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Technology Solutions for Education

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 | 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.

nistration Schoo yiu's S | Logout

New Attendance Report

“fou are currently building a nes sttendance report which has not been prirted before. You can continue adding studerts to this attendance report urtil you print it off.

® |f you print it off, you can only correct and reprint sttendance records for students alresdy inthe report. (shown below)
® |f you do NOT print this off, you may add more students andfor learning periods to this sttendance report and print them all together.

Belawy is a list of attendance claims currently contained within this report.

Student LP Aftended Hours Atftended Days Total Days

960352799 Stucent, John 4 Mot Applicskle 15 15
960352799 Student, John 1 Mot Applicable 19 19
960352799 Student, John 2 Mat Applicakle 19 19
960352799 Student, John 3 Mot Applicakle 20 20
Totals: [0.00 73 73

Studerts Reported |1

StudentLPs of Attendance Reported |4

OHLY PRINT WHEHN YOU ARE DOHE REPORTING ATTEHDANCE FOR ALL STUDENTS ON THIS REPORT. Once you have printed this report, it cannot be changed without an authorization code from the centr:
affice

| krovwy that once | print this, | cannnot change any sttendance claims on this report unless | get
permizzion from the certral office.

==== Click here to print this asttendance report, <==:

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.



School Attendance Report

Teacher: Reeves, LeAnn

Form # 4bba
Tracking # 683
Schoolyear: 2008 - 2009
Process Begun On: 03/27/2009

960352799 : Student, John

Attended 19 of 19

Learning Period: 1
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960352799 : Student, John

Attended 19 of 19

Learning Period: 2

Teacher Signature:
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960352799 : Student, John Attended 20 of 20 Learning Period: 3
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960352799 : Student, John Attended 15 of 15 Learning Period: 4
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The above is true and correct.
Date:

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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YWelcome to the new Attendance Claim Status Report. This repaort replaces the ariginal Attendance Claim Status report, and has been rewarked to include Hourly attendance. You may still
Claim Status Report by clicking here. Selact from the following list of options below and click Generate to view the report
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Program:| — All ADA Programs — v
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[ #p O us O ue Y O ps
e if| 0z ik 04 il 0 o7 0g
09 10 11 12
[ Selectall || Selectks || Select@12 || Deselectal |
Effective Range
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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:



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.

— I




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:

O

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":

N

This will produce a four digit number:



-

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.



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.



