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Attendance Codes - Classroom-Based Attendance

When students are marked absent or tardy, schools enter a code for the type of absence.
This manual explains how to set up the codes your school will use and the two ways you
can mark the codes for the absent days.

A. Setting Codes Your School Will Use.

B. Entering Codes

A. Setting Codes Your School Will Use.

1. In SpSIS go to Administration>New Attendance!>Attendance Codes

wn | Class | MyPages | Staffinfo | Parents-Students | Help | Logout

ADA Audit Report

Conta > Hourly Audit Report pIS
School| Report Wiiter >> Print Attendance Forms bathways SIS
PO Box| Reports >> Attendance Override
Fortola,| swudent nfo => A s.com for more information about our products and senices
Voiee B St o >>
Parent Info ==

State Reporting >>
Test Module >>
Transcripts >>

Website Management ==
Settings >>

2. Some codes are preset. To enter codes for Classroom-Based click Add New.

Attendance Codes
] Show Deleted/Past Codes?
Target ‘Code ‘Appm‘t |E><cused |De|eted Edj
Classroom Based ( Add Mew
CB P ¥ Y
CB T ¥ n Edit
cB A n n Edit
Regular Independent Study Add Mew
15 IP Al Edit
15 MIP Y Y Edit
15 1 n n Edit
5 MIA  |n n Edit
SI - 2.9 Pupils Retained/Rec led for Retention Add Mew
RET SRP Y Edit
RET SRA  |n fn Edit
SI -7-12 Remedial Instruction Add Mew
REM [P v [v Edit




3. Enter the information in the fields
Code: What do you want the code to be
Color: Choose a color that will be distinct and not used yet
Brief Description: Enter a brief description so other people will know what the
code is.
Attendance Target: What type of attendance is this code for.
Apportioned: WIill this code allow apportionment?
Excused: Will this code mark the day as excused?

Click the 'Save Changes' button

ite Home | Administration | Class | MyPages | Staffinfo | Parents - Studenis | Help | Logout

Add Attendance Code

Code Ex

Calor [ sarras

Brief Description: Absent - Excused

Attendance Target (CB) Classroom Based [V]
Apportioned @ No O Yes

Excused: O no & yes

=1

Now that code will show as an option.

Continue to set up any other codes you want to use in this manner.

Attendance Codes
] Show Deleted/Past Codes?
Target |Code ‘Appan |Excused Deleted Edit

Classroom Based Add MNew
CB P Y Y Edit
cB T Y n Edit
CB A n n Edit
Regular Independent Study Add New
15 IP Y Y Edit
15 MIP Y Y Edit
}=1 14 n n Edit
15 ML n n Edit

S1-2.9 Pupils Retained/R led for Retention Add Mew

B. Entering Codes

Now choose Administration>New Attendance!>Attendance Override

— ADA Audit Report

Atten Attendance >> Hourly Audit Report

O Show Report Writer >> Print Attendance Forms

Target | Reports >> Attendance Override

Classrod Student Info >> Attendance Codes

CE Staff Info => Edit
Parent Info >>

CE State Reporting == Edit

CB Test Module >> Edit

CB Transcripts == Edit

Regular Website Management >> Add Mew
Settinas => T T



1. Choose
¢ the attendance period/learning period you wish to work with
e the teachers you want to work with (classroom or teacher of record)
¢ if you want only absent claims to show - enter check in box.

Click the UPDATE button.

SiteHome | Administration | Class |

MyPages | Siaffinfo | Parenis-Students | Help | Logout

Attendance Claim Override
Schoolyear™|| 2008 - 2008 [v]
5[]

- All Instructors - [V]

Learning Period®

Class Instructar

Teacher of Record | - 4| Teachers -- [v]

Search for

Students..

Student ID Last Name First Name

Fresent’ Claims Check this box to not shaw any attendance claims which are ‘Present’ (that is, both apportioned and

excused).
Update

2. You will get a list of all students enrolled on that day. Days absent or tardy will show
in red.

3. If you click in the red or yellow boxes, a pop-up will appear and you can choose the

code that should be in the box for attendance.

The code will fill in the box.

Attendance - Ms. Bari
Student Teacher of Record Grade Time 12/08 12/09 12710 12111 12112 12/16
del Real, Daniela bloulin, Bari KM 2:00 am - 3:00 pr
Ellis, Asher ioulin, Bari KM 9:00 arm - 3:00 pr
Ellis, Judah Ivioulin, Bari 2 9:00 am - 3:00 pm
Guerrero, Estefanie bloulin, Bari 2 2:00 am - 3:00 pr &
Herrera, Rocio bloulin, Bari 2 2:00 am - 3:00 pr =
Jardines, Stephanie tioulin, Bari 1 3:00 arm - 3:00 pra
Lopez, Jose bloulin, Bari 2 2:00 am - 3:00 pr
Mattinez, Jason ioulin, Bari 1 9:00 arm - 3:00 pr
Mason, Hayden Ivioulin, Bari 2 9:00 am - 3:00 pm A
Molina, Anna Ivioulin, Bari 1 9:00 am - 3:00 pm
Mosso, Alondra bloulin, Bari 1 2:00 am - 3:00 pr
Mogso, Joanna ioulin, Bari 2 3:00 arm - 3:00 pra
Eodriguez, Mathisy bloulin, Bari 1 2:00 am - 3:00 pr
Eojas, Erniliana bloulin, Bari 2 2:00 am - 3:00 pr
Saenz, Alexandra ioulin, Bari KM 9:00 arm - 3:00 pr
Whang, Yetu Ivioulin, Bari 1 9:00 am - 3:00 pm
Attendance - Ms. Stanford
Student Teacher of Record Grade Time 12/08 | 12/08 | 12710 | 12/11 | 12112 | 12/16
Ellis, Levi Stanford, Casey 3 9:00 am - 3:00 pr
Enciso, Eduardo Stanford, Casey 3 9:00 arm - 3:00 pra
Guetra, Abraharmn Stanford, Casey 4 9:00 arm - 3:00 pra
Lopez Garibay, Morma Paola Stanford, Casey 4 9:00 am - 3:00 pm
Mason, Taylor Stanford, Casey i3] 9:00 am - 3:00 pr =
Malina, Alvaro Stanford, Casey 3 9:00 arm - 3:00 pr
Eojas, Alexandro Stanford, Casey 4 9:00 am - 3:00 pro =
Sarnz Ariana Stanfird Casew i 90N am - 300 om
Done gormanelem.dev, spsis.com:463 )
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4. Save the page before exiting.

Student Teacher of Record Grade Time 12/08 12/09 12/10 12/1 12/12 12/16
del Real, Daniela Moulin, Bari KN 9:00 am - 3:00 pr
Ellis, Asher Moulin, Bari KN 9:00 am - 3:00 pr
Ellis, Judah Moulin, Bari 2 9:00 am - 3:00 pm
Guerrero, Estefanie Moulin, Bari 2 9:00 am - 3:00 pr A
Herrera, Rocio bloulin, Bari 2 9:00 am - 3:00 pm A - Absent ~
Jardines, Stephanie bloulin, Bari 1 9:00 am - 3:00 pm Classroom Based
Lopez, Jose Moulin, Bari 2 9:00 am - 3:00 pr ?x Aﬁgiztm - Excused
Martinez, Jason Moulin, Bari 1 9:00 am - 3:00 pr T - Tardy
Mason, Hayden Moulin, Bari 2 9:00 am - 3:00 pm
Maolina, Anna Moulin, Bari 1 9:00 am - 3:00 pr nformational
Mosso, Alondra Moulin, Bari 1 9:00 am - 3:00 pr a_'_l'f:?dsjm X
Mosso, Joanna Moulin, Bari 2 9:00 am - 3:00 pr
Bodriguez, Mathieu Moulin, Bari 1 9:00 am - 3:00 pm Fegular Independent Study
Rojas, Emiliana Moulin, Bari 2 3:00 am - 3:00 pm !A' I3 Ahsent
Saenz, Alexandra Moulin Elari KN 9:00 am - 3:00 pm :g'; ::SEEE:SE:I giﬂgi ﬁfesseen;t
Whang, Yetu Moulin, Bari 1 9:00 am - 3:00 pm b4 - Modified FS Absent
Attendance - Ms. Stanford =1 - 2-8 Pupils _
Student Teacher of Record Grade Time geRtilT?Sclfggtceonr;;nne;iii;?r Retention 1212 | 12/16
Ellis, Levi Stanford, Casey 3 9:00 arn - 3:00 pm
Enciso, Eduardo Stanford, Casey 3 9:00 am - 3:00 pm 2l 7490 ial Inctpictinn ["
Guerra, Abraham Stanford, Casey 4 9:00 am - 3:00 pm
Lopez Garibay, Morma Paola Stanford, Casey 4 9:00 arn - 3:00 pm
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