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Administration Attendance Verification/Claim Change s for ReportWriter Claims 
 
 

A.  ReportWriter teacher claims attendance, prints ReportWriter attendance report: 
 
1.  Once desired attendance has been claimed in ReportWriter, the teacher will click on the box "I know that once I print 
this…", then "Click Here to Print This Report".  Once a report has been printed, the teacher can no longer add/change 
attendance claims to this report without authorization from the school office. 
 

 
 
 
 
 
 2.  Clicking on print will bring up a report which shows all present/absent days within the time period.  The teacher will 
print this report, sign it, and submit it to the office for processing. This signed report must be kept on file by the office.  
Once an attendance claim is printed in ReportWriter, it is LOCKED and cannot be changed unless a change claim number 
is given the teacher.  See section D below. 
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B.  Office views attendance claims throughout the s chool for tracking purposes 
 
There are several ways to view the status of attendance claims, but this report is the most widely 
used: 
 
1.  In SpSIS go to Administration > Attendance >> Reports >>> Attendance Claim Status/Count Report: 
 
2.  Choose the desired options from the Restrictions, Effective Range, and Additional Options areas, then click 
"Generate": 
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3.  You will see a list of all enrolled students during the time period you've selected and their attendance status: 
 

 
Red = Not Claimed by teacher.   
Yellow = Claimed but printed report not verified by office.   
Green = Claimed and verified by office. 
 
C.  Confirming attendance claims from ReportWriter:  
 
1.  In SpSIS go to Administration > Attendance >> Confirm Claim.  Type in the Form # and Tracking # given on the printed 
School Attendance Report signed by the teacher: 
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Click on "I see a verified signature on the form" to complete the confirming of the claim. 
 

 
 
 
The SIS will automatically take you back to the confirm claim boxes to enter in another Form # and Tracking #. 
 
2.  Go back to Administration > Attendance >> Reports >>> Attendance Claim Status/Count Report and you'll the claim 
has turned Green.   
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D.  Allow teacher to change a confirmed ReportWrite r attendance claim: 
 
1.  In SpSIS go to Administration > Attendance >> Allow Attendance Claim Change: 
 

 
 
2.  Have the ReportWriter teacher click on "Report Attendance" in ReportWriter for the student and learning period that 
needs to be changed.  They will receive the following screen: 
 

 
 
3.  Ask the teacher to read off the three-digit Authorization Request Number to you.  You will input that number into the 
Request Number box, then click on "Grant": 
 

 
 
This will produce a four digit number: 
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4.  Read this number to the teacher and have them input the number into the white box to the right of their request 
number.  Teacher should click on "Save" when finished changing the claim. 
 

 
 
5.  Have the teacher reprint and resign the report.  You will need to confirm the claim again.  When you grant a change 
claim number, it changes the claim in SpSIS to yellow again.  Each changed claim report will have a different Form # and 
Tracking #.  This assures you have the correct attendance claim on file at the office.   
 
 
E.  Viewing or reprinting attendance reports 
 
Teachers or admin personnel can view or reprint attendance claim reports. 
 
1.  In SpSIS go to My Pages > Attendance. 
 
2.  Click on "List of Attendance Claims". 
 
3.  You will see a list of attendance report claims.  To reprint a report, click on the "Print" button to the left of the Status 
bar.   
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Red = Report has not been printed yet.   
Yellow = Report has been printed but not Confirmed by the office.   
Green = Report has been turned in and verified. 

 

 


