108

(Teacher} Period 04, HON EMNGLISH 10B hd
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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.

You are taking/changing attendance for: Tuesday , May 08, 2001
(If all students are present, scroll to hottom and verify attendance taken.)

Course: Period 03 HON INSL GOVERN B

Reason 1gn Sign
Dut

| Absent

Wﬂﬂﬂﬂﬂﬂ

NN
i

Late

C XC

=

[T

‘ Status TA'::::iay Name ‘ D
en

[Present =l | 7 ' Student Last, First |NfA

|| Present j | 7 I Student Last, First e |1‘:W\L

[Presen 7 || SrudentLast Finet s [N/

- I

7 : — T

Absent i ! Studeni Last, First | |

Excused Late 7 |\ StudentLast, First : e |NIA

Unexcused Late i— i

| Fresem | 7 || Student Last, First i i |]-\I"r1r'\‘L

[ ;

|| Frasent =l | 7 | StudentLast First | |NJ{A

i You are taking/changing attendance for: Tuesday , May 08, 2001
List of (If all students are present, scroll to hottom and verify attendance taken.)
attendance
choices for Password: |
teachers Attendance Taken

This page was produced by the PL/SQL Agent on July 25, 2001 01:50 P

Window: 55002 Werston: 1.01

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 secretary will
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Attendance information that has been entered by the
also be displayed.

Today

Attendance History Monday M

Teacher

7,2001

Name ‘Periud

Bell Period

Sta

“Last, First 1

~EXCUSE

Reason For Abs

Alternative Educ

~EXCUSE

Alternative Educ

-EXCIUEE

Alternative Educ

r Secretary

-EXCUSE

Alternative Educ

-EXCTISE

Adternative Educ

~-EXCUSE

Alternative Ecic

S| R W] e

] B w =

-EXCTUISE

Alternative Educ




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).

STUDENT'S ATTENDANCE HISTORY

Diecember 11, 2001

Teacher Entry

Secretary Entry

Student Demographics

EASOM:Death In
he Family - Excuse

REASOMN:Death In

The Family - Excuse

as of date)
ovemnber 2001
Monday Tuesday Wednesday Thursday Friday
071 02
05 06 07 ik 09
T aTaT Sy P @STATUSPres DSTATUS Abs
REASOM: - REASOM:Health REASOM: -
Room - Excuse
12 13 4 15 16
STATUS Pres DETATUS Abs

Click on the Student ID Number to view student demographic information.

B

hl
=i
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Student Demographics

| Name: EMILY L&ST NAME

Address: STEEET MAME' 5T
EETHEEDA, MD 20817

Home Phone: 3071 # #E5

Contact Name |Relationship |Hume |Wurk M|




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.

Select the attendance date
Imay 0s8.2001 'l

Enter Student ID Number: I
OF.
Enter Student Last I{ame: |°/o

EXAMPLE:
Sh% (Mames that start with ShI)
% TH (Mames that end in TH)
SWITH (Iames that are SWTTH)

COMTINUE |

+ Return to Main Menu

This page was produced by the PL/SQL Agent on July 18, 2001 03:2% PII
Window: 560.07 Version: 1.01

6. Verify that the student is
correct

7. Select All Day Absence
or Partial Day Absence

8. Click Continue.

Date: Tuezday , Iay 08, 2001
School: (Mame ofy High School
Student: | Student- Last, First B s d|

& All Day Abszence
© Partial Day Absence

Continue |

« Return to Main Menu

This page was produced by the PL/SQL Agent on July 19, 2001 0349 PMW

Window: 560,05 Version: 1.01
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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

|Grade |Gender |Ethm'l:ity
10 |Female |AficAm

Name

D |
o Student - Last, First

Ahsent from [may 08,2001 »| TO [ may 08,2001 =]

Reason Code I <—'-_|—

Defaults to Sick

SANVE |

« Return to Main Menu

This page was produced by the PL/SQL Agent on July 12, 2001 03:54 P
Window: 560.08 Version: 1.01

Defaults to
Sick
| ID ‘ Name |Grade |Gender ‘Etlmicity
le. T, (12 |[Female | White
Ahsence for May 08,2001 ! S
Reason Code &
Sign in Time: Sign out Time:

3 . Curr Cmr | Ahbsent | Late
Period Title ‘ Teacher Status Enter Reason Reason ,ﬁ m’ﬁ ’m
[p1 [prECALCULUSE | [prES [N =] e o o o o
[z [sparmsH2B ] PRES [N =] e o o L o
[0z [EcrisH12B } [prES [N =] e o o o o
[i4 [E® TE comETC B PRES [[No = bee o o [0 o
[o5 [psycmoLoGyz | [PRES [0 =] e o o o o
[06  |cELD DEV 2B PrES [Na =] e o o [0 o

SAVE |
« Return to Main Menu
(SAVE without Reason Code will remove preexisting reason codes for the selected dates.)
This page was produced by the PL/SQL Agent on July 18, 2001 03:29 PW
WWindew: 560.06 Version: 1.01

unless the Yes/No portion of the “Enter Reason” is changed to “Yes”.

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
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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.

2.

9]

New Team or Group for (Mame ofy  High School

‘ Activity | Sponsor | Ahsent Code |Active
Select New Team/Group [ (ameofactity [ (NameofSpomsor) ] [Afemative Ecue o] ¥ ]
from the main menu.
Type in the name of the Ed
aCtiVity « Return to Main Menu
Select the sponsor name
from the list (If the sponsor This page was produced by the PL/SOL Agent on July 20, 2001 09:15 AM
is not part of the school staff, Window: 370.04 Version: 1.01

a staff member should be designated as a contact. Ex. The Athletic Director for any
athletic team)

Select the code for the absence (4bsent Code) that will appear on the student’s record.
Make certain the active status indicator in the column labeled “Active” is setto Y
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 |

Team/Group Status for Winston Churchill High School

be displayed inalist. To Activity | Sponsor | Reason Code |Active
modify the status of a group |Chorus | BARILLO. HONORIO =l || Chors 2 | B
change the indicator in the (Chorss/Band  [HERMAN, CAROLYN | [Band Hiv&

column labeled Active.
3. Click on Save.

2/11/02
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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.
Select “Add Group Members”.
4. Click the button labeled Enter
Students.
Enter Student Number(s).
6. Click on Save.

[98)

N

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

Date: Wednesday, July 25, 2001
School: Mame ofy  High School
Team / Group: | Chess Club -
& Add Group Members
© Modify Group Member Stan:

Enter Students |

¢ Return to Main Menu|

New Member(s) of Chess Cluh

Student Mumber

This page was produced by the PL/SQL Agent on Jul:
Windew: 590.02 Versten: 1.01

1
o
s[
N
s
s
N
s
s
wl

SAVE |

« Return to Main Menu

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

Status of Members of Chess Club

| D | Name |Grade|Active
i##ﬁﬁﬁ# | Student LastFi |10 Ives=
;fif#&ﬁﬁﬁ i Student Last First 10 |YES v[

SANVE |

« Return to Main Menu

This page was produced by the PL/SQL Agent on July 23, 2001 0355 P
Window: 580.04 Version: 1.01

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 The BALTIMORE will be out of school on DEC 12, 2001
Team/Group from the
main menu. L i
The BALTIMORE will he di d tI
3. The date selected on the : el
main menu will be The BALTIMORE will miss BELL period(s)
displayed. Enter the
dismissal time (00:00), Be]ll pd Be]i pd Be]; pd Be]i pd Be]; pd Be]é pd Bel;pd Be]; pd Be]; pd Be{lﬂpd
and change the indicator
to Yes for each Bell pd INo =] [No =] [No [ [No =] [No =] fNo [ fNo ] fNo ] No ] fNo 7
that the team or group
will miss. Members of BALTIMORE.
4. Indicate which students Abs < <
will be involved for this | Attend | " D Name Grade| 8" | &%
- Exists In Ot
activity. If all students .
will be dismissed, leave || Yesj | , [ |09
the Attend indicator as 1
sl - E
the default of Yes.
Student Contact
Local school personnel can enter contact information for students.
1. Select Student Contacts from the main Date: Tuesday, Mag 08, 2001
menu. School: M:lfl ngh School
2. Select the student from the list of Seudent: | =
Student names. (HINT to “jump” to & View or Modify Contact Information
another part of the alphabet, click in k= P . _
. ontact information for Student - Last, First - ID # - Grade
the Student window and type the first (For Corrections, scroll to hottom of page and click SAVE.)
letter of the student’s name) Delete this contace: [F0 =]
3. Select view, modify,or enter new | Primary Contact: [1a =]
information. This page was pr°du°e\;1 | Relationship: [MOTHER =]
4. Enter information into the fields | Tile: [ic= =]
prOVided. | Last_Name: ||Jane =
5. Scroll to the bottom of the page and click SAVE. | First_Name: [Fmicn =]
| Home Phone: ||999—99979999 5
| Work Phone: ||333—333-3333 5
| Cell Phone: |[222-222-2222 =
| email: || :I
| Notes
! ;
2/11/02
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Student Schedule

Date: Friday , June 08, 2001

1. Select Student Schedule from the main Schol: High School

menu.

. Enter Student ID Number:

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

part of the student’s last name. Enter Student Last Name: [srmip
3. Click Continue. EXAMPLE

Sh% (Mames that start with S
%4TH (IMames that end in TH)
SMITH (Names that are ShITH)
« Return to Main Menu
& P
Date: Tueaday , May 08, 2001

4. Select the student from the drop School: _ (ame of) THigh School

down hSt Of names. pn (S el (Student -Last,First - ID # Grade A

. _Continue
5. Click to select the student [Cerimee |
6. Click Continue. » Return to Main Menu
7. Click Return to Main Menu when
: : : ) This page was produced by the PL/SQL Agent on July 25, 2001 03:31 F
finished reviewing the student’s o 110 0 e

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.

Select Upload Current Cycle from the main menu.
Set the date for the attendance cycle.

Click Continue.

A success message will be
displayed to indicate that the
attendance information has

been uploaded' Date: Monday May 14, 2001
School:  (Mame of) High School

=

Select the last day of the attendance cycle you are uploading |[{ii=mARANINE =

Note: this process may take a few

minutes.

This page was produced by the PL/SQL Agent on July 30, 2001 10:38 AT
Window: 910.02 Version: 1.01
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School Information
1. Select School Information from
the main menu.

School Information

2. Enter or correct information as School Number |815

needed. Type: [0 =

-

Name: IJDhn F. Eennedy High School

Principal: [Dr. Sheila M. Dobbins

Phone Number: |3I:|1—92 9-z100

Street Number: |19|:|1

Street IRandD lph Road

et b e ol

City: ISilver Spring

State [MD =

Zip 20902 =

=ANE |

2/11/02
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Auto Dial File

1. Use Netscape. Select Auto Dial File from Period by Period Attendance main menu and
click Cont
2. Save the results as a text file -- filename.txt

inue.

33‘3-— Netscape !Em
IS[=W Ecit View Go Communicator Help
Mew - -
Open Page.. Ctrl+0 d H{lﬁe Sﬁch Nelape Fr:i?l Serﬁity S%p é%%
. Fn'IT,-’student.atlendaﬂcefaulclfd\al.Drealejile?pfschuUI=ED2&p7dEﬂe2=1 5102001 &p_date3=15102001 vI @thﬁt'S Felated
SEVEIEEMEAE:. hiail Contact People “ellow Pages Download Find Sitas [ Channels
Send Page.. Foeshe e sestesh e e j
EditPage
EslilErme 679863 3012998076
WplEElE: 622667 3012998076
Oftine ’ 690857 3012990190
E:iepf;;“jw 915233 3012792027
Erint.. 618105 3014690504
Close Ol 577199 3014690504
Exit ori+@ N M 930635 3019839510
AHMED SHAFT A 701249 3014939168
AJAZ MEHREEN 658493 3012995230
AKPAN JAMIN A 635332 3012942417
ALAFOGINIS GEORGE A 618106 3014698560
AIBERT JACLYN 655473 3013653736
AMIRMOTAZEDI OMID 656181 3013654505
ANTOSH ERIN K 618602 3012798987
ARCHIBALD AUSTIN 620434 3019830261
ARENDS SEAN D 705851 3016106360
ARENDS LINDSAY N 705962 3016106360
ARIAS JOHANNA 767232 3017651841
AUSTRIA ANGELI M 902279 3017659149 LI
Sawve a copy of the current page
8 Start| ¥ S0L Navigator | B Microsottword | BT TexPad |[FENetscape &R el BEER
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Save .. BE S RET

S | 1A PATT B AUTODIAL A 1011 ]| ] o

] attendance_autu_d?a\.pkb Metd td . St%p Si&;%

attendance_auto_dial pkg B student_atiendance _auto_dial[1]him =

i auto_cial_10_15 him 8p_dlete2=161020014p_cate3=15102001 »] &7 What's Related

=] auto_dlial_T0_15 b load ¥ Find Sites (4 Chamnels

mcps_lc_letlers‘pkb "

a MNetl bt EEETEE —

2| Met? ot

2] Metd bt 76 -

76
File name: Inew_neﬂtxt Save | 90
Save as fype: |AH Files [**) j Cancel i
04

ADLER JOSHUA 377199 3014690504

AHMAD AHYAUDDIN M 930635 3019839510

AHMED SHAFT A 701249 3014939168

AJAZ MEHREEN 638493 3012995230

AKPAN JAMIN A 633332 3012942417

ALAFOGINIS GEORGE A 618106 3014698560

ALBERT JACLYN 633473 3013653736

AMIRMOTAZEDI OMID 656181 3013654505

ANTOSH ERIN K 618602 3012798987

ARCHIBALD AUSTIN 620434 3019830261

ARENDS SEAND 703851 3016106360

ARENDS LINDSAY N 703962 3016106360

ARIAS JOHANNA 767232 3017651841

AUSTRIA ANGELIM 902279 3017659149 v
Elﬁ| Document Dane S Rl \&—\
| Slartl B =00 Navigator | ¥ Microsaft Ward | gTextPad | ﬁg Netscape ||Save As.. ‘ﬂ(ﬂ-@a 81
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Get the saved file in notepad and delete the first line of asterisks.
ﬁl‘— Netscape

File Edit ¥iew Go Communicator Help
< » 3 @

Back Forwvard Reload Home

' 2 4 & @ @
Search  Metscape Print Security Shop e

w§" Bookmarks 4 Location:[T/student sflendance_aulo_dial.create_file?n_school=6028p_date?=151020018p_dated=15102001 |+ | €517 What's Relsted
A InstantMessage [F wakbieil B contact [H Pannle H VallowPaces E Noweland B Find Sites 74 Channals

El new_nettd - Notepad Of % j
e shesfe sfeste feshe e e e e

File  Edit Search Help
AARON MELIf -
AARON JOSH1| AARON MELISSA E 679863 3012998076

AARON JOSHUA $ 622667 3012998076
ABDULLAHF donyLaH FATSAL 690857 3012996190
ABERKIP A | ABER KIP A 915253 3012792027
ADLER ZACHL| ADLER ZACHARY N 618105 3014690504

| ADLER JOSHUA 577199 3014690504

ADLER JOSHU| gHMAD AHYAUDDIN M 930635 3019839510
AHMAD AHTY:| AHMED SHAFI A 701249 3014939168

AJAZ MEHREEN 658493 3012995230
AHMED SHAF| avoan JaMIN A 635332 3012942417
AJAZ MEHRE]| ALAFOGINIS GEORGE 618106 3014698560
AKPAN JAMIN ALBERT JACLYN 655473 3013653736

AMIRMOTAZEDI OMID 656181 3013654505
ALAFOGINIS (| anTOSH ERIN K 618602 3012798987
ALBERT JACL| ARCHIBALD AUSTIN 620434 3019830261

ARENDS SEAN D 765851 3016106360
AMIRMOTAZE joenns [ INDSAY N 705962 3016106360
ANTOSH ERIN| ARIAS JOHANNA 767232 3017651841
ARCHIBALD £| AUSTRIA ANGELI 902279 3017659149

BACHOUSKI JAN A 950728 3012999192
ARENDS SEAT BaGHDADI JONATHAN 618604 3013400215 .
ARENDS LINT | v,
ARIAS JOHANNA 767237 3017651841
AUSTRIA ANGELI M 902279 3017659149 j
il 5l |Document; Done %4 9P @ 2
| Stﬂrtl ’ S0L Mawvigatar | T MicrosoftWard | ETextPad | Egl\]etscape ” new_netbd-N |E@-@O B1E
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4. Re-save the file without the asterisks. Your file can now ready for your voicemail system.

W Microsoft Word _ || X

Eile Edit Wiew Insert Format Tools Table \Window Help

DEE&EY @ B vy o - @ M ST E

MNormal ~ Arial > 12 = B I U ‘_ (= +=

g new_net bxt - Notepad
E =
—[ el - NEIEE Edit Search  Help

L q Mew A E 679863 3012998076
Dpen... S 622667 3012998076
. SAL 690857 30129901390
Sawe b 915253 3012792027
z WV N 618105 3014690504
- Brint STT7199 3014690504
i e e by 930635 3019839510
~ Exit A 01249 3014939168
) [ AJAZ HEHREEN 658493 3012995230
- AKPAN JAMIN A 635332 3012942417
R ALAFOGINIS GEORGE A 618106 3014698560
- ALBERT JACLYN 655473 3013653736
- AMIRMOTAZEDI OMID 656181 3013654505
- ANTOSH ERIN K 618602 3012798987
i ARCHIBALD AUSTIN 620434 30193830261
B ARENDS SEAN D TOS851 3016106360
. ARENDS LINDSAY N 705962 3016106360
i ARIAS JOHAMNA TeT232 3017651841
AUSTRIA ANGELI M 902279 3017659149
BACHOWSKI JAN A 8950728 3012999192
BAGHDADI JONATHAN D 618604 3013400215
" BANG SUNGJIN THO911 3018792153
- Kl

Draw - [:E G;‘Agmshapes-\\ K‘l:l':::l “‘&v-.ﬁrvﬂ VE_E-G
[Fage 2 Sec L 2/2 [atoe”  nz coll [REC | TRk B [[ovR | [rreH
il i | Starll B oL Navigator | B¥F ricrosoft Word | ETextPad | ﬁNetscape || new netbd- N |G@E
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