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The History - 
 

When a teacher claims ADA attendance in Learning Centers, it is automatically sent to the SP SIS 

attendance system.  The teacher signs and dates an attendance roster and sends it to the office so there 

is a paper copy that mirrors what the attendance clerk sees in SP SIS.  Because a teacher can go in and 

change that ADA attendance claim but forget to reprint and sign the new attendance sheet to send to 

the office again, the ADA report the attendance clerk has in SP SIS and the paper/signed copy might not 

match.  BIG PROBLEM! 

 

Solution - 
 

So - to solve this problem, we have added the "form and tracking number" system to LC ADA 

attendance.   

 

The new procedure - 
(Those of you who have been using the form and tracking number system with ReportWriter, the 

process will be the same): 

 

1.  Before Attendance Claim Is Made 

 

Teacher View:  The teacher sees the attendance for his/her attendance class.   

 

This message only pertains to schools and teachers that are claiming ADA attendance in 

Learning Centers.  If you are only claiming attendance in Learning Centers for informational 

purposes, you can ignore this message.  If you are claiming ADA attendance in ReportWriter, 

you can also ignore this message.  Please call us if you are confused which group you fit into!  

We're here to help. 



 

Attendance Clerk View:  All student attendance days in SP SIS show as RED blocks next to their 

name.   

 

 

 

 

2.  Claiming Attendance 

 

 Teacher View:   

S/he can click the button on the bottom left to change all claims to positive (green).  To change 

an individual claim to TARDY (yellow) or ABSENT (red), the teacher clicks on the check in that 

box.  One click turns the claim to Tardy.  Two clicks changes it to Absent.  Click again and it's 

back to Positive (green).  If the box is white, the student was not enrolled that day.  Then click 

the SAVE button.   
 



 

 

After the save, the teacher will see a page that tallies what is being sent to the office.  If S/he's 

happy with this claim, s/he will click the >>>Print this Report <<< button. 

 

 

 

Teacher prints/signs/dates the attendance claim and sends the report to the office with the new 

form and tracking number on the upper right corner of the page. 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

Attendance Clerk View:   

When teacher clicks the SAVE button, color in Attendance Claim Status Report that the 

attendance clerk sees in SP SIS changes from RED to YELLOW. 

 

 

 

 

3.  Confirming Teacher's Claim. 

 

Attendance Clerk logs into SP SIS and goes to Administration>Attendance>Confirm Claim and 

enters the Form and Tracking numbers into the system that show in the upper right corner of 

the teacher's attendance claim report (see circled area above).   



 

 

 

Color coding the attendance clerk sees for LC ADA attendance in the Attendance Claim Status 

Report changes from YELLOW to GREEN.  The attendance is locked and cannot be changed. 

 

 

 

 

 

 

What if teacher needs to change the attendance claim? 
 

If the teacher needs to change a claim, s/he won't be able to unless s/he goes through the Change Claim 

Process.   

 

Teacher View:   

 

1.  Teacher will re-enter the Attendance Claim area for the attendance class.  Click Cl 

 

S/he will see a *Notice at the bottom of the screen explaining that the attendance was already claimed 

and printed and they should call the office for the authorization request number.  Give the attendance 

clerk the "Authorization Request Number" at the bottom of the page. 

 



 
 

Attendance Clerk View:   
 

2.  Attendance clerk logs into Administration>Attendance>Allow Attendance Claim Change.  Asks the teacher for 

the number they see on the bottom left of the attendance screen and enters that number into the Allow 

Attendance Claim Change screen.  The number generated is verbally given to the teacher to enter into the white 

box on their page.  Prior attendance claim sent in by teacher should be discarded by the office.  It will not match 

the new claim. 

 

 

 

 

When the Authorization claim number is entered by the teacher, the attendance for her/his students 

turns back to YELLOW.   
 

 

 

3.  Teacher changes attendance, re-saves, re-prints, signs and dates the new claim and sends it to the office for re-

authorization. 

 

4.  When the new attendance sheet reaches the office, the attendance clerk re-enters the new Form and Tracking 

#'s. 

 

What the attendance clerk sees: 

 

The attendance for this teacher's students turns back to GREEN. 



 

 


