
Taking Hourly Attendance in ReportWriter 

For students enrolled in programs such as Adult Education, Summer School or special programs such as CAHSEE Prep, 

attendance has to be taken by the hour.  There is a slight change in ReportWriter that reflects this attendance type.  The 

following are a few simple directions. 

1.  In ReportWriter > Eval click on Report Attendance. 

2.  You’ll see the following for any student enrolled hourly. 

 

 

 

3.  In the following screen, notice the highlighted areas.  In the right black oval, there is a “4” typed in.  This is and 

example of the number of hours of attendance possible in one day.  Your number of days possible might be 3 or 

3.5.  After you enter the 4 (or whatever your number is) you click on the word TAB (left black oval).  After you click 

on TAB, the number will automatically fill in all boxes.  

4.  Now you need to take attendance.   

a. If the student is to receive all 4 hours of attendance for the day, leave the green check book in the box.   

b. If the student didn’t get any of the 4 hours, uncheck the box.   

c. If the student got 3 hours out of the 4, change the number in the box 

5. Click SAVE and move to the next student. 

 


