
 

 

1 

1 

 
 
 
 
 

 
 
 
                                           

 
 
 

 

 

 

 



 

 

2 

2 

 

 

ATTENDANCE INDEX 

 

 
GETTING THERE……………………………………………………..……………….4 
 
POSTING ATTENDANCE…………………………………………….…………….…5 

 
DETERMINE THE ROSTER……………………………………………..………..…  7 
 

POSTING 1ST PERIOD ABSENCES………………………………………………..  9 
 
POSTING CHECK-OUTS………………………………………………………….....11  
 
POSTING MULTIPLE CHECK-OUTS…………………………………………...….11 
 
POSTING CHECK-INS…………………………………………………………….....12 
 
POSTING A TARDY STUDENT……………………………………………………..14 
 
POSTING EXCUSES………………………………………………………………....14 
 
CHANGING/DELETING TRANSACTIONS………………………………………...16 
       1.)  DELETING AN ABSENTEE TRANSACTION………………...………16 

2.) CHANGING PRIOR ATTENDANCE TRANSACTION…….…………17 
3.) POSTING PRIOR DAYS ATTENDANCE………………….……...…..17 

 
 
REPORTS: 
 
#03  OPTION -  EOD ABSENTEE NOTICE REPORT…………….…..………….18 
 
#04  OPTION -  DAILY ABSENTEE LIST REPORT……………………………...19 

A.) LIST OF STUDENT ABSENT TODAY…………………………….…..20 
B.) LETTERS BY NUMBER OF DAYS FACTOR………………...………20 
C.) OVER X NUMBER OF DAYS ABSENT……………………………….20 
 

#05  OPTION -  EXCESSIVE ABS BY FACTOR REPORT………………………20 
 
#06  OPTION – SUSPENSION ATTENDANCE AUDIT REPORT……………....21 
 
#07  OPTION – PERIOD ATTENDANCE REPORT…………………………...….21 
 
#08  OPTION – PERFECT ATTENDANCE AUDIT REPORT……………………27 
 



 

 

3 

3 

 
#09  OPTION – LATE ARRIVAL/EARLY DEPART REPORT………………..….23 
 
#10  OPTION – ATTENDANCE LOG – CLS/HMRM REPORT…………...……..34 
 
#11  OPTION – TARDY ANALYSIS  REPORT………………………………..…..25 
 
#12  OPTION -  DOE AYTD KEYWORD UPDATE REPORT…………...……….26 
 
#13  OPTION – EXCUSE LISTING REPORT…………………………………...…27 
 
#14  OPTION – MONTHLY ATTENDANCE REPORT………………………..…..28 
 
#15  OPTION – SUSPENSION ATTENDANCE AUDIT REPORT……………....29 
 
#16  OPTION – ATTENDANCE DUPLICATION AUDIT REPORT………...……30 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

4 

4 

 

 Getting There  
    
From the main menu of the JPAMS system, note the 3rd icon down, along the left side.  It 
resembles a portrait of smiling children’s faces on blue with the words “Attendance” 
underneath.  Double click on the icon. 
 

 
 
 
The following Attendance dashboard will appear:   
 
A list of functions appear in the center of the screen as follows. Most are self-explanatory.  
A brief description follows on the right. 
 

 #02   Post Attendance………………recording absentees, tardy students, excuses 
 

 #03   EOD Absentee Notice………  today’s absentees who did not return 
 

 #04   Daily Absentee List……………….. ……………………………… 
a. ……………………………..list of students absent today 
b. ……………………………..letters by number of day factors 
c. ……………………………..over X number of days absent 

 

 #05   Excessive Abs by Factor………….over X- number days absent grid 
 

 #06   Suspension Attendance Audit…….create absentees for OSS for today 
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 #07   Period Attendance Report…………absences by class period 
 

 #08   Perfect Attendance Audit…………..perfect attendance list 
 

 #09   Late Arrival/Early Depart…………  late arrival to school analysis 
 

 #10   Attendance Log- Cls/hmrm………..printed grid for manually posting attend 
 

 #11   Tardy Analysis………………………tardy analysis for today, period span,YTD 
 

 #12   DOE AYTD Keyword Update………calculate DOE absentees for transmission 
 

 #13   Excuse Listing……………………….list posted excuses 
 

 #14   Monthly Attendance Report………..absentee % based on Instructional min. 
 

 #15   Suspension Attendance Audit……..same as 06,  but a complete file of        
  all data 

 #16   Attendance Duplication Audit………checks for duplication/errors 
 

 

 

 

 

 

 POSTING ATTENDANCE 

 
Upon entering the Attendance screen, you will need to make sure the basic setup 
information is correct.  Be sure to check that the school year, school district and 
site numbers are correct. Make very sure your school beginning, ending, lunch, and 
non-instructional minutes are set correctly.  If they are set incorrect, the program 
will not calculate data or partial days correctly. 
 
Single click on the Post Attendance #02 Option.  The screen will open: 
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After you validate the settings on the setup panel, click ok to begin entering/editing data.  
After clicking ok, the following screen should appear: 
 

 
 

 DETERMINE THE ROSTER 
 
The next step is to determine how your students are listed and displayed.  Do you want to 
post absentees by class roster, homeroom teacher, or a listing of all students enrolled in 
school?  The posting procedure is the same no matter how students are listed.  Note the 
yellow keys along the bottom.   
 

3.) CLASS ROSTER – This roster allows a search by teacher/class and is used 
mostly by the teachers posting from their desks.  To display a roster of students 
by class, click on the CLS button at the bottom of the screen, then click the class 
period for the teacher.  
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. 
 

. 
 
 
      2).  HOMEROOM ROSTER – To display a roster of students by homeroom, click on 
the “HM” button on the bottom of the screen.  A pick-list of homeroom teachers will be 
displayed: 
 

 
 
 
Select from the pick-list and the roster screen will load from the homeroom element in the 
student master setup. 
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     3).  TOTAL STUDENT BODY ROSTER – This is the roster option most used to display 
a list of students and post absentee data.  The listing covers the entire school student 
body.  Click on the STU button on the bottom on the screen.   

 

 
 
Using the roster you have selected, post absentees in the following manner: 
 
 
 

 POSTING 1ST PERIOD ABSENTEES 
 
On the loaded roster, note the column labeled 1st to the right of the student’s name.    
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A row of alpha keys is lined across the top of the labeled columns.  Although you can use 
the scroll bar on the right of the screen, it is simple to click an alpha key.   For instance, 
clicking on “S” will bring the first student who has a last name beginning with “S” to the top, 
making your search much easier.  
 
Simply click on the first cell in the 1st column next to the student’s name for each first 
period absence.  The default information will automatically load into the columns in 
accordance to the factors loaded into the setup panel. 

 

 
 
The record is saved as generated. You will not need to click a save button.   
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 POSTING CHECK-OUTS  
 
 
 
Find the student on your roster choice, and click the “out” cell, located right of the “1st” cell.  
The “check-out” box will appear like this: 
 

 
 

A RED box will appear on the screen if there are medical or pick-up data you should be 
aware of before the student leaves.  It will disappear when a code from the box is 
clicked. 
 
When you select the reason code and click, it will automatically load to the screen.  If 
you wish to change the time or reason code, click on the time or reason cell and answer 
“no” to the pop-up question. Fill in the hr and mins and click on the submit button.  Use 
military time.  If you wish to change the canned message description, click the 
description, type in desired description, and click save.  If you wish to view the history, 
click the student’s name, and then choose the “attendance by day” option. 
 
 

 POSTING MULTIPLE SAME STUDENT CHECK-OUTS 
 
Sometimes a student has previously checked out and checked in, and now wants to 
check out again.  This process may occur as many times as necessary.  The steps are 
as follows: 
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Click the previous check out in the “time” cell.  When the popup box appears, answer 
“yes”, and then follow the steps for a normal check out. 
 
To review multiple transactions, click the student’s name on the roster and click the 
“attendance by day” option.  To delete the transaction, click in the “D” cell and submit 
selections in the popup boxes. 
 

     
 

 
 POSTING CHECK-INS  

 
A student must be previously checked out before the student can be checked in.  An 
exception is posting tardys to class. 
 
Post check-ins as follows: 
 
Select the roster and find the student’s previous check-out transaction.  Click on the “In” 
cell.   Select a reason from the code list.  The box will look like this: 
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When the code is selected and clicked, the check-in will post to the screen.  If you wish 
to change the reason description, then click it and insert the new description in the 
popup window.  If you wish to change the time, click on the “time” cell, type in the hr and 
min in the windows, use military time, and click submit. 
 
Admit slips can be printed automatically as check-ins occur by setting the option on the 
setup panel.  Make sure a “Y” is selected by “Print ADM slip”.  You may print a “lost” 
admit slip by clicking the “in” time cell, then clicking the red “print admit” button. 
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 POSTING A TARDY STUDENT 
 
A normal tardy student is present at school but tardy to class. 
 
To post a tardy student, select the student from the posting roster screen.  Click the 
“out” cell.    Click on “ 14 – Tardy to class” from the code listing.  Another popup will 
appear like this: 
 

 
Click on the Excused or Unexcused code beside the reason for tardy you wish to use.  It 
will post to the screen like this: 
 
NOTE:  A “tardy only” option switch is available on your daily absence list.  Also, a 
history view is available by clicking the student’s name and clicking on the “tardies” 
option. 
 

 POSTING EXCUSES 
 
All excuse types must be posted using the “DR” cell on the absentee posting screen.  
Select the applicable student in the roster, click the “DR” cell, and an absentee history 
list will appear: 
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Click in the “DRCD” cell or cells for all the days the excuse applies, and the default 
excuse code, reason and posted date will be inserted. 

 
If you wish to change the default, click the DRCD field again.  Choose the desired 
reason from the list.  If you choose to change the actual reason definition, click on the 
definition and type in data desired. 
 
If you desire to delete an excuse posted by mistake, click the red cell to the right of the 
definition.  Only the excuse data will be deleted, not the actual absentee 
Record.  Click yes. 

 

 

 

If you wish to print an “excuse form” for the days posted, click PRINT.  If you wish to 
review history, click the student’s name and select the “attendance by days” option. 
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CHANGING/DELETING TRANSACTIONS 

 
 
 1.) DELETING AN ABSENTEE TRANSACTION 
 
To delete a previously posted absentee record, click the student’s name on the roster 
you used to post absentees.  When the box appears, click on the “Attendance by day” 
option.  A YTD list of absentees will appear like this: 
 

 
Select the appropriate record.  Click the RED cell labeled “D”, adjacent to the  
“OREASON” cell.  A Delete Options popup box will appear like this: 
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The Check-In box will allow only the check-in data to be deleted from the absentee 
record, while the Entire Record box will delete the entire record of that chosen date from 
the student record. 
 

   
 
 2.)  CHANGING PRIOR ATTENDANCE TRANSACTIONS 
 
 
To change the check-out or check-in data on a previously posted student absentee 
record, click the student’s name on the posting roster.  A gray box will pop up with listed 
options.  Click on Attendance by Day option.  The screen will look like this: 
 

 
Use the horizontal purple scroll bar and arrows to move the record to a favorable 
advantage and click the appropriate check-in or check-out data element needing 
changed.  You may type over where a pull-down does not occur. 
 
 
 

 
 
 3.) POSTING PRIOR DAYS ATTENDANCE 
 
Sometimes it is necessary to post prior days absentees on the current day and not have 
to deal with the current days default data.  A simple solution is to click the CLR button at 
the bottom of the posting roster screen.  Change the date in the upper left-hand window 
by clicking on it.  A calendar appears to set the date desired.  Click on the desired 
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student roster and post normally.  If you change rosters several times, be sure to click 
the CLR button between roster changes. 
 
 

 
OTHER ATTENDANCE REPORTS ON THE ATTENDANCE DASHBOARD 

 
 
 

 
 OPTION #3 – EOD ABSENTEE NOTICE 

 
This program prints an absence slip for each student absent at the end of the day.  
Clicking on Option 3 will open to the following screen: 

 

 
 
The setup box is simple. Type in the grade span.  For one grade, these numbers should 
be the same.  Check the date box.  To change the date, click on the date and a 
calendar will appear on the left.  Using the mouse, click the arrow buttons to change the 
date.  Click in the upper corner “X” to place date in setup box.  When the setup box 
reflects what you want, click OK.  You will see a generated screen with absences listed 
like this: 
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 Click on the “PRINT REPORT” button at the bottom of the screen and a report is 
generated which will print a list of all absent students.  To print individual reports for 
each student, highlight each student and click on the “PRINT NOTIFICATION” button.  
A report will print for each individual student. 
 
   
 OPTION #4 – DAILY ABSENTEE LIST 
 
This program prints out a daily absentee report listing of all students posted as absent.  
Clicking on the option from the attendance menu, will bring this setup box: 
 

 
 



 

 

20 

20 

 
Pay close attention to the setup box.  Check to be sure information is correct, and check 
the boxes that will influence the report carefully. For a list of all students that are absent 
that day (A), click on check box by “Detail Report. Click OK at bottom of setup panel. 
The report will print as dictated. 
 
  
For absentee list letter (B), click the check box labeled “letters”.  Each type of letter for 
grades I-3, grades 4-8, and grades 9-12 will be printed.  If a policy statement report is 
wanted to go with these letters, click in “print policy report”. 
 
For a summary report of absentees, click in the box labeled “summary report.”  
For tardy or skips only, click on those check boxes. 
 
For a report for those students absent for over a certain amount of days (C), type in the 
amount of days in the “days” windows.  More than one report can be generated here, by 
putting in different “X” number of days into each window. 
 
 
 OPTION #5 – EXCESSIVE ABS BY FACTOR 
 
 
This report is a summary of excessive absences by students.  All student absences are 
kept in a “running” total database.  Clicking on this option will bring the following screen 
and setup box: 
 

 
 
Check each section of the setup.  Check for correct year; select the date span, and 
grade span.  If there are any absence codes you wish skipped from being included in 
this report, type them in.  Check yes or no if you wish students who have left school to 
be included in the report.  Select the race of student and the gender.   
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A little progress window will appear to keep you informed.  It may take a few moments 
to generate the report. 
 
Click OK and the following screen report shows:  
 

 OPTION #O6 – SUSPENSION ATTENDANCE AUDIT 
 
 
This program creates a report containing the absentees that are in Out of School 
suspension for today. Clicking on the option labeled #06 on the menu will bring up this 
screen:  
 

 
         

 OPTION #07 – PERIOD ATTENDANCE REPORT 
This program creates a report detailing attendance by period.  The attendance by period 
set up box will appear like this: 
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Check to make sure the date is correct, and consider the date span preferred.  For one 
day, the “from” and “to” date would be the same.  Fill in the grade span.  The “greater 
than” window means how many absences are allowed before the student would be 
included in this report.  The “% to be present” window means the percentage of total 
attendance per room at this time.  If you wish the report to exclude certain criteria, 
check box for “ignore codes”, and type the codes you wish to be ignored into the 
window.  Check in the box for “Print Over” and “Print Equal” if you need.  The report will 
check to see if there are letters for any of the grades. The grading period should be 
entered here.   
Check the boxes for the period you wish this document to report, and include in the 
window beside the period number, the beginning and ending time for each period you 
have checked.  Click OK to begin the report. 

 
 
 #8 PERFECT ATTENDANCE AUDIT 

 
This program allows a report to be generated that lists all students by class, grade, or 
school who have perfect attendance, or fall within the parameters of the set up panel.  
The setup box will appear in the screen, as follows: 
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Set the setup panel to reflect the desires of your report, and click OK.  A progression 
window will show while the report is generating, then it will appear as a list of students, 
with the ID number, grade, and home room teacher, like this: 

 
 
 
 #09  LATE ARRIVAL/EARLY DEPART  

 
 
This program is used to make a report that lists students who arrive late to school.  
Clicking on the program option #09 will bring the following screen: 
 

 
 
Fill the windows with data of your choosing and click on the check boxes of choice.  
Click OK when all entries are correct.  The report will appear like this: 
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 #10  ATTENDANCE LOG – CLS/HMRM 
 
 
The #10 option program will generate a report listing attendance by section, either by 
grade, teacher, class period, grading period and day of week.  This allows a wider range 
of report.  The following setup panel allows choice from narrow field to school wide.  
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 #11 TARDY ANALYSIS 
 
This program delivers an analysis sheet for a Tardy documented today, for a period 
span, or all students who have been tardy this year.  The set up box will appear: 
 

 
 
 
Enter the district, school, year and the span this report is to cover.  Enter the grade span 
and use/delete the skip code. Click OK.   If any letters have been recorded for grades 1-
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3,  4-8,  or 9-12, using the days tardy code set at the bottom, the report will generate 
and appear.  If nothing has been recorded, a message relays this to you. 
 
 

 #12  DOE AYTD KEYWORD UPDATE 
 
This program prepares attendance for submission to the Department of Education.  It 
calculates data from absentee records, consolidates information, and posts to the 
student master. 
 
The setup panel will look like this: 
 

 
 
Note:  This tells you exactly what generating this report will do.  It will update DOE YTD 
attendance, clear old YTD keywords from the record, update the old student list, and 
update and add new keywords.   
 
To stop this report after it begins, click on the RETURN button. 
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 #13 EXCUSE LISTING 
 
 
This program will issue a listing of all excuses listed for date span entered. 
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 #14  MONTHLY ATTENDANCE REPORT 
 
This program prepares a report that gives a percentage of absences as compared to 
instructional minutes taught.  The set up box looks like this: 
 

 
 

After entering information into the set up box and clicking OK, the following screen will 
come into view. 
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To print a hardcopy, click on PRINT button on the bottom of the screen.  A Legend 
graph may be viewed by clicking on the button at the bottom of the screen. 
 
 

 #15  SUSPENSION ATTENDANCE AUDIT 
 
This program prepares a suspension audit of both out-of-school and in-school 
suspensions.  The setup box will appear like this: 
 

 
 

Check the year.  Use the arrow to open the pick box and select the district.  A pick box 
will appear when the arrow is clicked beside the school.  Click the proper school code.  
Select a date span.  To change the date, click on the date window and the calendar will 
popup where you can change the date.  Type in the code for OUT OF SCHOOL 
SUSPENSION.  Type in the code for IN SCHOOL SUSPENSION. 
 
Click the submit button. The following screen will appear: 
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 #16  ATTENDANCE DUPLICATION AUDIT 

 
This program checks the records to see if any errors or duplications have occurred.  It is 
a good idea to run this program before attempting to generate any finished document 
for attendance. 
 
The setup box will appear: 
 

 
 

After entering setup information and clicking the submit button, the processing bar 
appears.  When processing is finished, an information bar appear: 
 

 
 
Any postings in error will be listed, giving name and pertinent information.  As each 
posting is rectified, it can be deleted from the record by clicking on the check box on the 
left or using the delete buttons at the bottom of the screen. 


