School Attendance

Focus allows for significant oversight and control of attendance processes for school
administration. Attendance Clerks and other users that have the ability to update
attendance can access teacher attendance, take attendance for missing teachers, and leave
student lists for substitutes to ensure that attendance is always completed in a timely
fashion.

Accessing Attendance

Option 1: Attendance Menu

The Attendance menu provides access to attendance actions, reports, and setup.

Option 2: Portal Alerts

In Portal Alerts, the alerts display a daily total of teachers who have not taken attendance for
the current day and for the prior school day. Depending on the district settings, administrators
may see the total number of teachers who have not taken attendance by period.

Ej 6 new referrals
@ 1 new student
/& 1 change requests awaiting approval.

@T 8 teachers haven't taken attendance today

@T 4 teachers haven't taken attendance on the prior school day

& 3 students absent today

@T 25 students absent yesterday
/%, An update for your version of Focus is available!

/%, An update for your version of State Reporting is available!
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X teachers haven't taken attendance [today] alerts open the Teacher Completion report.

X students absent [today] alerts open the attendance Administration report.

Verification Sheets/Substitute Rosters

Verifications Sheets/Sub Rosters gives administration the ability to print class rosters for
substitute teachers and attendance verification sheets for teachers.

Substitute Rosters

The Verification Sheets/Sub Rosters screen allows for printing class rosters for multiple
substitutes for the same period of time.

1. Go to the Attendance menu and select Verification Sheets/Sub Rosters.

Select Student/Staff ¥

Rosters Admin
Teacher: .
Period: .

Timeframe:

Mode:

Extra

Verification Sheets/Sub

Lizette Garci

09/01/2023 | - [09/19/2023

® One page per class
) One page per day per class (with empty Absent /
Present / Tardy columns)
[J Page Breaks between each section
Print teacher signature lines
[J Hide empty classes
[Cluse FTE Period
[[J Show classes that don't take attendance
[J Do not display Student IDs
[Jinclude Room Number
[ Print Student Alert lcons
Date columns per course period

Student Name Format:
Last, First Middle .

Focus High School - 0041 ¥  s5Is

¥ 2022-2.. ¥ 4th9We. ¥ m

2. Select the Teacher from the pull-down; multiple teachers can be selected if the days and
periods of absence will be exactly the same.

3. Select the Period from the pull-down. You can select one, multiple, or all periods as needed.
For Sub Rosters, select all periods that a substitute will be present.
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4. Enter the Timeframe to include all days the teacher(s) will be absent. The dates default to
the current date and selected date(s) must be the same if being applied to multiple teachers.

If multiple days are selected, rosters will be sorted by day.

5. Select a Mode. If using as a sub roster, select One page per day per class (with empty
Absent / Present / Tardy columns); this will allow for the sub to fill in the blanks (take
attendance) as needed.

6. You can also choose from the Extra section.
You can include Page Breaks between each section for each course.

You can Print teacher signature lines; this extra can be helpful if using for state reporting
and/or auditing purposes.

Hide empty classes (i.e. classes without any assigned students): This option is useful when a
teacher has a placeholder class with no enrolled students.

Use FTE Period: FTE windows must be set up by the district for this option to apply FTE dates
to data being pulled into the Verification Sheets. The report displays FTE periods and ADA
Overrides when Use FTE Period is selected. Note: This selection was customized for Texas.

Show classes that don’t take attendance: This option is useful for specials in Elementary
school or Study Hall in Secondary school where a substitute will need to know who should be
in the class regardless of whether or not attendance is taken.

Do not display Student IDs: Select the check box to hide student ID number when
generating verification sheets or sub rosters.

Include Room Number: Select the check box to print the room number in the header of the
sheet/roster.

Print Student Alert Icons: Select the check box to display alert icons on the printed
verification sheets. Note: The alerts printed on the sheets must first be set up via Setup >
Edit Rules & Workflow > Alert Icons tab and must be enabled so teachers have permission
to view them; i.e. select the applicable Teacher profiles from the Profiles pull-down.

Date columns per course period: Enter the number of date columns that you would like to
print. The column defaults to 14; overflow days generate on additional pages.

Student Name Format: Select the Student Name Format from the pull-down to determine
how student names display in the report.

7. Click Print.
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° Return To Focus

=  Modules.php

Studeat
Abe, Charlie Noel

Abregan, Kenna Joy
Acevedo, Emarald Vonn
Acost, Dexter [

Acosta, Hamy P

Audams, Peter Kavimsky
Adams, Panyhoy Henry
Agregar, Abe Sehastian
Aguilar, Emily Dickinson
Aguilar, Sherwaod Anderson
Abzers, Edgar Allan

Alec. Colleen Joan

Alegary, Pattes Ron
Ali-Hazelwood, Jossgh Quina
Alanso, Isabella Belly
Alanso, Mary Shelley
Alvarez, Douglas Adam
Anthomy, Gabriel Marquez
Aumguss, Kart V

Austen, Olive Jennifer

Burgess-Ciarcia, Bruce Lee
Total Present:
Total Abseat:

Taacher Signature:

Q 9 Hep & Logout

Once the substitute returns the rosters, the Teacher Completion report can be used to enter
attendance for the absent teacher.

Activity

3 teachers have put in for a sick day tomorrow. Create class rosters for each class period to
display on a separate sheet. Select any options applicable to school policy for sub rosters.

Attendance Verification Sheets

Verification Sheets/Sub Rosters allows for printing teacher attendance verification sheets
for the FTE reporting window.

1. Go to the Attendance menu and select Verification Sheets/Sub Rosters.
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Select Student/Staff ¥

Mode:

%

Extra

e

«

Verification Sheets/Sub

Lizette Garci Focus High School - 0041

Rosters Admin
& Verification Sheet Options
A Teacher: =
e Period: E]
5 Timeframe: [go/01/2023 | - |09J19;2023

® One page per class

() One page per day per class (with empty Absent /
Present / Tardy columns)

[[J Page Breaks between each section
Print teacher signature lines

[[J Hide empty classes

[JUse FTE Period

[[J show classes that don't take attendance
[J Do not display Student IDs

[Jinclude Room Number

[ Print Student Alert lcons

Date columns per course period
Student Name Format:

Last, First Middle =

| Print || Preview |

SIS

¥ 2022-2.. ¥ 4th9We.. ¥ m

2. Select the Teacher for whom you need an attendance sheet. You can select as many

teachers as needed.

3. Select the Period from the pull-down. You can select one, multiple, or all periods as needed.
For Verification Sheets, select all periods for which attendance is taken. For elementary, this
may just be the HR or Attendance period.

4. Enter the Timeframe for which you need verification of attendance. For Verification Sheets,
enter the FTE window in the provided text boxes.

5. Select a Mode. If using as attendance verification, select One page per class. This selection

will break up attendance by class.

6. You can also choose from the Extra

You can include Page Breaks between each section for each course.

section.

You can Print teacher signature lines; this extra can be helpful if using for state reporting

and/or auditing purposes.

Hide empty classes (i.e. classes without any assigned students): This option is useful when a
teacher has a placeholder class with no enrolled students.

Use FTE Period: FTE windows must be set up by the district for this option to apply FTE dates
to data being pulled into the Verification Sheets. The report displays FTE periods and ADA
Overrides when Use FTE Period is selected. Note: This selection was customized for Texas.

Show classes that don’t take attendance: This option is useful for specials in Elementary
school or Study Hall in Secondary school where a substitute will need to know who should be
in the class regardless of whether or not attendance is taken.
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Do not display Student IDs: Select the check box to hide student ID number when
generating verification sheets or sub rosters.

Include Room Number: Select the check box to print the room number in the header of the
sheet/roster.

Print Student Alert Icons: Select the check box to display alert icons on the printed
verification sheets. Note: The alerts printed on the sheets must first be set up via Setup >
Edit Rules & Workflow > Alert Icons tab and must be enabled so teachers have permission
to view them; i.e. select the applicable Teacher profiles from the Profiles pull-down.

Date columns per course period: Enter the number of date columns that you would like to
print. The column defaults to 14; overflow days generate on additional pages.

Student Name Format: Select the Student Name Format from the pull-down to determine
how student names display in the report.

7. Click Print.

9 Return To Focus

=  Modules.php

‘cevedda, Emirald Yonn
Acoats, Dexier I

Accata, Hary P
Adams, Priet Kavinsky
Addams, Fomytoy Heneylll
Agpregur, Abe Scbastian™
Agsilar, Emily Dicks

~cc-eng

Ali-Hazslwond, Juseph Quinn
Alanso, Trabella Belly
Alanso, Mary Shelley

Bukpswski, Charlic L
Burpess-Garcia, Bruce Lew
Total Present:
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Total Absent:

Teacher Signatura:

Q © Help &l Logout

All Attendance Verification sheets will be time stamped with the date and time it was generated.

When the ? (question mark) displays, the teacher did NOT take attendance on that day for that
student.

Teachers can adjust the attendance in their Take Attendance screen as district policy allows.

The Verification Sheets can be reprinted and the teacher can sign the updated copy.
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Teacher Completion Report

The Teacher Completion Report lists teachers who have not taken attendance in one or
more periods for the current day (previous days can also be selected for viewing).

1. Go to the Attendance menu and select Teacher Completion Report.

o The Teacher Completion report can also be accessed from the Portal page. Click on
any attendance alerts received regarding teachers not taking attendance, via the

Alerts section of the Portal page.

Portal - System Admin Support . We

. 4 teacher(s) have not finished reauthorizing
their students.

(® 198 openings on the waitlist for ABE LANG.

® 3 openings on the waitlist for GED PREP
MATH REASNG.

4 teachers haven't taken attendance on the

4 prior school day

. An update for your version of State Reporting
— is available!

2. The first option you have is to set a Report Date. The date defaults to the current date. Click
the text box to change it.
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) Lizette Garcia  Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Teacher Completion
by Admin v 2022-2023 ¥ 4th 9 Weeks ¥ m
)

@ O Summary over a timeframe [J show teachers
& (WiPeiod~ Aduamsa 9l n 12X 0ok atendanc o i tocnar, ™1 K eTereE e | Shovw v ek
e y
Course/Section Numbers
= 15 Teachers who haven't taken attendance | \ﬁ Search
Q Teacher Staff ID Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7
A Abernathy, Nora Robin 305 . .
=* | Alanis, Mateo V 3693 X
ﬁJ Carson, Dawkins R 20878 .
517 Casanova, Adelle Gaga 26815 ~ ~
= Heller, Kramer Mickey 2641 b X
o Hufiman, Kathy Ward 3861 A
= Huxley, Aldous A, 3655 X
ol Martinez, Fabiola Liz 3517 ~
- Quinones, Bibiana Maria aro7 Fa ~
Romero, Ginnie Hermione 3213 ~
i | Roxy, Fridda Lizette 3014 X
uﬂzl Samson, Elena Bonnie Kliral ~
Snow, Benton K 4782 x 4
Staab, Sara Mercedes 3886 ~
Varela, Suzi Mylene 3621 A
Q & Print ¥ % Help =1 Logout |

3. Next to the Report Date, select the Period you would like to review. The period defaults to All
Periods, but you can select one using the pull-down.

4. While you can set a Report Date, you also have the option to review attendance based on a
specific time frame, such as the FTE attendance window. To enable this function, select the
Summary over a timeframe check box. When the check box is selected, the Report Date
changes to Report Timeframe.

Note that in using the Summary over a timeframe feature, you can no longer take/
edit attendance. This feature is used strictly for reviewing attendance.

5. To review attendance that was taken late, select the Show teachers who took attendance
late check box.

a. If the system preference is enabled by the district, a different option may display: Show
teachers who took attendance more than [10] minutes late.
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[_ISummary over a timeframe| EdShow teachers who took

Y Click the red Xs to take attendance for the teacher. attendance more than 10 minutes ours| e ecb on
umbers

E Send Messages| |Search |

Period 6 AllDay PTAM PTPM Night Afternoon

Period 1 Period 2 Period 3 Period 4 Period 5
Taken: Tue, 04/06/2021, 9:07:20 AM | Class started: 6:00 PM

When the check box is selected, a yellow triangle icon displays; for more detailed
information regarding the late recorded attendance, hover over the triangle.

@ Set the system preference via Setup > System Preferences > School Preferences /
Default School Preferences > Attendance tab. Enter the required minutes in the text

box for the Minutes before period attendance is considered late preference.

6. Select the Show teachers who took attendance more than [10] minutes early check box
to display sections where the teacher took attendance before the time denoted in period setup

and system preferences. The applicable periods display with a clock icon.
Hover over the clock icon to show when attendance was taken including the date and time.

3655 N

Ramos, Aldous A.
3862 X

Pacheco, Archibaldo J
Skaggs. Agustin A [Taken: Mon, 04/12/2021, 12:38:12 PM | Class started: 1:36 PM

o You can track attendance taken early enabled via the setting called Minutes before
period attendance is considered early, which can be enabled via Setup > System
Preferences > School Preferences / Default School Preferences > Attendance.

7. You have the option to click the red X and open attendance for that specific period or take/
edit attendance per Teacher by clicking on the teacher’'s name.
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Lizette Garci

Select Student/Staff ¥ Teacher Completion

Admin
& L
Report Date: | 05/02/2023 | a who 1
l All Periods ~ | Advanced = Click the red Xs to take attendance for the teacher.
&
15 Teachers who haven't taken attendance ‘_é
| p— Staff ID Period 1 Period 2 Period 3 Period 4
4% | Abernathy,_Mora Robin 3105 Y -
=% | Alanis, Mateo V 3893
| 4 | Carson, Dawkins R 2978 *
& Casanova, Adelle Gaga | 26815 F .4
o | Heler kiamer Mickey 2041 ~
| Huffman, Kathy Ward 3861
% Huxley, Aldous A. 3655 P4
;a Martinez, Fabiola Liz 3517

If the red X is selected for a specific period, the Take Attendance screen displays in another
window.

From here, you can take attendance for the selected date and period, which is displayed on
the right of the screen. You can also take attendance for other days if you scroll to the left of
the screen.

If you select to take/edit attendance per teacher by clicking the Teacher's name, a new Teacher
Completion report will display where a Date column will take the place of the Teacher column
to show all days missing attendance based on criteria entered above.
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Teacher Lizette Garci:

Completion Admin ¥
& ) Summi
Report Date: | 05/02/2023
L] . oy WHO tooK atte
] All Periods v | Advanced ¥ Click the red Xs to take for the at
& 60 Days with incomplete attendance \-é
O Date Period 1 Period 2 Period 3 Period 4 Period 5 Period 6
A% | Wed, 8 Feb 2023
= | Thu, 9 Feb 2023
< | Fri, 10 Feb 2023
=
Mon, 13 Feb 2023
=5
Tue, 14 Feb 2023
&=
Wed, 15 Feb 2023
&

Thu, 16 Feb 2023
Y | 5 17Feb 2023

‘@ | Man, 20 Feb 2023
Tue, 21 Feb 2023
i | Wed, 22 Feb 2023
dl, | Thu 23 Feb 2023
Fri, 24 Feb 2023

Mon, 27 Feb 2023

O XX XX XXM XN X

P b S i

Tue, 28 Feb 2023

8. The Course/Section Numbers check box is selected by default, which displays section
information in the corresponding period columns. Clear the selected check box to revert back
to the original Teacher Completion report.

Lizette Garcia  Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Teacher Completion =
Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m
& Report Date: |05/02/2023 ] [ summary over a timeframe [ Show teachers who took attendance Ia%
All Periods ~ | Advanced attendance more than 10 minutes earl Course/Section Numbers
4 15 Teachers who haven't taken attendance | [Search J Iﬁ
- | Staff  period 1 Period 2 Period 3 Period 4
. D
- Abernathy, Nora Robin 3105 WORLD HIST 2109310-006 AP WORLD HISTMODERN 2109420-0
" | Atanis, Mateo v 3893
“ | carson, Dawkins R 2978 AP SPANISH LANG & CU 0708400-001
4 | Casanova, Adelle Gaga 26815 CHEM 1 HON 2003350-004 AP CHEM 2003370-001
“1 | Heller, Kramer Mickey 2941 PRE-CALCULUS HON 1202340-001
-~ | | Huffman, Kathy Ward 3861
+ | Huxley, Aldous A, 3655 AVID 3 1700410-002
\J Martinez, Fabiola Liz 3517
1 | Quinones, Bibiana Maria 3707 NC STUDY HALL 1 2200300-001
- Romero, Ginnie Hermione 3213 ENG 4 1001400-004
| Roxy, Fridda Lizette 3014 ENG 3 1001370-004
’ Samson, Elena Bonnie 3071
@ Snow, Benton K 4782 AP DRAWING 0104300-001
Staab, Sara Mercedes 3886 AP HUMAN GEOG 2103400-003
Varela, Suzi Mylene 3621
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@ Sections that are tied to periods with 0 length in minutes will not display on the

Teacher Completion report, even if the Take Attendance check box is selected on the

Period setup.

Batch Attendance Message

1. Click Message to send a batch message to teachers via Communication in order to notify
them to take attendance or review attendance, etc.

Select Student/Staff v Teacher Completion

Lizette Garcia  Focus High School - 0041 ¥ s5IS

Admin ¥  2022-2023 ¥  4th 9 Weeks ¥ m

[_) Summary over a timeframe [ Show teachers
__Report Date: | 05/02/2023 ¥ Click the red Xs to lake attendance for the who took attendance late [ Show teachers who
& |[AllPeriods ~| Advanced feacher. took attendance more than 10 minutes early [
. Course/Section Numbers
‘?’ 15 Teachers who haven't taken attendance || || Search |
2 Teacher Staff ID Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7
" | Abernathy, Nora Robin 3105 P A
#° | Alanis, Mateo V 3893 X
« | Carson, Dawkins R 2978 P
] | Casanova Adelle Gaga 26815 r .4 F .
= Heller, Kramer Mickey 2941 A ~
, | Huffman, Kathy Ward 3861 E S
— Huxley, Aldous A. 3655 X
- Martinez, Fabiola Liz 3517 x
e . .
Quinones, Bibiana Maria 3707 F. ~
A Romero, Ginnie Hermione 3213 ~
* | Roxy, Fridda Lizette 3014 X
Samson, Elena Bonnie 3071 ~
Snow, Benton K 4782 Y P .S
Staab, Sara Mercedes 3886 A
I \Varela. SuziMvlene 3621 A
Q & Print ¥ @ Help 8l Logout

2. From the Communication screen, complete all steps listed below to send the message.

School Attendance

Page 12



Lizette Garcia  Focus High School - 0041 ¥ sIS
Admin ¥ 2022-2023 ¥ 4th9 Weeks ¥ m

# Compose Message Template Announcement [®) Save Draft [i] Discard & Print = Use Template | Schedule m

Select Student/Staff ¥ Communication

]
B Templates Students v [ o Letterhead [v]
& .
& Announcements Staff Abemathy, Nora (3105 q  Acedemic
D) - L € E] Record E
& Inbox Import Recipients / View Imported
| & Sent ) — . _
. Secure Email @[] AddLogRecord 7=(] CopySelf @ (]  SendasDistrict [l (J  Allow Student/Parent Reply * [
~ | © Scheduled
= Email Attach @ File @sSMs  JJcall
3 Drafts e
£ . Subject New Message Cec  personl1@example.com; person2@example.cor First Only
| & Settings
B I U £ X X lator 14y =+ = A v <> Y — © L am o
=

-] tale &
' | ATIENDANCE

B8 Edit Translations O Automated translations are used for all other languages

Q “ Help 8l Logout

3. Select the applicable staff member(s) from the Staff pull-down.

4. Select the Letterhead template that you'd like applied to your message from the pull-down,
if applicable.

5. Select the Secure Email check box to flag the messages as secure and require users to log
into Focus in order to view the message.

6. Select the Add Log Record check box to log the message in the students' and/or users' Letter
Log record in Student Info and/or User Info. The message will be logged when the message is
sent. Messages are also logged for students when the message is printed.

7. Select the Copy Self check box to copy yourself on the email so a copy of the email is sent to
you as well as the selected recipients.

8. Select the Send as District check box to send messages (and attachments) to recipients from
the "district;" the message displays as if sent by the district and doesn't include your name or
information. Once sent, you will receive a confirmation that the message was sent, but the
message will not display in your Sent folder.

9. Enter the Subject of the message in the provided text box. If a subject is not entered, the
subject defaults to New Message.

10. To copy other users on the message/email, enter the emails addresses separated by
semicolons in the Cc text box. For example, lizette@focus.org; robinjacobs@gmail.com

11. Select the First Only check box to copy the entered email addresses in the Cc text box on
one email only. When the check box is cleared, the email addresses entered in the Cc text box
display on all emails sent.
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12. Enter the Email (message) in the provided text editor. There are a variety of tools available,
including text formatting and the ability to add links and images.

13. Click Send to send the message right away.

Activity

+ There are several teachers who have not entered attendance today. Where can you go to
identify which teachers have no recorded attendance today and/or the previous school day?

+ Ateacher neglected to input his attendance for 4th period. He has informed the office that
two students should be marked as unexcused absence and two students should be marked
unexcused tardy. Enter attendance for this teacher.

Adding Absences for Students

Attendance can be added for students individually or en masse using the Add Absences
function. Attendance can be added for either a singular or range of calendar date(s), as well
as providing comments related to the absence. This is helpful for current or future class
absences such as field trips or assemblies, adding upcoming absences, or excusing previous
absences for a sick student.

1. Go to the Attendance menu and select Add Absences.

2. Use the search bar for an individual, the Student Group pull-down (if assigned) or More
Search Options for a group of students.

3. Alist of all the applicable students will populate below the calendars and options for adding
absences to the selected students.
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Select Student/Staff ¥ Add Absences

Add Absence Options

Focus High School - 0041 Y sIs
2022-2023 ¥ 4th 9 Weeks ¥ m

Periods: L)
& Attendance Code: P - Present
D Attendance R I
i~
ot
Su Mo Tu We Th Su Mo Tu
1 2
&
. 3 4 5 6 7 8 9
N 10 | 11 12 13 14 15 16
17 18 189 20 21 22 23
)
Y 24 | 25 |26 27 28 29 30
=\ Submit Absence(s)
i
ik Search Screen Simple List Customized List
746 Students | Message
O Student Grade
O 2~ Abe, Charlie Noel A (@)
o - an
Q & Print ¥ @ Help 8l Logout

4. Select the applicable Periods for which to add absences, as well as the Attendance Code,

and any comments related to Attendance Reason.

5. Select the day(s) for which the absence(s) should apply. The current date is highlighted

yellow by default. Selected dates will display a dark colored border.

The calendar only allows the selection of dates that are marked as School Days in the Calendar

setup.

Click the left and right arrows to navigate through the available school months.
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Lizette Garcia Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Add Absences
Admin ¥  2022-2023 ¥ 4th 9 Weeks ¥ m
5|
& Periods: ]
Y Attendance Code: |P - Present =
Attendance Reason ]
& :
® September
L Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
~ 1 2 1 2 3 4 5 6 7 1 2 3 4
d 3 4 5 6 7 8 9 8 9 10 11 12 13 14 5 6 7 8 9 (10| 11
q 10 11 12 13 14 15 16 16 | 16 (17| 18 19 20 21 12 13 14 15 16 17 18
S|
17 18 19@21@23 22 |23 24 26 26 27 28 19 | 20 | 21| 22| 23 24 25
@
24 25 26 27 28 29 30 29 30 | 3 26 27 28 29 30
&
P Submit Absence(s)
=X
. Search Screen Simple List Customized List
H
o | e swens
O Student Grade
0 L~ Abe, Chariie Noel & (@ 10
O a- Abregan, Kenna Joy & ¥ 1
O 2~ Acevedo, Diem Donna 09
Q =) Print ¥ “ Help uLognut

6. Scroll to the bottom of the screen to the student section. Here you must select the student(s)
for whom the absences are being created. Select the check box next to the student. You can
also select the check box in the header to select all listed students.

Lizette Garcia Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Add Absences
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m
#
s Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
é 1 2 1 2 3 4 5| 6 7 1 2 3 4
® 3 4 5, 6 7 8 9 8 9 10 M 12 13 14 5 6 7 8| [ 9 | 10| [ 11
a 10 EE 13 14 15 16 i5 16 17 18 19 20 21 12 13 14 15 16 17 18
ot 17 18 19 20 21 22 23 22 23 24 25 26 27 28 19 | 20 21 22 23 24 25
d 24 25 26 27 28 29 30 29 30 A 26 27 28 29 30
= Submit Absance(s)
B
e Search Screen Simple List Customized List
& | 746 Students ) 2 Selected Message
g Student Grade
3 mecwsns L e
i Abregan, Kenna Joy_ 0_ ¥ 10
ik Acevede, Diem Donna 09
Acosta, Dexter D 10

7. When the student(s) have been selected, click the Submit Absence(s) button to create the
absences.
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@ Attendance codes entered by administrative staff are locked and cannot be overridden

by teachers on their attendance screens.

Results

Student Student ID Inserted Updated Removed

Charlie Noel Abe 155879 4 0 0
Diem Donna Acevedo 223057 0 0 0

+ Inserted: The total number of new absences added to the student based on the number of

days and periods selected.
+ Updated: The number of periods/days with existing attendance that was changed.

+ Removed: Only displays a value when a future attendance code has been replaced with the
Present code; this allows teachers to enter attendance for students when that day/period

arrives (e.g. a future field trip has been canceled).

@ Use this same report and process to:

+ Update multiple PAST days of Unexcused absences to Excused for a student
+ Enter multiple days of FUTURE absences for a student
+ REMOVE or CHANGE a future date for a group of students or an individual

Attendance Administration Report

Attendance Administration allows the review and update of period-by-period student

attendance records. This report is helpful for finding all tardies or absences to update the
unexcused to excused. It can also be used to track students who arrive tardy to school or

who leave school early. The Daily Attendance code will generate automatically based on

absence/presence codes entered for all periods that take attendance; the daily code is also

determined by system preferences.

1. Go to the Attendance menu and select Administration.
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Q Clicking the Portal Alert for students absent navigates to the Administration screen.

ii & new referrals

@& 1 new student

/&, 1 change requests awaiting approval.

Q 8 teachers haven't taken attendance today

Q 4 teachers haven't taken attendance on the prior school day

3 students absent today

& 25 students absent yesterday

/2, An update for your version of Focus is available!

/2, An update for your version of State Reporting is available!

A The Portal Alert value for absent students may not match the attendance
Administration report as the Alert indicates Daily absences whereas the attendance
Administration report includes any student with any one period marked with a code
other than P-Present.
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Report Display Options

Lizette Garcia  Focus High School - 0041 ¥ sIs

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ [Eig

2 14~ April v[2023 |7 + [Al~] [ Update |
& | 7e8 swaems (s
& |&™ Photo Student Grade Daily Comment Excuse Note FillAll Periods 01 02 03 04 05 06 07
> A ] No Files

L iﬂ ML 10 Uuuuuuuy
i s @ <~ ‘bottMeriner, Cheriie Christopher 09 Pres
d el
5 sl ﬁv Abregan, Kenna Joy_ 0_ A 10 Pres
_. Il?:

iy _
-
(e 'f:‘ " Acevedo, Diem Donna 09 Pres

1. On the Administration screen, start by setting an effective date by clicking the month, day,
and year pull-downs or by clicking the calendar icon. Note: The effective date defaults to the
current date.

2. Select the applicable attendance code from the pull-down. To specify multiple attendance
codes, click the black plus sign to add another code. You can also select All from the pull-down
to pull in all attendance codes used. Note: The report defaults to students with any NP (Not
Present) code in at least one period.

The attendance codes in the pull-down and in the period fields populate with the Short
Name for the attendance code.

Time In/Time Out and the Excuse Note upload must be set in system preferences for the school
in order to display on this report.

3. Once the effective date has been set and the attendance code(s) selected, click Update to
generate the attendance Administration report.
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Select Student/Staff ¥ Administration

Admin ¥ 2022-2023 ¥ ath 9 weeks ¥ [Exg)
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&' |&™=’  Photo Student Grade  Daily Comment Excuse Note Fill All Periods 01 02 03 04 05 06 OF
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- ? - -
v | € iy Abe,_Charlie Noel A @ 0 o ®| - y vy v u vy

Excuse Mote.pdi

= p ? No Files
4 | d Abregan, Kenna Joy @ ¥ 10 Pres E |E |E |E [BE |BE |B
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(e & v Acevedo, Emarald Vonn 12 Pres P (P |P |P P |P P
3 i No File
& (e “hd Acosta, Dexter D 10 Pres - E|E |E(E |E B E
o ] No File
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If enabled, Time In and Time Out can be used to enter the time a late student arrives and the
time a student leaves school early.

4. A Comment can be entered to describe the reason for absence, tardy or early release.
Comments will be visible to the parents and students on the student’s Absence Summary
screen.

If enabled, the Excuse Note field can be used to upload an absence or tardy note from the
parent.

5. If needed, select an attendance code from the Fill All Periods pull-down to populate all
periods with the selected code.

Update Unexcused Absences to Excused

1. Go to the Attendance menu and select Administration.
2. Select the Unexcused Absence code from the attendance code pull-down.

3. Click Update.
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Select Student/Staff ¥ Administration

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

10 ~ | April | 2023 v | + U v Update
8 | aswdents (5
& |&™=  Photo Student Grade Daily Comment Excuse Note Fill All Periods 01 02 03 04 05 06 07
D No Files

- ﬂ ¥ Acevedo, Emaraid Vomn iz - U uwuuuuu
o u No Files
’ -« ﬂv Acosta, Hary P & 10 Pres - - Loy
. < No Files
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- No Files

.
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Only students that have the selected attendance code(s) for the defined date will display, along
with any other absence codes in each of the periods where attendance has been entered.

4. A Comment can be entered to describe the reason for absence, tardy or early release.
Comments will be visible to the parents and students on the student's Absence Summary
screen.

5. Click in the applicable period(s) and select the code for Excused Absence.

Secondary schools can use the Fill All Periods pull-down to select the code for (Excused
Absence). This will change all the periods to that code after clicking on the code and clicking
Update to save the entry(ies).

Lizette Garcia  Focus High School - 0041 Y sis
Admin ¥ 2022-2023 Y 4th 9 Weeks ¥ m

Select Student/Staff ¥ Administration

10 ~ | April ~| 2023 v | + U ~ Update
& | sstudents (53
& |€™™ Photo Student Grade Daily Comment  Excuse Note Fill All Periods 01 02 03 04 05 06 07
D) No Files '

o v Acevedo, Emarald Vonn 12 . E ~ vy v u uvu v u
F
o J No Files
’ Lag T Acosta, Harry p ‘@ 10 Pres - u
i < No Files
g |~ hd Aguilar, Sherwood Anderson @ 10 - z u yu uvu u uvu uvuu
= No Files

.

A e mv Anthony, Vernon Dudley 11 _ u u u u u
>

Elementary will only see the homeroom period; from the pull-down, select the code for
(Excused Absence).
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5 Students
Grade Daily Comment Excuse Note Fill All Periods
. - No Files
LE
~ |.| v Mares, Andre Thomas -/ 05 . No Files . é

6. Click Update after making changes directly on the Administration report.

Students will be removed from the displayed list if all periods were updated with the new code
and no periods contain the code selected at the top of the report.

Once the report is refreshed with NP displayed, the updated student(s) will be accessible.

Upload Excuse Note to Administration Report

If the system preference has been enabled for the school, the office staff can upload a
hardcopy of excuse notes sent in by parents for the applicable day(s) a student had an
unexcused absence or tardy.

0 If Excuse Notes have been disabled by the district, then you will not see the Excuse
Note column. The Disable Excuse Notes for All Users setting determine whether the
Excuse Note column displays, which can be enabled/disabled via Setup > System
Preferences > School Preferences / Default School Preferences > Attendance.

Note: Administrative users can also Disable Excuse Notes for Parents via Setup >
System Preferences > School Preferences / Default School Preferences > Attendance,
which hides the Excuse Note column for all applicable attendance screens prohibiting
parents from uploading excuse notes.

1. Go to the Attendance menu and select Administration.
2. If the note is for the current date, locate the student on the report.

3. To add excuse note(s) for a student, hover over the Excuse Note field, then click Scan,
Upload, or Take Photo.

a. Select the Scanner from the pull-down, set additional settings, then click Scan.
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Pres - No Files

u No Filek
Scan | |Upload | Take Photo | ./

Pres - ' No Files
Pres - No Files
Scanner
Scanner -
Color Color -
DPI 300 -
Format PDF -
File Name 20210512

Autofeeder Duplex
@  Multi-Page PDF Show Scan Settings

Coor JR] o

b. Click Upload if the file is already saved on your computer.

i. Search for the file, click the file, then click Open. Note: You cannot upload Word
documents. However, you can save a Word document as a PDF, then upload it.
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Pres - No Files

u No Filek
—

Scan|| Upload ||Take Photo |
Pres - —=uor'Files
Pres - No Files
Favorites m ~ B ., [ Desktop Q
) Recents
el
) Desktop o S 10 VYOTD EE::.’I.“::"'
% Documents o

(¥ Downloads

Locations

< iCloud Dri...

& USB2.. &

Tags

R Excuse Note

@® Orange PDF document - 23 KB

o Yellow Information Show More

® Green I Created Today, 2208 PM !/
[ ]

Blue Show Options Cancel

i\ Duornla

c. Click Take Photo to take a picture of the note with your computer camera.

i. Once the note is in view of the camera, click Take Photo.
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Pres - No Files

u No Filek

Scan | Upload | Take Photo | |~
Pres | - Noites
Pres | - No Files

Excuse Note.pdf

e ©

Choose a file or drag it here

Take Photo

4. If a parent, teacher, or another user has uploaded an Excuse Note, you can view the excuse
note by clicking the Title of the note or by clicking Download. Click the X to Delete the note.
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To Whom It May Concern.docx
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4 ToWhom It May Concern — Saved to my Mac
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= |

— = = = & -
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Please excuse Charlie Abe from school an 04/14/2023; she was sick.

Ifyou have any questions, please call me at 727-505-2244.
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i To Wham It May Concern;
e

Sincerely,

Lizette Abe {Mom)

AafbtcOdEe | AaBbCchdie

W Spacing

5. If the absence or tardy note is acceptable, update the affected period(s) with the applicable
attendance code as described in the section entitled Attendance Administration Report.

If a note is for a previous day’s absence, change the date using the date fields or

calendar icon on the Administration report; alternatively use the student’s Absence
Summary screen to upload the excuse note for the applicable date.

Time In/Time Out on the Administration Report

If the district uses Raptor or another software for students arriving late or leaving early,
they might continue to follow their current practice. The school might also need to put this

information into Focus.

@ \When checkingin or out using the kiosk or the Late Check In/Early Release screen,
the Time In and Time Out columns in the Administration screen are updated. Updating

the Time In and Time Out columns in the Administration screen will update the

corresponding Entry and Release columns on the Late Check In/Early Release screen.
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Note: The setting Track Time In/Time Out on Daily Attendance must be enabled for
the Time In and Time Out columns to display on the Administration screen via Setup >
System Preferences > School Preferences/Default School Preferences > Attendance

tab.

1. Go to the Attendance menu and select Administration.

Late arriving students will only appear by default on this report if they have already been

marked absent in at least one period.

Students leaving early will appear by default if they have a non-present code already entered
for at least one period.

If the applicable student does not appear by default, select All from the attendance code pull-
down, then click Update.

Use the Filters or the search bar to locate a specific student on the report

2023 )"

4 Students |
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« . -
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« . v
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-~ a .

Student Student ID
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LEl
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(Ferss L2l o —

+[NPv[P v

Excuse Note

o ®

Doctor's Note.pdf

No Files

No Files

Upd

=&

99

A
00:00

p
na-on)

P
00:00

P

2. Enter the Time In for late arrival. Enter Time Out for early release.

Focus auto-formats the time, so no colons are necessary. If the integer entered is < 7, the
system will auto-format time as PM and if >7, it will auto-format as AM.

[24 v|August  v|2023~]

78 Students ||

&2  Photo

.r av
~ av
- a-
~ &v
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Abs

+ (A~ 0
OFF |Search

Time In Time Out Comment Excuse Note

No Files
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09:45am | - flat tire
|os:00 am | |10:30am | [feelingill |
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3. Enter a Comment (if applicable).

4. Use Fill All Periods or adjust the necessary periods. Elementary will only fill Homeroom with
the applicable code for Tardy or Early Release.

5. Click Update to save all changes.

Activity

+ Add absences to a group of 10 students using the Add Absences screen.
+ Update one student’s attendance to Excused Absence and make a note.
+ Update one student’s attendance to Tardy, enter a Time In, and add a Comment.

Absence Summary Report

The Absence Summary allows administrators to view on one screen all the attendance
codes in use at the school with the total number of periods each code has been assigned to
each student over a user-defined timeframe. The report can be viewed schoolwide, by an
individual student, or for a select group of students. When viewed for an individual student,
the Absence Summary can be used to update the student’s attendance, including uploading
an Excuse Note.

1. Go to the Attendance menu and select Absence Summary.
2. Search for an individual student or use More Search Options to locate a group of students.

3. You have the option to choose whether you'd like to see the attendance by day or by period.
This option will default to Daily. Use the pull-down to select a period instead.
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Report Timeframe: (1 | August - 2022 v|

Daily ~| [ Go |

Days Possible: 223

Search Screen Simple List Customized List
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Acosta, Dexter D
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Grade

09

| —|28~|August | 2023 v|
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Day N/A
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221
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220 -

222 -
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-98.1% 0

100% 0O

98.65% 0

99.55% 0

Lizette Garcia
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Periods

Periods Periods
No Periods Periods

Unexcused Excused
Show Present Unexcused

Absence Tardy
(DNE) w (P} Tardy (T) *n
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v

Periods
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©)

Focus High School - 0041 v

2022-2023 ¥

4th 9 Weeks ¥

[ Filter | [Search

Periods

Unexcused Periods

Abs
Related to
Discipline
(D)

0

Excused
Absences

(E)

Periods
Guidance

(G)

— -

4. To adjust the attendance summary to reflect a specific period of time, use the Report

Timeframe date text boxes to enter a date range. You can also click on the calendar icons to
select the dates. By default, the report timeframe defaults to the first day of school through the
current date.

5. Click Go.

The Report Timeframe drives the calculation for Days Possible in the header and the Total Full-
Day Attended column.

Update Individual Student Absence Summary

An individual Absence Summary is viewable by clicking name of the student when viewing
the Absence Summary report. Only days with at least 1 non-present code display on the
individual Absence Summary.
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Lizette Garcia =~ Focus High School - 0041 ¥ sIs

Absence Summary

Admin v 2022-2023 ¥ 4th 9 Weeks ¥ m
g School Activity 0 periods
. Agency Placement 0 periods
> Left Early Excused 0 periods
D Left Early Unexcused 0 periods
Covid/Virtual 0 periods
.4+ [Total Full Days Possible: 223
Total Full Days Attended: 219 (98.21%)
' [Total Full Days Absent: 4 (1.79%)
¥ [Enroliment Dates: Tue, 2 May 2023 - ...
7 | 13 pays 5
" | Date Daily Comment Excuse Note Note Status Fill All Periods 01 02 03 04 05 06 07
& | wed. 17 may 2028 Present e mes | r:u:«““_:: w -
lo Files Set Mess:
“# | mon, 10 Apr 2023 Present b o cssase A1 [ T - U P
\ No Files | Set Message
R R rowmasouns U BOEEE
H
No Fil Set Message
P s S = S - = = =
g |Tue7renz02 resent o - B - - 2 - -
No F | set Messag
Fri, 3 Feb 2023 Present - No Fil . - l l E E E E E
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1. If needed, select an attendance code from the Fill All Periods pull-down to populate all
periods with the selected code or select an attendance code for each period, as needed.

If attendance is logged based on an hourly attendance method, you will also have the option to
enter the amount of time present in addition to the attendance code.

2. With editing permissions, you have the ability to enter a comment. Click the Comment field
and type your message.

3. To add excuse note(s) for a student, hover over the Excuse Note field, then click Scan,
Upload, or Take Photo.

4. If an excuse note has been uploaded by teachers or parents, and you have permission to
Approve Excuse Notes (Users > Profiles > Attendance tab), you can select the Note Status of
the excuse note from the corresponding pull-down. The status defaults to Pending. Select
Approved once the note has been reviewed and deemed acceptable. Select Denied, if the
uploaded note isn't acceptable.

5. To add a Note Status message viewable by parents and teachers, click Set Message.

6. Click + Add Absence located in the right top corner. Clicking + Add Absence navigates to the
Add Absences screen, which can be accessed via the Attendance menu > Add Absences.

The Show minutes missed in Student Abence Summary setting can be turned on to
show the minutes missed in the individual Student Absence Summary via System
Preferences.
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The Total Instructional Minutes Missed will display with the Total Full Days Possible,
Attended, and Absent. The minutes missed are tied to the minutes missed from absences,
late check ins, and early releases.

x Acosta, Giavanna Thomas ¥ Lizette Garcia ~ Adult Education - 9103 ¥ sIS
. Absence Summary -
. 17-31 % 1= ) Admin ¥ 2022-2023 ¥ TermD ¥ m

4 Report Timeframe: 8 ~|June v|2022 ] = [ save |
a |~ | September | 2023 | [ Go |
& Demographic Enrollment Schedule Requests Grades Absences Activities Referrals Test History AuditTrail Grad ISPPage Files SSS Choice Billing
D | Absent: 1 periods (during 1 days) Other Marks: 4 periods (during 4 days) + Add Absence
¥ Class Canceled (AE) 0 periods . Re-Registration/Re-Entry 0 periods
wh Absent 1 periods -- 1 days . Enroliment/Entry 0 periods
‘ = No Show 0 periods

E otal Full Days Possible: 253

.. [Total Full Days Attended: 251 (99.21%)

‘otal Full Days Absent: 2 (0.79%)
“ Itotal Instructional Minutes Missed: @ 180

o
i, =
® | 5oeye @ g
1\ Date Comment Time In Time Out Excuse Note Note Status 99

H No Files Set Messa,

" | Th, 13 Apr 2029 . .

il

@ Theindividual student Absence Summary can also be accessed from Attendance >
Absence Summary > Search by individual student name or ID.

Attendance Chart

The Attendance Chart is used to view and update records of student absences by period for
a specific time frame. Florida schools use this chart for FTE Attendance Reporting.

1. Go to the Attendance menu and select Attendance Chart.

2. Search for an individual student or use More Search Options for a particular group of
students.

Attendance codes considered Absent typically display in red.

Attendance codes considered Present typically display in green.
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Select Student/Staff ¥  Attendance Chart
Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Report Ti 05/04/2023 |- 141042023 [|[Period1 [N Update |

. Search Screen Simple List
& posel_1 115

=) Student 4 Student ID & Grade & Absences 454 a/6 4 474 4/10 & 47113 4/12 4 4/13 4 4/14 4
A Abe, Charlie Noel ,{'i 55879 10 1 B P P B BT s ?

n Abregan, Kenna Joy @ " 51843 10 1 ? fo E P I 1 2 ?
- Acevedo, Diem Donna 23057 0% 1 - i P G - - E -
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5 Acosta, Dexter D 36685 10 0 ? - 2 ? ? 2 2 2
= Acosta Harry P @ iB780 10 0 2 ? H ? ? 2 2 ?

@ Each district sets up attendance codes via Attendance > Attendance Setup. The
district enters each attendance code’s Title, Short Name, Sort Order, Type, Color, etc.
Therefore, the colors shown in the above examples may differ from district to district.

@ Attendance cannot be updated from the Daily view. Click on a student’s name or
change Daily to a specific period to update the codes.

3. To adjust the attendance chart to reflect a specific period of time, use the Report Timeframe
date text boxes to enter a date range. You can also click on the calendar icons to select the
dates.

4. You have the option to choose whether you'd like to see the attendance by day or by period.
This option will default to Daily. Use the pull-down to select a period instead.

5. Click Update.

To export the attendance chart data to an Excel spreadsheet, click on the Excel icon in the
Export section.

To print data, click on the Printer icon in the Export section.
Turn on the Filters to set criteria for which information needs to be displayed.

At the bottom of the Attendance Chart, there are totals for present and absent by day.
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Demographic  Enroliment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad Files 5SS Choice Billing
Attendance breakdown for Abe, Charlie Noel @
=)
Course & Absences & |AttPeriods & SchedPeriods 4  DailyAtt% % 4/5 4 4/64 474 4/10% 4114 4124 4134 4144
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Update Attendance Codes on the Attendance Chart

Option 1

1. Select the applicable period from the Daily pull-down.

‘ F@%! ! § Select Student/Staff v
S

I

il

Report Timeframe: 05/04/2023

- 140472023

Search Screen Simple List

Page 1 |/15

Student ID Period 1 4/5 4
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Abregan, Kenna Joy m b
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10
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2. Change each student individually.
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3. Click Save.

Option 2

1. Click the student's name in the Student column in order to view and/or edit a breakdown of
their attendance.

2. When viewing the report based on attendance by period, you can click the existing
attendance code or question mark to edit the attendance code. The option to edit daily
attendance codes, is not supported because the daily code is based on all period codes
combined.

3. Click Save to apply changes.
The Daily Attendance value cannot be updated.

The most recent changes to a record will display when hovering over a code as will teacher
comments entered when taking attendance (if that option has been enabled), and office
comments added when updating student attendance.

G o)

Course § Absences §  AttPeriods y  Sched Periods §  Daily Att% §  4/5 § 4/6 § 47 3 4/10 § 411 % 4/12 § 4/13 § 4/14 §
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CHEM 1HON (2003350 ] " " 1000 P P p P BT c 2
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Period 7 - 001 - Suzi Mylene Varela Last updated: 2023-09-15 10:27:22-
Total Present - il outof 56 78.6% 7 7 7 vt
Total Absent 12 = = = 0 0 0
Course Absences Att Periods Sched Periods Daily Att % 4/5 4/6 4/7 4/10 4/11 4112 4/13 4/14

Additional symbols that may display:
? = Student is assumed Present. The teacher did not take attendance.
* = No active scheduled class at this time and/or date.

- = Future date, student not enrolled, or no school on that day.

@ Attendance Chart vs. Absence Summary
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+ Both can be viewed by all students, individual students or a specific group.

+ Both can be viewed by a specific timeframe and by Daily or Period attendance.

+ Both allow updating when viewed at the individual student level.

+ The Attendance Chart shows attendance totals and percentages for all codes for a
specified date range.

+ The Attendance Chart is mostly for FTE.

+ The Absence Summary shows attendance for absence codes only for the specified date

range.
* The Absence Summary is where most users will make changes.

Activity
For each of the following scenarios, determine the best approach for updating attendance:

* Mrs. Smith’s physics class is going on a field trip for two days.

+ Ted’s mom came to school to excuse his absences for the past 4 days and provided a
doctor’s note.

+ The attendance secretary has the sign-in sheet and is making phone calls to verify student
absences. She needs to update attendance based on parent contact.

+ The attendance secretary needs to mark attendance for the substitute teacher’s classes for

today.

Additional Attendance Reports

Focus has a variety of Attendance Reports that schools and districts can use to analyze
attendance records and trends.

Perfect/Excessive/Skip Attendance Report

1. Go to the Attendance menu and select Perfect/Excessive Attendance.
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Perfect Attendance

The Perfect Attendance Report generates a list of students who meet a user-defined
attendance Threshold of from 0 to 5 full-day absences within a selected Timeframe.

The Timeframe options include the entire School Year, the 2nd 9 Weeks, Month to date, Last
30-90 days, or create a Custom Timeframe.

This report will also Ignore Excused Absences, if selected.

Lizette Garcia ~ Focus High School - 0041 ¥ sIs
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Excessive Absences Report

The Excessive Absences report generates a list of students who exceed the user-defined
Threshold from a high of 20 down to a low of 1 full day absence within a selected
Timeframe.

Perfect Attendance =PI ETE T Skip Report

Threshold: |5 Daily Absences Timeframe: | School Year Show Teacher: Period 1 I Ignore Excused Absences ] -

Search Screen | SimpleList Customized List

2 Students [} Filters: [T
Photo Student Student ID Grade Days Absent Periods Tardy

%

¥

Alegory, Potter Ron 059241 11 14 [i]
o

& Aguilar, Emily Dickinson 022481 12 8 1
@
el

|
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Skip Report

The Skip Report lists students who were marked absent in at least 1 period and presentin a
different period of the same day.

A Filter can be applied to view students with a specific number of skipped days.
The Skip Report also displays the number of absences for each student.

Clicking on the individual student's name will bring up the student’s individual Absence
Summary.

) Lizette Garcia  Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Perfect/Excessive Attendance
P Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m
i Perfect

Timeframe: School Year Show Teacher: Period 1 Ignore Excused Absences
a ] B 9 o]
. This report lists students who were marked absent in at least 1 period and present in a different period of the same day.
&
Search Screen Simple List Customized List
2 746 Students | Search
b Photo Student Grade Days Absent Skipped Days
et b B .
g i =1 Abe, Charlie Noel A%/ 10 5 3
— . Acosta, Dexter D 10 1 2
) @\ 10 2 1
=] -~ Abregan, Kenna Joy = _
N v
v .Fg: X
1l Acevedo, Diem Donna 09 1 1
[*) A

Click the Student name link to open the student's Absence Summary.

Attendance Bulletin

The Attendance Bulletin displays attendance data by specific school and a user-defined
Report Date with columns of student demographic data. Attendance data includes the Daily
Attendance Code, Time In, Time Out, Consecutive Absences, and Cumulative Absences.
Users can view report data for an individual student, a group of students or all students.

1. Go to the Attendance menu and select Attendance Bulletin.

2. Select search criteria and click Search.

School Attendance Page 37



. Lizette Garcia ~ Focus High School - 0041 Y sIs
Select Student/Staff ¥  Attendance Bulletin

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Search Screen Simple List

& Attendance Bulletin

& (—
. Report date: | 04/10/2023

= [Focus High School - 0041 Generated: September 20,2023 12:25:38 pm
| Evort ETNEY Fiter: ETAJ Toggle Columns |

al Student Name § Grade Level 3 | Local ID 3 Student Age § Student Homeroom 5 Daily Attendance Code 3 Timeln § TimeOut 3 Consecutive Absences y Cumulative Absenc:
Acevedo, Emarald 12 56443 15years 17 days U (Absent) 2 &

:’il Aguilar, Sherwood 10 57667 17 years 6 mons 7 days U (Absent) 1 2
Anthony, Vernon 11 178990 15 years 9 mons 7 days U {Absent) 1 1
Acevedo, Diem 09 123057 16 vyears 7 mons 10 days P (Present) 4] 0
Adams, Ponyboy o9 B6404 12 years 6 mons 19 days P (Present) o] 2

.“ Alonso, Isabella 02 158709 16vyears 2 mons 3days P (Present) o 1]

e Alonso, Mary 09 55961 17 years 2 mons 9 days P (Present) 4] 0
Arana, Torcuato 09 B7661 7 (Student is assumed present) [u] ]

Edit the Report date as needed by changing the date in the text box or by clicking the calendar
icon and selecting a date. The Bulletin updates automatically.

The Time in and Time Out columns represent data which can be entered using the following
screens Late Check In/Early Release, Administration, and Absence Summary for the entered
Report date.

The Consecutive Absences column displays the number of consecutive days absent.
Consecutive Absences represents the number of consecutive days that the student was
scheduled for classes and the daily code was set to Absent. The days counted are from the
beginning of the Full year marking period to the entered Report date. The number resets back
to zero every time the student is marked as Present.

The Cumulative Absences column represents the number of absences (Absent) since the
beginning of the full year marking period to the Report date entered.

To export the attendance bulletin data to an Excel spreadsheet, click on the Excel icon in the
Export section.

To print data, click on the Printer icon in the Export section.
Click the Filter to turn it ON and sort the report by any data in any column.
Click any column header to re-sort the order the data displays by that column.

Click Toggle Columns to customize the columns displayed in the Attendance Bulletin.

Print Absence Summary

The Print Absence Summary prints the data generated in the Absence Summary Report as a
document that can be saved as a PDF or emailed. The Print Absence Summary includes the
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https://focus.screenstepslive.com/s/admins/m/sis/l/1097327-late-check-in-early-release
https://focus.screenstepslive.com/s/admins/m/sis/l/644909-administration
https://focus.screenstepslive.com/s/admins/m/sis/l/644912-absence-summary

student’'s name, the school the student attended, the school year, the student’s ID, and it is
time stamped with the date and time it was generated.

1. Go to the Attendance menu and select Print Absence Summary.

2. Search for an individual student or use More Search Options for a particular group of
students.

3. Select the Letterhead Template from the provided pull-down. The letterhead selected will
be the template displayed for all absence summaries printed.

4. Select the Include Summary & Totals check box to display absence summaries and totals on
the report. Without this, the only items to display will be dates the student received any
attendance code other than Present with comments and periods (not recommended).

5. You have the ability to select a Student Group from the provided pull-down.

6. You can further filter the data be setting a Report Timeframe. Select a month, day, and year
from the provided pull-downs or click the calendar icon to select a date.

7. Use the radio buttons to specify if the report is to be printed for each student, emailed to
each student in the list, or emailed to each custodial contact.

Lizette Garcia  Focus High School - 0041 ¥ siIs
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Select Student/Staff ¥ Print Absence Summary

Report Timeframe: [ 1 v|August  ~|2022 | |-[20 | September ~|2023 |

‘ Print absence summary: Email absence summary:

| ®For each student (CTo each student

J (o each Custodial Contact

- | Search Screen Simple List Customized List

| 746 stdents X &
T |0 Photo Student Grade

g | Sy 1]
[~ ?ﬁv Abe, Charlie Noal 4 '@/ 10
] ]
| — -
= — ' .
N — _V Abregan, Kenna Joy @ 10
4 :

8. Select the students for whom you need absence summaries by selecting the check box next
to each student. As students are selected, the number of selections made will display next to
the number of students pulled originally.
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Select Student/Staff ¥  Print Absence Summary

Lizette Garcia Focus High School - 0041 ¥ sIs

Admin ¥  2022-2023 ¥ 4th9Weeks ¥ m
" | ReportTimeframe: 1 -|August  -|2022~| |-[20 ~|September 2023 | |
‘ Print absence summary: Email absence summary:
Py ®For each student (OTo each student
OfTo each Custodial Contact
© [ Preview | | Print |
d Search Screen Simple List Customized List
| “* | 746 Students 1 3 Selected Search
<
&
=]
@
E Abregan, Kenna Joy @ A
&
g
)
i
H
i

Acosta, Dexter D

Acosta, Harry P @ 10

9. Click Preview (selected for screenshot) or Print to create the report.

|© Return To Focus ]

Abe, Charlie Noel 879
Focus High School - 0041, Grade: 10 School Year: 2022-2023 Generated: September 20, 2023 01:00 pm
Report Timeframe: Mon, 1 Aug 2022 - Wed, 20 Sep 2023
Absent: 49 periods (during 11 days) Other Marks: 14 periods (during 10 days)
Unexcused Absence 37 periods -- 4 days . Unexcused Tardy 1 periods
E Excused Absences 12 periods -- 1 days PT Excused Tardy 4 periods
Clinic 8 periods
Guidance 1 periods
Total Full Days Possible: 223
Total Full Days Attended: 218 (97.76%)
Total Full Days Absent: 5 (2.24%)

Enrollment Dates: Mon, 1 Aug 2022 - ...

D::emys Daily Comment Excuse Note Note Status 01 02 03 04 05 06 07
Wed, 17 May 2023 Present B %?‘nlﬂﬁﬁg“' u
Fri, 14 Apr 2023 Uncxcused Absence - Excuse Note.pdf ‘?i&dpm:: i EEgE@
Wed, 12 Apr 2023 Present : talMese: N c
Tue, 11 Apr 2023 Present : e PT EEEEE
Mon, 10 Apr 2023 Presont . e PT

Qat Maceams — —
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Average Daily Attendance Report

The Average Daily Attendance report examines the average daily attendance by Grade Level
for a specified Report Timeframe). It displays columns of statistics related to average days
present and absent, as well as total days excused vs. unexcused, and days for OSS per
grade level. Scroll right to view all fields.

1. Go to the Attendance menu and select Average Daily Attendance.

) Lizette Garcia  Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Average Daily Attendance

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Report Ti me: 01/02/2023 |- 20/08/2023 i District Summary ~ Group by Month ~Advanced Search | Go |
P  Fiter: [
p-)
Days
= Days U d D
- Average | Average Unexcused | ooxcuse = Days Days
Grade & é‘;?l';‘?se Days St::lsent S[))t:gent ADAA  PercentofStudents  Students = Students = Abs :ots gf“t Alternative | Excused E:;fse
i " T A
M Membership 3 Possible 5 Present § Absent 3 M Chronically Absent y A:;ednadef A::S:t & Foelated related School ngS " Eg‘téol' Absent
p Yy P Y ¥ Discioline 4 | @ Suspension 5 v w
ot PINE ¥ | Discipline &
08 1 91 91 100% 0% 1 0
. | 09 190.2%9 91 17314 2 79.99% 0% 190.26 0.02 1
— 10 214 91 12464 10 79.95% 0% 213.89 011
'? 11 179.84 91 16357 1 §9.95% 0% 179.75 0.09
12 163 71 14829 4 99.97% 0% 162.96 0.04
Total 748.13 91 68055 24 99.96% 0% 747.86 0.26 o o o 0 4] 1

Average Daily Membership shows the average number of students in that grade level that
was in attendance for the selected date range.

Days Possible displays the total days possible based on the date range.

Student Days Present is the product of the previous two columns minus any days absent for
the grade level.

Student Days Absent displays the grade level total of days marked absent for any reason.

ADA (Average Daily Attendance) is calculated by multiplying the Average Daily Membership by
the Days Possible and then dividing by Student Days Present.

Average Students Attended per day is the result of dividing the Student Days Present by the
Days Possible.

Average Students Absent per day is the result of dividing Student Days Absent by Days
Possible.

The remaining columns will display grade level totals based on the total days students have
been marked with the applicable attendance code.

2. To view the report grouped by month, click Group by Month at the top-right of the screen.
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3. To view the report for a specific group of students, click Advanced Search.

4. To only include information for schools that are included in state reporting, select Only show
state reportable schools at the top of the screen and click Go.

Average Attendance by Day Report

The Average Attendance by Day Report examines Daily Attendance by various fields.

1. Go to the Attendance menu and select Average Attendance by Day.

Lizette Garcia  Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ = Average Attendance by Day

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Report Timeframe: 01/04/2023 - 20/09/2023 Advanced Search | Go ]
.| RS o~
& B
. RS . Percent of Students
Y A A Da | A A A A e A A
Date § Grade § Melr:bership . Days Possible § Presenty  Absenty <ADAg Chronically Absent & Average Attendance § Average Absent
Fri, 14 Apr 2023 10 214 i 212 2 99.07% 212 2
Thu, & Apr 2023 12 163 1 162 1 99.39% 162 1
= Fri, 7 Apr 2023 12 163 1 162 1 99.39% 162 il
Mon, 10 Apr 2023 12 163 1 162 1 99.39% 162 1
- || Mon, 10 Apr 2023 11 180 1 179 1 99.44% 179 Pl
£ Tue, 11 Apr 2023 09 190 1 189 1 99.47% 189 1
| Fri, 14 Apr 2023 09 190 1 189 1 F9.47% 189 1
Mon, 10 Apr 2023 10 214 1 213 1 99.53% 213 1
Wed, 5 Apr 2023 10 214 1 214 o] 100% 214 0
Thu, & Apr 2023 10 214 1 214 0 100% 214 0
| Fri, 7 Apr 2023 10 214 1 214 0 100% 214 0
E Tue, 11 Apr 2023 10 214 1 214 o 100% 214 0
| Wed, 12 Apr 2023 10 214 1 214 o 100% 214 0
d Wed, 17 May 2023 10 214 1 214 0 100% 214 0
Wed, 5 Apr 2023 09 190 1 190 o] 100% 190 0

Average Daily Membership is the average number of students in that grade level that was in
attendance for the Report Timeframe

Days Possible shows 1 day since the report is Attendance by Day.
Present is the product of the previous two columns minus any days absent for the grade level
Absent is the grade level total of days marked absent for any reason

ADA (Average Daily Attendance) is calculated by multiplying the Average Daily Membership by
the Days Possible and then dividing by Present

Average Attendance is the average of the number of present attendance, which is the result of
dividing the Present by the Days Possible.

Average Absent is the average of the number of absent attendance, which is the result of
dividing Absent by Days Possible.

2. To view the report for a specific group of students, click Advanced Search.
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Attendance Letters

Attendance Letters are generated at the school level. The District can setup the following
triggers to generate letters:

+ 10 Days Unexcused
+ 5 Days Unexcused

1. Go to the Students menu and select Letter Queue.

2. Use the Search text box to locate a specific student or click Simple List to view all students.

Report Timeframe: [March  ~[1  ~[ 2022 v|~ - [ August

v|[12 ~v|2022 |

Hinclude Printed/Emailed Letters Update

Search Screen Simple List Customized List

42 letters |

O Recipient

(] Adams,

[ Baggish,.

[J  Baggish,_

(] Burkett, .
(] Cooley, .

(] Deese,

Letter Template

Attendance Letter 10 in 90

Attendance Letter 10 in 90

Attendance Letter 10 in 90

Attendance Letter 10 in 90

Attendance Letter 10 in 90

Attendance Letter 10 in 90

Method:

®print Letters CSend Emails

|De|ete||Preview| |Print Without Adding Log Entries| |Prinl Letters & Add Log Entriesl

Added

Apr 7, 2022

May 31, 2022

May 11, 2022

Mar 2, 2022

Apr 7, 2022

May 11, 2022

| OFF | [Search

Added By

Photo

Student ID

2062282

2050139

3050139

0055033

3069826

3070052

Grade

v
i

3. Select the applicable student(s) and one of the following options:

+ Clicking Delete removes the letter.

+ Clicking Preview displays the letter in a new window.

+ Clicking Print Without Adding Log Entries generates PDF to print or save.
* Clicking Print Letters & Add Log Entries generates PDF to print or save and adds a record
of the sent letter to the Letter Logging tab in Student Info.
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V4
‘ Enroliment Schedule Requests
®
Filter fields...
=
ok n Health Medical
d Health Medication Administ...
“ Homeless
=
s -
=
LL Letter Logging
2
R s
o
m Magnet/Special Assignment
e
4 n Medical (System)
. “ Migrant
'
N/A
i | —

Focus High School - 0041 V¥ j s1s

Student Info Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m

Grades Absences Activities Referrals Test History Audit Trail Grad

Files SSS Choice Billing

Bl D Il Letter Logging

Letter Log
[ Recipient 4 Date 4 Subject # Body % Sender 4 Time 5 Letter PDF 5 Rec
] — [ ] e (Saveto Uploz) C

r

== [ ] [Student[¥) 01/26/2022 Grade9 <br/> Lizette(

148, Grade 9F Letterpdf €D ®

rA

== [ [Both [¥) 08/12/2022 Absence: Aloha,- Lizette ¢ 01:47 Absences pdf O ®

r

= 01 Parens 0

BVERC

Student Field Updated.pdf [+ ® lize
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