&My,

Atnisia - MyEducationBC

Class Attendance
Setup and
Management

SeptembeR017 v1.0

[e®)
FUJITSU




BRITISH

COLUMBIA MyEdUC&ﬂOﬂ

[ee}
FUJITSU

Version History

Version

Date

Description

1.0

Sep. 1, 2017

Initial Document

Confidentiality

This document contains information which is proprietary and confidential to Fujitsu Consulting (Canada)
Inc. (including the information of third parties, including but not limited to, Follett of Canada Inc., submitted
with their permission). In consideration of receipt of this document, the recipient agrees to treat this
information as confidential and to not use or reproduce this information for any purpose other than its
evaluation of this proposal or disclose this information to any other person for any purpose, without the
express prior consent of Fujitsu Consulting (Canada) Inc. (and any applicable third party.)



©
FUJITSU

BRITISE

COLUNBIA MyEdU.CﬁtiOﬂ

Table of Contents

1.0 CLASS ATTENDANCE IN MYEDUCATION BC...coovviiiiiiiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeee e 4
2.0 CLASS ATTENDANCE OPTIONS......ciiiiiiiitee ettt e e e e e e e e e e s s sarnneeeaaeeaaaanns 4
3.0 NO DAILY ATTENDANCE VALUE CREATED FROM CLASS POSTING.........ccccceeeeennns 6
3.1 Daily Attendance PreferenCes.........ooviiiiiiii 6
3.2 Class Attendance PreferenCes.... ... 7
3.3 Class t0 Daily PrOCEAUIE............uueiiiiiieeeieiiee ettt e e e 7
3.4  Staff view Attendance - no Daily value created from CIass ..........ccccccovvviiiiiiiiiiiiiinninnnn, 8
4.0 DAILY ATTENDANCE VALUE CREATED FROM ONE CLASS POSTING .................... 9
4.1 Daily Attendance PreferenCeS .........oviiiiiiiiiiiiiiiiiiiiiiieeeeeee ettt 9
4.2 Class AttendancCe PreferenCeS........ovvvviiiiiiiiiiiiiiiiieiiiiieeeeeeeeeee ettt 10
4.3 Staff view Attendance - Daily value created from one class posting ...........ccccccvvvvvveeeee. 11
5.0 DAILY ATTENDANCE VALUE CREATED FROM TWO CLASS POSTINGS ................ 12
5.1 Daily Attendance PreferenCes ... 12
5.2 Class Attendance PreferenCes... ... 13
5.3 Staff view Attendance - Daily value created from two class postings..........ccccccvvvvveeen. 14
6.0 TAKING ATTENDANCE T OFFICE .......uutiiiiiiiie ettt e e e e e ssarnenaae e e e 16
6.1 Creating or Editing a Student Class Attendance value ............ccccoovvieeiiiiiiiiiiiiii e, 16
7.0 APPENDIX 1: SECURITY ROLES FOR TAKING ATTENDANCE..........ccoovviiiiiieeeis 22
8.0 APPENDIX 2: ATTENDANCE CODES.......oottiiiiiiiiiiiiiieee e e e e e e e e s snnsaanaeaaa e e e 23
9.0 APPENDIX 3: ATTENDANCE REPORTS ....ooiiiiiiiiiiiiiiie e e e seiiiee e e e e e e e s sninanneeaaa e e e e e 24
9.1 Class AteNdaNCE REPOITS......ccoiiiiieeeii e 24
9.2 Daily AttendancCe REPOITS........cceviiiiieiiieeee e 25

9.3 Staff view Attendance REPOITS ........coiiiiiiiiiiiiiiiii e 27



e o)
cisia - MyEducation F U][TSU

10 C|l aAstendance i n MyEducati on

Class attendance and Daily attendance are separate functions in MyEducation BC. An entry
can be created for individual Classes, and one entry created for a Daily attendance value on a
given day.

If a School creates Daily value for a student in addition to class values, school Preference
settings will determine the way a Daily attendance value is created. A Daily value can be
created by the posting of one or more Class values, or through the Class to Daily Attendance
Procedure.

With Class based attendance, MyEducation BC is set up to record one attendance record per
student per class.

I The class attendance record stores the date, the code and whether the late, dismissed,
or excused checkboxes were selected.

1 The arrival and departure times.

Class Attendance in MyEducation BC can be recorded through the School Office view or
through the Teacher Staff view:

1 School view > Attendance > Class Office
i Staff view > Class Attendance

The School Setup and Staff Class Attendance input vary slightly depending on the method of
Class Attendance selected. Detailed instructions for Staff view attendance are found in the Staff
View Setup and Navigation guide.

The School Class Office entry is done in the same way regardless of the method of class
attendance selected.

Schools must be setup with an active schedule and days assigned if using course sections in
the calendar. See the School Setup guide for details.

20 Cl ass At t@emtdiamnrcse

Class attendance will track which individual classes or course sections your students attended.
Class attendance can be taken:

1 Once a day by an identified course section
1 Twice a day by identified course section(s)
1 In each course section scheduled in a day
0 Can be taken twice in a course section that is scheduled twice on the same day

Class attendance can create a Daily attendance value for a student based on School
Preference settings:

1 The initial posting of one selected period class attendance creates a daily attendance
value for the student. After the initial class posting, subsequent changes to the daily
value can be adjusted by the office as needed.

1 The initial posting of two selected period class attendances creates a daily attendance
value. Each period accounts for a partial amount of the day. After the initial class
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postings, subsequent changes to the daily value can be adjusted by the office as
needed.

1 Class to Daily attendance procedure creates a daily value for a student based on the
class value entered in each scheduled class if one is not created through a class
posting. The daily value for the student will be visible on the following day.

0 This procedure will increase the daily value based on class attendance, it will not
reduce the daily value based on class attendance. Reduction to a daily value
can be adjusted by the office as needed.

Attendance setup for your school is done from the School top tab > Setup side tab >
Preferences leaf. Both the Daily Attendance and Period Attendance dropdowns will have
preference settings for class attendance.

Class Attendance Setup and Management v1.0 Page 5
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3.0 NoDaiAtyt end\WAallciee cr eat ed®ofstromgCl a

3.1 Daily Attendance Preferences

School top tab > Setup side tab > Preferences > Category dropdown: Daily Attendance > Basic
These two settings must be set:

7 Classroom Input Type to Homeroom - This setting prevents a daily value from being created
by a period class attendance posting.

f Show Daily Side tab in Staff view to unchecked - Daily values and Class values are
separate, this should only be checked in schools where the teacher is creating a daily value
based on students in the homeroom. If the Daily side tab is visible in Staff view a Daily value can
be posted for the students listed, overwriting any entry made by the office.

[0 Student Staff Aftendance Conduct Grades Assessment Schedule Global Tools  Admin

School Setup :: Smithers Secondary Q
Setup
cx ®
Setup
Coogory [y s .
» Preferences —
Basic Advance d
Guided
Tasks Daily Attendance Input Daily Office Input Buttons
Vi 3
Schedules Classroom input type Homeroom v Number of buttons
Classroom input period 4 Code Pop-up
Calendars
General Button 1 A el
Events Recent attendance history culoff (days) 30 ErEnE [— @
Lockers Allow daily attendance for past dates @ Button 3 D e
Previous day limit 10 Button 4
Membership
Show daily side-tab in Staf view Button 5
Joumals
Cashiers
Office Daily Roster Input Buttons Staff View Input Buttons
Number of buttons 3 Number of buttons
Ed. Plans
Code Pop-y, Code Pop-y,
Grid Codes Button 1 A @ Button 1
Groups Button 2 L e Button 2
Button 3 D w Button 3
Button 4 v Button 4
Button 5 v Butten 5

If the School Office is entering a Daily attendance value the following Daily Attendance
preferences can also be set. The Advanced Tab allows for the selection of Weekend
Attendance if applicable (See School Setup guide for details) and Second Daily Attendance
settings which are not applicable to this attendance type.

1 Classroom Input Period: N/A

1 Recent attendance history cutoff i the number of days of attendance history shown in the Recent
Attendance filter.

1 Allow daily attendance for past dates i N/A

Previous day limit i N/A

1 Daily Roster Input Buttons 7 select the number and type of buttons visible in the School >
Attendance > Daily Roster side tab if used.

1 Daily Office Input Buttons i select the number and type of buttons visible in the School >
Attendance > Dalily office side tab if used.

i Staff View Input Buttons i N/A

==
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3.2 Class Attendance Preferences

School top tab > Setup side tab > Preferences > Category dropdown: Class Attendance > Basic

1 Post mode - determines if and how many times a teacher may post class attendance
information to a student record

o No Post 1 Attendance will be recorded in the Staff view but will NOT be recorded
in a student record

o0 Posti Attendance can be posted to a student Class attendance record multiple
times, overwriting the last entry.

o0 Post Oncei Attendance can be posted to a student Class attendance record
once, changes made after the initial post will not change the student Class
attendance record.

1 Allow Date Change 1 Controls the Date Navigation setting in the Staff view >
Attendance

o Checked 1 Allows date change and attendance adjustment in Staff view (based
on post mode setting)

0 Unchecked i Changes to Class attendance for previous dates is done only in
the office via School view

1 Track Class Attendance by Period - Check if the school has double blocked periods
and would like an attendance record posted for both periods.

[P Student = Staff = Aftendance = Conduct ~Grades = Assessment = Schedule = Global Tools = Admin

School Setup :: Smithers Secondary Q
- [Foe s
Setup

u
Details m Gategory: | Class Attendance
* Preferences —
asi

Events

Lockers Negative Aftendance Input Buttons

Number of buttons
Membership

Joumals
Button 1 A v
L

Cashier's Button 2
Office

Button 3
Ed Plans
Button 4

Grid Cades Button 5

Class Attendance > Advanced tab i N/A

Groups

3.3 Class to Daily Procedure

The Class to Daily Procedure can be run for schools taking Class based attendance and not
creating a Daily value.

This procedure can be set up to run nightly and will create a Daily Attendance value based on
the classes absent divided by the total classes scheduled for the day. The Daily Attendance
value will be visible the following day. This procedure will increase the daily value based on

Class Attendance Setup and Management v1.0 Page 7
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class attendance, it will not reduce the daily value based on class attendance. Reduction to a
daily value can be adjusted by the office as needed.

School view > School top tab > Setup side tab > Details leaf

Pages School Student Staff  Attendance Conduct Grades Assessment Schedule Global Tools Admin

School Setup :: Houston Secondary Q
Setup
czm .
Setup
> Details ) save [ll X Cancel [BC Default Template v
Preferences S
General Address
Guided
Tasks
Folettcustomer> ([ ] Phone 1 250-594-8977
Schedules
School Igentifier 5454011 Phone 2 [
Calendars Name * |Houston Secondary Fax Number 250-845-7218
Events Type [Standard v Principal [Mr cmeaualy ]
School level | Secondary v Vice Principal 1 [Mr. Danderson ]
Lockers —
Start grade Vice Principal 2 [ |
lEmEEED Number of grades Vice Principal 3 [ |
Joumals Build Year Context > Is inactive? (=]
School year 03 QX
Is archive? 5]
Cashiers
Default Transcript
Office Definition > Name [singie Term lax Class o Daly
Atiendance @
Ed. Plans School Sub Type: [Regular Day School v | Procedure?
Groups

3.4 Staff view Attendance - no Daily value created from class

In Staff view attendance is accessed throughthe To d ay 6 s widged & ghesAdtendance top
tab.

Wednesday, June 28

Classes Meeting Attendance Posted Grades Posted Email

-

2 - MPHE-08-06 - PHYSICA .. E & i ¥
2 - XAT-11-05 - TUTORING = F- — Eg
3 - MPE-10-04 - PHYSICA.. [, = & & 54

Pages My Info Student LVCLLELITE Gradebook  Planner  Assessment PD Tools

Class Attendance :: 2016-2017 - MPE--10-04 - PHYSICAL EDUCATION 10, Boys ¢ 4« <4« Q » »l
| e
Seating Ghart
Trends Period 3 @ show all students in class
24 records Attendance for: < 3
Pupil # Name Code Glass Attendance Daily Attendance
407383 Adill, Facundofelipe el AE [edt] A-E [Parent Excused]
438949 Bermejogurbinde, Sunjun (| Present A
427682 Bjomsen, Mikal = Present Present

Class Attendance is taken for all course sections by selecting the corresponding button (A or L
in the screenshot) on a given date and posted to the student record using the Post button. The
Post button is active or greyed out depending on the school settings for Post Mode in the Class
Attendance preferences screen. No Daily Attendance value is created by the Staff view class
posting in any course section.

Class Attendance Setup and Management v1.0 Page 8
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A Daily Attendance value is created from the initial posting of one selected period Class
attendance. Changes to the Daily value after the initial posting can be made through School or
Staff view depending on preference settings.

4.1 Daily Attendance Preferences

School top tab > Setup side tab > Preferences > Category dropdown: Daily Attendance > Basic
These three settings must be set:

1 Classroom Input Type to Period - This setting allows a daily value to be created by a period
class attendance posting.

1 Classroom Input Period: Select the period of the day that will create the Daily attendance
value when the class attendance is posted.

1 Show Daily Side tab in Staff view to unchecked i It is recommended that this only be
checked in schools where the teacher is creating a daily value based on students in the
homeroom, not a course section. If the Daily side tab is visible in Staff view a Daily value can be
posted for the students listed in the staff homeroom, overwriting any entry made by the office.

[N Student = Staff = Attendance = Conduct = Grades Assessment = Schedule = Global = Tools = Admin

School Setup :: Smithers Secondary Q
Setup
@
Setup
Details (B Save Categery: | Daily Attendance
» Preferences
Basic Advanced

Guided
Tasks Daily Atendance Input

Sl Classroom input type Period v TS

o (@
g
B
B
2
£

Classroom input peried 1w
Calendars

Seneral Button 1

Events Recent attendance history culoff (days) 30 Button 2

Ur’)>‘
N

. Allow dally attendance for past dates v Button 3

Previous day limit 10 Button 4
Membership

Show daily side-tab in Staff view Button 5
Journals

Cashier's
Office

‘Staff View Input Buttons

Number of butons

Number of butions
Ed Plans

o @
3
5
E
i3
9
g
=3
5

Pop-up

Grid Godes Button 1 Button 1

A
Groups Button 2 L v Button 2
D

CENCINS

Button 3 Button 3

Button 4 v Button 4

Button 5 Ad Button 5

If the School Office is entering a Daily attendance value the following Daily Attendance
preferences can also be set. The Advanced Tab allows for the selection of Weekend
Attendance if applicable (See School Setup guide for details) and Second Daily Attendance
settings which are not applicable to this attendance type.

1 Recent attendance history cutoff i the number of days of attendance history shown in the Recent
Attendance filter.

1 Allow daily attendance for past dates i N/A
1 Previous day limit 7 N/A

Class Attendance Setup and Management v1.0 Page 9
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1 Daily Roster Input Buttons 7 select the number and type of buttons visible in the School >

Attendance > Daily Roster side tab if used.

1 Daily Office Input Buttons i select the number and type of buttons visible in the School >

Attendance > Daily office side tab if used.

9 Staff View Input Buttons i N/A

4.2 Class Attendance Preferences

The first posting of the Class Attendance for the period selected as the Classroom Input Period
in Daily Attendance preferences will create the Daily Attendance value for the student.
Subsequent postings (if allowed by school Post Mode preferences below) will update the Class
attendance value, any changes required to the student Daily Attendance value will be done

through the office School view.

School top tab > Setup side tab > Preferences > Category dropdown: Class Attendance > Basic

1 Post mode - Determines if and how many times a teacher may post class attendance

information to a student record.

o0 No Post i Attendance will be recorded in the Staff view but will NOT be recorded

in a student record

o0 Posti Attendance can be posted to a student Class attendance record multiple

times, overwriting the last entry.

o0 Post Once i Attendance can be posted to a student Class attendance record
once, changes made after the initial post will not change the student Class

attendance record.

1 Allow Date Change 1 Controls the Date Navigation setting in the Staff view >

Attendance

0 Checked 1 Allows date change and attendance adjustment in Staff view (based

on post mode setting)

0 Unchecked i Changes to Class attendance for previous dates is done only in

the office via School view

1 Track Class Attendance by Period - Check if the school has double blocked periods
and would like an attendance record posted for both periods.

mmmcmmmmww-m

School Setup :: Smithers Secondary

 Fee - |
=2
Baskc Advanced

JJJJJJJJ

=2 =3
Class Attendance > Advanced tab i N/A

Class Attendance Setup and Management v1.0
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4.3 Staff view Attendance - Daily value created from one class
posting

In Staff view attendance is accessed throughthe To d ay 6 s widged & ghesAdtendance top
tab.

Teacher Classes

Previous Wednesday, June 28 Today || Next
Classes Meeting Attendance Posted Grades Posted Email
2 - MPHE-08-06 - PHYSICA. . = & L& g
2 - XAT-11-05 - TUTCRING = & - g
3- MPE--10-04 - PHYSICA . [, = & & td
Pages My Info Student EELCLLCELLCEN Gradebook — Planner — Assessment PD Tools
Class Attendance :: 2016-2017 - MPE--10-04 - PHYSICAL EDUCATION 10, Boys i I« « Q > >l
Class
* Inpuf Reports v Help + @
I o |
Trends Period 3 ¥ Show all students in class
24 records Attendance for: «/13/04/2017 = |
Pupil # Name Code Class Attendance Daily Attendance
407383 Adili, Facundofelipe A L P AE [edi] A-E [Parent Excused]
438949 Bermejogurbinde, Sunjun A L P Present A
427682 Bjornsen, Mikal A L P Present Present

Class Attendance for all course sections is taken by selecting the corresponding button (A or L
in the screenshot) on a given date and posted to the student record using the Post button. The
Post button is active or greyed out depending on the school settings for Post Mode in the Class
Attendance preferences screen.

The first posting by the teacher of the Class Attendance for the period creates the Daily
Attendance value for the student. Subsequent Class Attendance postings for the section (if
allowed by school Post Mode preferences) will update the Class attendance value, not the
student Daily Attendance value. Any changes required to the student Daily Attendance value
will be done through the office School view.

Class Attendance Setup and Management v1.0 Page 11
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50 Dai Atyt endVdarlciee cr e dtwetd afBrec m |

A Daily Attendance value is created from the posting of two selected period Class attendances,
typically a morning and an afternoon class. Changes to the Daily value after the initial posting
can be made through School or Staff view depending on preference settings.

5.1 Daily Attendance Preferences

School top tab > Setup side tab > Preferences > Category dropdown: Daily Attendance > Basic
These settings must be set:

1 Classroom Input Type to Period - This setting allows a daily value to be created by a period
class attendance posting.

1 Classroom Input Period: Select the period of the day that will create the first or morning
portion of the student Daily attendance value when the class attendance is posted.

1 Show Daily Side tab in Staff view to unchecked i It is recommended that this only be
checked in schools where the teacher is creating a daily value based on students in the
homeroom, not a course section. If the Daily side tab is visible in Staff view a Daily value can be
posted for the students listed in the staff homeroom, overwriting any entry made by the office.

School top tab > Setup side tab > Preferences > Category dropdown: Daily Attendance > Advanced

1 Second daily attendance: checked i This setting allows a portion of the daily attendance to
be created separately from the first posting

1 AM portion absent i Enter the portion of the day that the morning absence counts for (.5 for
half of the day)

1 Classroom input type i Period - This setting allows a daily value to be created by a period
class attendance posting

1 Classroom input period - Select the period of the day that will create the second or afternoon
portion of the student Daily attendance value when the class attendance is posted.

[N Student = Staff = Attendance = Conduct = Grades Assessment = Schedule = Global = Tools = Admin

School Setup :: Smithers Secondary Q
- ®
eports v P~
Setup
Details o Can v
Categry. Dai Aterarce

Save cel
Basic  Advanced

Guided
Tasks

Schedules EEEE TR Period v Number of buttons

o (@
g
B
B
2
£

Classroom input peried 1w

Calendars

Button 1

Events Recent attendance history cutoff (days) 20 Button 2

Ur’)‘
OIS

Allow daily attendance for past dates v

Lockers Button 3

Previous day limit 1 Button 4
Membership

Show daily side-tab in Staff view Button 5

Journals

Cashier's
Office

Staff View Input Buttons

Number of butons

Number of butions
Ed Plans

3
Code Pop-up

9
)
=3
%

Pop-up

Grid Codes

Button 1 Button 1

Button 2

CENCINS

A
Groups Biton 2 L
Bitton 3 D Button 3
Biton 4 v Button 4

Bution 5 v Button 5

Class Attendance Setup and Management v1.0 Page 12
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BNV Student  Staff  Attendance = Conduct Grades Assessment = Schedule = Global Tools =~ Admin

School Setup :: Smithers Secondary Q
Setup
[~ ®
Setup
Details m category: | Daily Attendance
> Preferences
Basic Advance d
Guided
Tasks Vieekend Attendance
Schedules Saturday attendance
Sunday attendance
Calendars
Er=rs Second Daily Attendance
Lockers Second daily attendance v
AM portion absent 5]
Membership e
Classroom input type Period
Journals
Classroom input period 4w
Cashier's
Office
Ed. Plans
Grid Codes
Groups

If the School Office is entering a Daily attendance value the following Daily Attendance
preferences can also be set. The Advanced Tab allows for the selection of Weekend
Attendance if applicable (See School Setup guide for details).

1 Recent attendance history cutoff i the number of days of attendance history shown in the Recent
Attendance filter.

1 Allow daily attendance for past dates i N/A

Previous day limit i N/A

1 Daily Roster Input Buttons 1 select the number and type of buttons visible in the School >
Attendance > Daily Roster side tab if used.

1 Daily Office Input Buttons i select the number and type of buttons visible in the School >
Attendance > Daily office side tab if used.

9 Staff View Input Buttons 1 N/A

=

5.2 Class Attendance Preferences

The first posting of Class Attendance for the periods set as the Classroom Input Periods
together will create a single Daily Attendance value for the student. Subsequent postings (if
allowed by school Post Mode preferences below) will update the Class attendance value, any
changes required to the student Daily Attendance value will be done through the office School
view.

School top tab > Setup side tab > Preferences > Category dropdown: Class Attendance > Basic

1 Post mode - Determines if and how many times a teacher may post class attendance
information to a student record.

0 No Post i Attendance will be recorded in the Staff view but will NOT be recorded
in a student record

o0 Posti Attendance can be posted to a student Class attendance record multiple
times, overwriting the last entry.

o0 Post Once i Attendance can be posted to a student Class attendance record
once, changes made after the initial post will not change the student Class
attendance record.

Class Attendance Setup and Management v1.0 Page 13
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1 Allow Date Change 1 Controls the Date Navigation setting in the Staff view >
Attendance

o Checked 1 Allows date change and attendance adjustment in Staff view (based
on post mode setting)

0 Unchecked i Changes to Class attendance for previous dates is done only in
the office via School view

1 Track Class Attendance by Period - Check if the school has double blocked periods
and would like an attendance record posted for both periods.

Pages School Student  Staff  Attendance Conduct Grades Assessment Schedule Global Tools Admin

School Setup :: Smithers Secondary Q
Setup
.
Setup
Details Category: | Class Attendance v
* Preferences —
Basic | Advanced
Guided
Tasks General
Schedules Post mode | Post v
Allow date change @
Calendars
Track class attendance by period
Events
Lockers Negative Attendance Input Butions

Membership

Joumals

‘n
8
2
5
o8

£

Button 1

>

v

Cashier's Button 2
ice

7]

Button 3

v]

Ed. Plans

Button 4

v]

Grid Cedes Button 5

Class Attendance > Advanced tab 7 N/A

]

Groups

5.3 Staff view Attendance - Daily value created from two class
postings

In Staff view attendance is accessed throughthe To d ay 6 s widged & theeAdtendance top
tab.

Teacher Classes

Wednesday, June 28
Classes Meeting Attendance Posted Grades Posted Email
2 - MPHE-08-06 - PHYSICA E & =i £4
2 - XAT-11-05 - TUTCRING E F- — £d
3 - MPE-10-04 - PHYSICA.. [}, = & el )

Class Attendance Setup and Management v1.0 Page 14
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Pages My Info Student LCLLELLCEN Gradebook — Planner — Assessment PD Tools

Class Attendance :: 2016-2017 - MPHE-08-02 - PHYSICAL AND HEALTH EDUCATION 8 =i « <« Q » »l

Class

* Input Options Reports v a
Trends Period 4

20 records Attendance for: < 13/04/2017 > B

Pupil # Name Code Class Attendance Daily Attendance AM Daily Attendance PM

626011 Antig. Koehl A L P Present Present Present

628231 Bechard, Cheris A L = AE [ed] AE [Team Activity] Present [Team Activity]

1273235 Cartwrightstdenis, Mickeela A L P Present Present Present

Class Attendance for all course sections is taken by selecting the corresponding button (A or L
in the screenshot) on a given date and posted to the student record using the Post button. The
Post button is active or greyed out depending on the school settings for Post Mode in the Class
Attendance preferences screen.

The first posting of Class Attendance by the teacher in the designated periods creates the
Daily Attendance value for the student. The periods are defined by the preference setting in
Daily Attendance Preferences > Basic and Advanced. Subsequent Class Attendance postings
for the course section (if allowed by school Post Mode preferences) will update the Class
attendance value, not the student Daily Attendance value. Any changes required to the student
Daily Attendance value will be done through the office School view.

Class Attendance Setup and Management v1.0 Page 15
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6.0 Taking Attié&hflaocee

Each side tab in the Attendance top tab has different action items under the Options menu and
different reports available in the Reports menu.

6.1 Creating or Editing a Student Class Attendance value

6.1.1 Class Office Side Tab

School > Attendance > Class Office

Student Daily Attendance values and Class or Period Attendance values are separate. This
screen lists all of the students in the school and has one column for the Daily code and columns
for any scheduled periods in your school on the date selected on the top right of the screen.
Records created for either the Daily or Class attendance values for a student will display in the
appropriate columns.

Class attendance entered here will be visible in the Staff view, teachers can edit the record if
necessary prior to posting the Staff view attendance.

Note: Rotating your schedule in the Build View as a part of the Schedule Build process will allow
this screen to list the course sections in the order they occur on the date selected. Using the
Bell Schedule to rotate the school schedule presents this screen in a flat schedule order and the
user will need to determine which order the periods occur on the date selected. See Rotations,
Pattern Library and Pattern Sets reference guide for further detalils.

System Filters on the Class Office side tab include:

9 All Records: This contains every student in the school, regardless whether they have an
existing attendance record or not.

Filters to narrow the scope of the list:

1 Attendance Activity: Students with any attendance records assigned to them on the
given date, regardless whether they are Daily Attendance or Class Attendance records

9 Truant List: Students that have Absence records assigned in one or more classes

during the day, but the student Daily Attendance value is empty

Course Section = ?: Students scheduled into the selected course section

Attendance Discrepancy: Students with a Daily Attendance value of Absent, but have

no Absent records for any of their classes that day

Grade Level =7?: Students in a selected grade

Group =?: Students in a specified group

Homeroom =? Students in a selected homeroom

Program =? Students in a specified program

=a =4

= =4 -8 =

6.1.2 Taking Class Attendance in the Class Office Side Tab

If a Daily Attendance record existsthe valuesc an be @ pushe dlasses.timthet o al | t h
Daily Code column, therewillbeaDai | y Attendance value, foll owed

Class Attendance Setup and Management v1.0 Page 16
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symbols, like so: >>. Click that symbol and it will copythe AAEc ode t o each of
classes. This value will push out to all course sections scheduled that day. If the absence is for
a portion of the day only, adjust the class attendance by period as needed.

When the teacher logs in, it will show that student has been marked absent for that section.
Pages School  Student  Staff EEVCLLELLIM Conduct Grades =~ Assessment  Schedule ' Global Tools  Admin

Class Attendance Office Input

Daily Office
y v
Daily
Roster < || 1:Aguirrecardenas, Rukmn ¥ E 0 of 278 selected &7
Daily Batch ) Name Usual Name Pupil # Grade  Calendar Daily Code 1 2 3 4 5 6
Daily o Aguirrecardenas, Rukmn Aguirrecardenas, Rukmn 233947 1" Standard A-E [Vacation] = - AE AE
History
(W] Alayoamaya, Tracii Alayoamaya, Tracii 408656 10 Standard - = L
Daily
Sy ) Album, Muskann Album, Muskann 205774 12 Standard  A-E [Field Trip] AE AE  AE  AE
I Class o Alhit, Hongai Alhit, Hongai 244277 n Standard A-E [Field Trip] == AE AE AE AE - AE

Class Attendance can also be entered for an individual by clicking on the ellipsis in the
appropriate period column, bringing up a popup. An attendance code and reason can be
entered for that class only.

Pages School = Student ' Staff WEGCLCELLTM Conduct  Grades — Assessment  Schedule ' Global ' Tools = Admin

Class Attendance Office Input

Eiﬁa, [ <[ :Aguirrecardenas. Rukmn v |[> | 00f 278 selected &7
Daily Batsh | Name Usual Name Pupil#  Grade Calendar Daily Code 1 K 3 4 5 3
Daily ‘ ] ‘Aguirrecardenas, Rukmn Aguirrecardenas, Rukmn 233947 n Standard A-E [Vacation) = AE AE
Histor
o ] Alayoamaya, Tracii Alayoamaya, Tracii 409686 10 Standard . = L E
giilgmary ‘ J Album, Muskann ‘Album, Muskann 205774 12 Standard A-E [Field Trip] = AE AE AE AE
ICIass [ Alnit, Honggi Anit, Honggl 244277 M Standard AE [Field Trip]  => AE AE AE AE AE
Name Alayoamaya, Tracii Tracii leaving after period 1 for |1
dental appointment.
Course MEMN—10-04
Period 2 Comment
Date * 25/04/2017 =5
Is absent? 4]
p
Iz late? J
I5 dismissed? 4]
Is excused? 5]
Cther code r
Other code 2 A
Reason Medical Appointment Q

Any changes you make in this screen will be visible to the teacher when they go to their Staff
view > Attendance for this course section.
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6.1.3 Entering Class Attendance for Multiple Students at the Same Time
School > Attendance > Class Office > Options > BC Multi-Add Class Attendance

9 Students to Include i select the students
o0 Student IDs i opens the Student IDs entry box for entry of pupil numbers
o Current Selection T uses the Current Selection of students on the Class Office Screen.
Filter to the group of students needed

9 Start and End Dates i defaults to the current date, enter the correct date or range of
dates for the attendance record entry

1 Select period(s) T select a single or multiple periods from the picklist

1 Attendance code i The code determines the type of Daily Attendance record created,
select the appropriate code for

o A Absent

o AE T Absent Excused
0o L -Late

o0 LET Late Excused

0 AUTH 1 Authorized

o D1 Early Dismissal

1 Time In - available for entry when Attendance code of L - Late or LE - Late Excused is
selected. Time can be entered as a numeric and will be automatically formatted on the
student record - HH:MM AM/PM. (10:15 AM)

1 Time Out i available for entry when Attendance code of D i Early Dismissal is selected.
Time can be entered as a numeric and will be automatically formatted on the student
record - HH:MM AM/PM. (10:15 AM)

1 Attendance Reason i select the appropriate Attendance Reason from the picklist per
school or district policy

91 Duplicated Records - provides options for how the system handles a record if one
already exists for a student on that date.

o Skip T will not overwrite the existing class attendance record
0 Replace i will overwrite the existing class attendance record with the new
information

Click Run to record these absences. A confirmation pop-up will appear indicating how many
records were updated.
New - Multi-Add Class Attendance

School Smithers Secendary

Current selection ¥
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6.1.4 Modifying Class Attendance in the Class Office Side Tab

Select the date on the top right of the screen and click the blue, hyperlinked Daily Attendance
record or Class Attendance record to be modified. Change, add or remove any information as
required for accuracy, or delete the entire record using Options > Delete. The Arrivals and
Departures section can be edited by clicking into the blue hyperlinked details of the entry or
using the Add or Delete buttons.

6.1.5 Secondary School Management

Secondary School Management handles how your school works with Cross-Enrolled students.
These settings will allow students to show in your All Active Students and All Students filters.
They also control which school has the ability to create or own a Daily Attendance record.

School > Setup > Preferences > Secondary School Management

1 Secondary Students

0 Checked - will include students with secondary associations to your school in the
Active Students and related filters along with the students primary to your school.
This is the recommended setting in BC for full functionality.

0 Unchecked i will not include students with secondary associations to your
school in the Active Students and related filters. Secondary students will show in
All Students.

1 Secondary School Management - pull-down menu determines which school can take
and manage Daily Attendance.

o None 1 Only the Primary School can create and manage the Daily Attendance
record.

0 Sole1 Only the Secondary school can create and manage the Daily Attendance
record.
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