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Jpams Attendance Guide
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Starting the Attendance Posting Program

From the main menu of the Jpams system, double click the Attendance button on the left. Click Yes when asked if you
want to go the Attendance Command Center. In the upper left menu bar, click Post Attendance, the Post Attendance
again.

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.
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After you validate the settings on the setup panel, click Ok to begin entering/editing data. After clicking Ok, a blank
attendance posting screen will appear. The next section identifies how to pull up different lists of students to post
attendance to.
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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 buttons along the bottom.

Stu (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.

' Attendance Posting By Roster - Demo School 1, 004 08.28.10.17 MBL
anszoo |

Attendance Posting By Roster Jefferson Davis Parish Central Office

971 442010

STUDENT O-REASOM |-REASOM
148, JOHN 11| 4040042
2/8BE, MARK 06| 2040012]
3[ANDERSON, CATHERINE RAE 02| 7049363,
4/ANDERSON, CHRIS BERNARD 00| 3049358,
5|ANDERSON, TISHA LEE 00| 80439355,
E[ANDREPONT, MARK MICHAEL 02| s089e73
7|ANDREF ONT, TISHA 0g| 2043501
B[AUGUSTINE, CATHERINE BRAE 04| 4040011
3/AUGUSTINE, JASON DAVID 01| soasa7s
10/AUBUSTINE, JOHN JAMES 01] 5049957,
11/AUBUSTINE, MIKE JOSEFH 05| 1040001
[BABINEALY, DARRYL PAUL 03] 5040309
[BABINEAUX, DAYID SAGE 05| 5040325,
4[BABINEAUX, RUBERT CHANCE 07] 5040303,
[BABINEALY, ROBERT LAYNE 10| 5040313
B|BACAWHITE, REBECCA LYNN 01| 7043380
17 [BACAWHITE, SALLY ANN 1| susgesn
18[BELLON, TISHA RENEE 11| 7045023
19/BENDIT, DARRYL NICHOLAS 03| 5040003,
| 20[BENOIT, JASON BRENNER 07| 2040001
71|BENGIT, JASON WAYNE 05| 2040008,
23/BENDIT, JOHN MICHAEL 0a| 4040012,
23[BENCIT, SHERRI BROOKL YN 05| 4040000,
24[BERGEAUX, JASON TOOD 05| 2043303,
25[BERGEAUN, TISHA LYNN 02| 1040002,
26[BLANCHARD, DAYID JAMES 11| 705024
27[BLANCHARD, JAT PAUL 02| 8049363,
28[BLANCHART, MIKE ALLISON 03] 5040002,
[l

L REFRESH _‘_ CLR _‘_ auir _‘_ PRTADM _‘_ RPTS _‘_ sTU _‘_ HM _‘_ cLs _‘_ SETUP _J

CLS (Class Roster) button: 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.

12 Attendance Posting By Roster - STERLING JUNIOR HIGH SCHOOL. 003 - AtndDash 022703.1328 LAH

& Course List

"o olc]o] e || u] 1] o w] . ] u]o] ] ] 5| ] ] | ] ]

ACHER COURSE GF | cP | RoOM [ sEC
03/04/2003 HYSICAL ED 1 A 1] B
EB 3 |G 0
STUDENT = 2 o a
RENCH A 4 0
ATH 7 1 0
MATH 8 H 0
MATH 8 4 0
SCIENCE 8 0
HEALTH 0
ENGLISH 7 0
ENGLISH T H 0
ENGLISH T 4 0
SCIENGE 8 |§D
FINE ARTS 50
LA HISTORY 0
AMERICAN HISTOR'Y 0
AMERICAN HISTOR'Y 0
[BAND 2 0
CIENCE 7 0
CIENCE 7 70
INKLE READIN 1 0
INKLE READIN 7 |207 0
INKLE READIN 4 |207 0
[ D
CLR ourm SETUP H HELP ‘I

st || & G LA 63 || 2 Prncipats Adiisiaive | B]RAMS WanUAL -Aten | [ Posting ... |[EBZIER 203pM
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HM (Homeroom Roster) button: 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:

g.?.g Homeroom List E3

TEACHER

FINLEY
POYWELL
QUARLES, M
RUSSELL
SMITH
STAFF

Select from the pick-list and the roster screen will load from the homeroom element in the student master setup.

1, Atendance Posting By Roster - STERLING JUNIOR HIGH SCHODL, 003 - AtndD ash 101402.1007 LAH O[]
P g By R 0
POWELL HOME ROOM
0142712003 J ] ] |
STUDENT 15T/ 0UT| CoD] £ O-REAGOM N [coD[ E -REAGOM DR[GD] s8I0
GEORGE, DONHA 07 2022677
GREEN, SARAH 07| 2020000
HAITH, ANDY 07 2020012
HANKINS, SARAH 07 2020045
HARPER, DOHNA 07 2023210
HARVILL, DON 07 2093362
HAYHES, FRANCIS 07 81423445
HICKS, BETTY 07 2063552
HUMPHREY S, WwANDA 07 2020002
JONES, DON 07 2024175
JONES, EVE 07 2024206
JONES, JEAH 07 8214247
KEMP, FRANCIS 07 2104323
KIMMONS, JEAN 07 Q065081
KINSEY, EARL 07 2024422
KLICK, AHNIE 07 0020001
LARY, BEDEEY 07 2064527
LAYFIELD, JEAN 07 9210005
LINDSAY, EVE 07 2024734
LOFTON, EARL 07 2024722
MANGRUM, FRANCIS 07 2144260
MANGRUM, WANDA 07 2020001
TAYLOR, WILLIARM 07 2020052
[l v
| CLR || auit H PRTADM || RPTS H sTU || [ H cls || SETUP H HELP |I

Bl e a0®*__|me|_ || | | |onfme B8806 soa

The next section indicates how to post 1* period absences in the office. In many districts, the teachers post the first
period (or start of the day) attendance. In these situations, there may be a time or two when the office will post a 1*
period (or start of the day) attendance record.
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Posting 1°' Period Absentees
On the loaded roster, note the light blue column labeled 1°*' to the right of the student’s name.

vine Attendance Posting By Roster - STERLING JUNIOR HIGH SCHOOL. 003 - AtndDash 022703.1328 LAH

Attendance Posting By Roster

[alofcf ol i {alniJsln i minjolvialefsla]oiviwia]e]e]

STUDENT 15T| QUT COD| E 0-REASON IN | COD) E -REASOM DR GD| SID
e covoe 1] oo
[aLCsan, sam 08 7030043
lanpeRsoN, wiLiam 7 zo30088
sosTON, JEAN 7] 5210804
souRN, CLYDE 07 sosus1s
BuRNS, CONNIE 07 sosuast
casE, cLvDe 08 sos1083
Cammack, FRANK o7 sratort
CarROLL, 5aM 7 zo30024
CARTER, ANDY 08 z030005
CHREENE, FRANCIS 08 s1a1z50
CLaRK, CLYDE 08 sos1275
coDERRE, DONNA 7 sostaze
CoLEMan, DoNNA 7 sos1as
ook, BeTTT 07 sostars
coor, cLroe 7| surszrs
oK, saRan 08 z030033
cooke, Donna 08 sostaTa
cooLev, sEORBE 7] soeso1z
cooper, BETTY 07 sos1s1s
cooper, BOBBY 08 sos1asz
cooper, cLvoe 08| eor1ass|_|
COOPER-TAYLOR, 1] 0 0z0030] %
1 »
‘ cLR H ourm || PRTADM H RPTS ‘l sTU H HM H cs ‘l SETUP H HELP ‘I

st | & G A 6 || 2 Puncipats Adminisiaive | B]0RaMS MaNUAL -Ation|[EN Attendance Posting . |[LBBJ/{. 305 pm

To help search for a student, 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.
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Simply click on the first cell in the 1°' 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.

vax Attendance Posting By Roster - STERLING JUNIOR HIGH SCHOOL, 003 - AtndDash 022703.1328 LAH

0 ryimrn
Miriimize|

03/04/2003

|
B o oo B

[afsle|ofefejefnfv s efufmufnjofefajrfsfrfujvw/x[vjz]
STUDENT 18T| OUT| COD| E O-REASOM IN | COD| E -REASON DR|GD|  8ID
HAITH, AND' 0800 05U |Or./Parent Note Needed 07| zos0018| &
HAMILTON, ANDY 08| 20300201
HAMMETT, SARAH 07| 2030048
HANKINS, SARAH 07| 2030045,
HARKNESS, ANDT 03| 2030027
HARPER, DONNA 07| G0aaz10]
HARVILL, DON 07| 8083382
HAYMES, FRANCIS 07 2143445|
HAVNES, FRANK 08| a1a3a5a|
HICKS, BETTT 07| B083652
HILL, DONNA 08:00 | 05U |Or.Parent Note Needed 08| G083567
HOLSTON, DONNA 08| 8083675,
HUMPHREY S, WANDA 07| 2030002
HURST, DON 08| e0s3823]
15AAC, FRANK 03| 3103853
JACKSON, BETTY 08| G0E3ANE
JAMES, DONNA 08| 8083935,
JAMES, SAM 08| 2030038
JENKINS, DON 08| B084031
JGHNSON, ANNIE 08| 2030025,
JONES, DON 07| G0sa 175,
JONES, EVE 07 a0z4208|_|
JOHES, ERANK 08 8104248] 7|
4] | »
‘ CLR H auit || PRTADM H RPTS H sTU || HM H as ‘l SETUP H HELP ‘

Hstart||| & 5 17 B 7| EPincipals Adminisirative | BT)1PAMS Mantial - aten [ Posting .. | [BEE0 320PM

The record is saved as generated. You will not need to click a save button. Move to the next student to post as absent for

the start of the day..
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Posting Check-Outs
Find the student on your roster choice, and click the OUT cell, located right of the blue 1*' cell. The check-out box will
appear like this:

. Check Out AUSTIN, DARRYL ... [ |.
01 E Rec d notedcall fram parent
Bl 02 0 D
03 FIn an
d Trip
ded

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 then click Change Check In/Out Time. 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.

Homebound Program Codes and Attendance in JPams

When a student is identified with a Homebound program code in JPams Student Master, the student’s name will be
shaded red in the Post Attendance program for Secretaries and Teachers. By placing a Homebound program Begin and
End date, JPams will know how long to color code the student in the post attendance program

STUDENT 15T QUT | Cob
JOSEFH, KENDALL JAMES

JOUEERT, ANDREA KAY
JOUEBERT, CAMILLE AMNN
JOURMET, CHANDA MALOME

O-REASOMN

E
=
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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:

Click the previous check out in the OUT cell. When the popup box appears, select Update with screen shot Post Multiple
Check Out, and then follow the steps for a normal check out.

v, Attendance Actions
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Posting Check-Ins

Click on the green In cell of the student checking into school. Select a reason from the code list. 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 ITIM 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.
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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:

';{&Tardv Selections:

REASON
U g

L

L

L)

L

B
E
E
B
E L
E
E
E
E_ il

Click on the Excused or Unexcused code beside the reason for tardy you wish to use.

NOTE: Atardy 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.
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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:

STUDENT EEES - 0-REASON IN |[coD| E -REASON GD| SID
1AES, JOHN 11| 4040042
ZIMES, MARK _—‘D 08| 2040012
JANDERSON, CATHERINE RAE 0z 7O499e3
4 ANODERSON, CHRIS BERMARD oof 8043352

k% CAHANIN, CHEIS JAMES TUCKEE | 2010077

DATE DR REASOM REC MO
2003-03-12 : 17483130
2003-02-13 : 17478013
2003-02-03 : 17477533
2002-12-16 : 17476346
2002-12-02 : 174757045
2002-12-02 : 15861285

Click in the blue DRCD cell or cells for all the days the excuse applies, and the default excuse code, reason and posted
date will be inserted.

k% CAHANIN, CHEIS JAMES TUCKEE | 2010077

DATE FSTD DR REASCOM
2003-03-12 : 0321272003 |Dr. Mote Verified 17493130
2003-02-13 : 0321272003 |Dr. Mote Verified 17478013
2003-02-03 : 174774533
2002-12-16 : 17476346
2002-12-02 : 174757045
2002-12-02 : 16861285

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.

k’?f&- Delete Confirmation

E Are you sure you want to delete the posted doctor's excuse on 2003-02-137

No Cancel

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 Day option.
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Changing/Deleting Current Day Transactions

Deleting an Absentee Transaction

To delete an attendance record for the current day, click on the out time for the record to be removed. Choose Delete
Complete Attendance Record.

WHOERSON, CHRIS BERNARD

4

SMNDERSOM, TISHA LEE 0755 30U Unexcused Absence 0555 o5 Dr.fFarent Hote Nesded
EHOREPONT, MARK MICHAEL
7
g

MNOREPONT, TISHA
MUGUSTINE, CATHERINE ERAE
GAUGUSTINE, JASON DAYID
10/AUGUSTINE, JOHN JAMES
11|AUGUSTINE, MIKE JOSEFH
1Z[BABINEALY, DARRYL PALL
13[BABINEALY, DAVID SAGE
14/BABINEALX, ROBERT CHANCE
15/BABINEALY, ROBERT LAYNE
1B|BACAWHITE, REEECCA LYNN
17 [BACAWHITE, SALLY ANN
18/EELLON, TISHA RENEE
19[BENQIT, DARRYL NICHOLAS
Z0[BENQIT, JASON ERENNER
21|BENDIT, JASON WiaYHE

4. Attendance Actions =

Cancel

To delete an attendance record posted on previous days, click the student’s name. When the box appears, click on the
“Attendance by day” option. A YTD list of absentees will appear. Select row with the date to be deleted. On the far
right, click the RED cell labeled D, adjacent to the OREASON cell. A Delete Options popup box will appear. Choose
Entire Record.

Clicking 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.

A ABS, JOHN | 4040042 AtPopupGrayBox 03.26.10.09 MBL x|
DATE QT | QoD ITIM | 1IC0D | DRECD FSTD FIlH | o W] 5| E |ND|OP|D
1002172008 |07:55 |05 U * F Drt
1072772008 (0755 |05 U * F Dirs
0972972008 |05:20 |14 U 0820 141 LS Lat
091672008 [07:55 |01 E 01E |2008-09-19 |~ F Rer
08r28/2008 0757 (050 0928 19U L l Drt
0272272008 |08:07 |14 U 0807 14 L) LS Lat

Delete Dptions
L —— —— [

A 5 E MO
ABS, JOHM ) a0 1 0
] Cancel Check-In Entire Record
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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:

&AUSTIN, DARRYL ALAN | 1010015 AtPopupGrayBox 022603.1338 LAH

DATE  |OTIM|OC..| ITIM COODR.| PSTD FI|H|D|U|&]|E|NDOP D OREASON
020372003 [07:55|05 L) 01E * F Dr/Parent note needed
0173172003 |07:55|05 ) * F Dr/Parent note needed
1000952002 |11:55/01 E Received naoteicall from pa
1000952002 |11:55/01 E * H Received naoteicall from pa
091752002 |12:45/01 E Received naoteicall from pa
091752002 |12:45/01 E * o] Received naoteicall from pa

[ »

4
NAME HMRM FlH[ o] uls]E[nD[oF| SID [6.]
AUSTIMN, DARRYLALAN  |GREEN.J 21 [t 1 Jo |1 Jo Jo [1010015 loz]

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.
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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. Locate the Date field in the upper left of the attendance posting screen. Click on the date and choose the
previous date to work with, then click the Stu button on the bottom row of the screen. This will display the students and
absences for the selected day. Click on the desired student roster and post normally.

v}, Attendance Posting By Roster - Demo School 1, 00

09/14/2010

11 Aa0GUSTI 081452010 —
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Roll Call Verification

NOTE #1: Verification of Roll Call can only be done when the teacher has actually posted absences AND clicked the
Sign Off Roll Call button in the Teacher Attendance Posting program. See the guide in the appendix, “Roll Call at the
Start of the Day in JGradebook” for steps the teachers should do when posting start of the day attendance.

NOTE #2: Schools should communicate clearly, and check, to see that teachers know whether to post start of the day
attendance by Homeroom or by First Period. All teachers should be doing the same procedure.

Before printing the Daily Absentee List, it is important to make sure teachers have posted start of the day attendance.
The Roll Call Verification report will check to see that Teachers have checked roll.
*Note: See the appendix for directions on how a teacher is to post attendance and verify roll call.

From Attendance Command Center: Click Daily Reports, then Roll Call Verification. Set the options as described

below:
Setup Box  09.18.09.11 JTR _ 5

School Year: Set to current year

District: Set to your district SCHOOL YEAR: 0810
School: Should be set to your school
DISTRICT: 027
Show Teaghgrs roll call info for dates: Place a check n_1ark here SCHOOL: 004 Demo School 1
to show a listing of teachers who have checked roll and clicked the

Sign Off Roll Call button. Show Teachers roll call info for dates

Date From: To: By default, the current date will display here. A DATE FROM:  giuigR:lelivi Ry TO: 10119/2009

user can change to a different date range if desired.

M Show Teachers who have not taken roll for today

Show Teachers Who Have Not Taken Roll For Today: Place a
check mark here to show a listing of teachers who have not checked
roll and have not clicked the Sign off Roll Call button CLASS PERIOD (OPTIONAL):

SEMESTER:

Semester: Set to semester currently in. Schools with only a Fall COURSE NAME (OPTIONAL):
and Spring semester system will set this to “1” for the Fall and “2” for

the Spring. Schools on a 4x4 system will set to either “1” or “2” for “
the Fall and “3” or “4” for the Spring. |

Class Period (Very important): If checking attendance posted by Homeroom, select HM here. If checking attendance
posted by first period, select a “01” here. Communicate to all teachers who post attendance whether they are to be
posting attendance by Homeroom or First period.

Click OK to start the report.
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Report Results

To show teachers who took roll, on the setup box, click to check the option. A report will then show everyone who posted.

Page 15

In the example below, a report was checked for teachers who posted by first hour class. Note the report is in “Time”

order.

Show Teachers roll call info for dates

School: 005 CATAHOULA ELEMENTARY
RollCall Verification List

Memo Stafftllame Course Clsprd Room HandLunchCo..| ActiveCount Time

L] MCHUGH SYLVIA READ 3 01 15 15 08:00:59

L] HUILIM TAMMY READ 2 01 15 15 08:04:02

L] GUILLET AMGELA READ & 01 29 30 08:06:21

MO BULLIARD HAILEY PRE-FINDERGARTERM (01 18 18 08:06:29

L] BOREL MOLA READ SC 1 01 g i} 08:07:11

L] BROUSSARD JACKIE B READ 1 01 26 26 08:07:26

L8] DUBCIS MELAMIE M READ & 01 23 249 08:058:40

L] JUDICE JUDD READ 8 01 21 22 08:10:33

L] LOUWVIERE CRYSTAL P LAMNG 8 01 21 22 08:13:45

L] GRAMGER MELISSA ACAD READIMESS 7 |01 28 30 08:14:25

L] DOUCET DAWM M KINDERGARTERM 01 24 25 08:16:50

L] CASTEX MARLEME READ 4 01 24 25 08:18:M

L] AMGELLE LAMA B. READ 2 01 14 14 08:25:08

If the report was run to check for teachers who posted by Homeroom, the report would look something like this:

MO OXEDINE LETHA HOMEROOM GR 2 01 0 0 08:03:45 2009-10-19 |
MO PETERSOM BRANDI HOMEROOM GR 3 01 16 47 08:01:45 2009-10-19 ||
MO ORGERDOM PATTY M. HOMEROOM GR 4 01 21 91 09:09:34 2009-10-19 |
MO VERRETT PAMELA HOMERCOM GR 5 01 0 i 08:03:11 2009-10-19 |
MO TRAYER DAVID HOMERCOM GR & 01 0 i 09:14:44 2009-10-19 |
MO CALLAIS CASIE HOMEROOM GR 7 01 11 39 08:06:04 2009-10-19 |
MO BELLE MELANIE HOMEROOM GR 8 01 0 0 08:05:55 2009-10-19 |

To see a report of who did not post attendance for first hour in the
first semester, a user would select the option of Show Teachers

who have not taken roll for today.

DATE FROM:  gRoglellulii: | TO:

10M19/2009

Show Teachers who have not taken roll for today

SEMESTER:

CLASS PERIOD (OPTIONAL):

The report would look something like this. Notice there are no times shown since this shows who did not post. A user
would work with the teachers to get them in the routine of posting properly. Some common causes for teachers to appear
on this report are (1) the teacher was unsure whether to post attendance to homeroom or first hour (2) The teacher did
not click the Sign off Roll Call button after posting attendance in JGradebook (3) the teacher did not post attendance at

all.
Teachers who didnot take/signoff their RollCall.
Stafflame Course StaffiD | Clsprd Room Schoal Grade

BARMES DEERA LAMG IMNCL 8 042655 (01 220 006 na
BURDICK ZAHM S0C 5T 7 727497 (01 114 006 o7
BURMEY REBECCA MAT COORDIMNATOR 457394 (01 00& na
CARIOMN FRAMCOIS SOC STFR IMM 8 910074 (01 407 006 na
CASTILLE LEE MATH RES 8 027709 (01 213 00g na
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Daily Absentee List

This program prints out a daily absentee report listing of all students posted as absent. The Daily Absentee List can be
accessed by clicking the Attendance button on the main Jpams screen, then click Yes when asked to go to Attendance
Command Center. Next, click Daily Reports in the upper menu bar, then Daily Absentee Report. A setup box like
below will appear.

DISTRICT:
SCHOOL:
Detail Report

—

Primt Ower

Print Equal 3_ILILIJ_D_IJ_M
08/25/2000 |
99 |

Prirt Policy State ment
Prirt History
Date Span: 03/25/2009 02252008
Grade Span
1-3 Letter:
4-3 Letter:
9-12 Letter:
1-3 Policy:
4-3 Policy:
9-12 Policy:
Active Only [ Al
Alpha B GradeiAlpha M HR/AIpha
Tardies Only || Skips Only |
Print Phone # Print Legend
M Get Teacher Emails
B EMAIL TO Address: No Lunchroom Email |
FROM Address: Mo Return Email
M Use Central Office Address
M Full Day Only

| Camcel | 0K |

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, click on check box by Detail Report. Click OK at bottom
of setup panel. The report will print as dictated.

For a summary report of absentees, click in the box labeled Summary Report, then enter a count in the Print Over field.
The system will then show students with counts of absences that are equal or greater than the amount entered.

For tardy or skips only, click on those check boxes to obtain a report of tardy or skip records posted on the date range.
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Attendance by Day Letters

Attendance letters are to be run daily. The system will check for students that have the designated days of absences.
The user then chooses to print letters for the entire list of students, or for selected students.

1. InJPams, click the Attendance button. Click Yes to go to the Attendance Command Center. Click on Daily
Reports, then Daily Absentee Report.

2. Set the current Year, District and School.

Click to place a check next to the label Letters.
Setup for Details, Letters and Reports - atDailyAbsRpELaH x|
YEAR: 1011

-
DISTRICT: 015 -
SCHOOL: 006 MONTEREY HIGH SCHOO... |-

B Detail Report Letters B Summary Report

4. Check with your district administrator on which attendance codes will be skipped. Click in the Skip Codes field
and choose the absence codes to skip out. Typically, these are:
a. 02 D Dr Note Verified
b. 03 P In School Suspension
c. 06 N Extenuating Circumstances

1.8 Letter:
012 Letter:

5. Check with your district administrator on which day settings to use for letter creation. An example is listed below.
Click to place a check next to Print Equal. Enter the Days amounts to check for. Click to place a check next to
Print History. This will cause the system to print an attendance summary after the attendance letter.

Frirt Ohwer
Frirt Equal

tate rment

6. The Date Span should set itself to the start of August until the current date. The Grade Span can be set to the
grade span that receives Attendance by Day letters.

0250172010 j To 0972952010 |

——1
|| To
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7. Enter the file name of the letters that are being sent out which match the grade range of the students being
worked with. If you do not know the name of the attendance letter file, please contact your district coordinator for
the exact name of the attendance letter file in JPams.

a. For 1 - 3 Letter, enter the file name of the attendance letter used for PreK through grade 3 students.
b. For 4 — 8 Letter, enter the file name of the attendance letter used for grade 4 to 8 students.
c. For 9 - 12 Letter, enter the file name of the attendance letter used for grade 9 to 12 students.

conckSabsletter |f
conckaahsletter |
canchil 2absletted

abspolicy! 3 [
abspolicyd B [

0-12 Policy: abspolicyd1 2 d

8. Click OK to start the report. A progress bar will show on screen.

x

Analyzing Attendance Records
process is 31% complete

9. If there is a message of “There are no students with the specified criteria” displayed, click OK. This indicates
that as of the current date, there are no students matching the number of days absent being searched for.

x

@ There are no students with the specified criteria.

10. If the program is able to find students who have days absent equal to the counts entered in the setup box, the
names of the students will be displayed on screen. Each student will have a row with attendance summary

information.

AR E H il R bl FIH|[Q|U|5|E |MDOF SID GR...
ABS, JOHR 3|0 (3 |2 |0 (1 |0 |0 (4040042 11
AMDREPOMT, MARK MICH... 30 [ 0o 1|2 |0 (5089873 nz

11. A user can cell click on a student’s name to check the Attendance by Day via the gray menu. This will allow a
user to check the attendance details of a student.

MAME HhRM

ES, JOHM

| Scheduls

Transcript Grades By Group
CommertsMarnings
fttendance by Period

COMPM - Parent Communications

Attendance by D3y

Tardies

Student Dermographics

Exit AES, JOHM
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12. To print letters (and attendance detail pages) for all students on the listing:

a. Click the Print All Letters button located on the lower right.

b. At the next setup box, take the default settings as shown below, then click OK.

Please choose print options: P

ALIGHNMENT OF HEADER:
Print Header:

B Centered Left

c. The output will go directly to the printer. The first page will be the letter to the parent and the second will
be the student’s detail attendance report.

13. To print letters (and attendance detail pages) for selected students on the listing, follow the following steps:
a. Hold down the CTRL key on the keyboard.

b. While holding the CTRL key down, click in HMRM field of the selected student(s). You will notice the row
turns blue to show it has been selected.

c. Repeat for each student that a letter is desired to be sent home.

DROMET, JASOMN JOHM o 4 1 1
GOTTE, ANGELA SHAY 5 (0 |3
HEEBERT, DAYID BLAKE 5 0 |4
HOLLAMD, DARRYL BROCK 3 |0 |3
DORGEROMN, JAY JAMES 2.0 (1
FREJEAM, ROBERT DALE 2 1 |0

d. When done, click the Print Letters (not the Print All Letters) button located in the lower right. On the next
setup box, select Absence Letter, then click Submit.

Bicteersciection

Absence Letter

M FINS Letter

Cancel Submit
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e. Take the default settings as shown below, then click OK.

Please choose print options: x|

ALIGHNMENT OF HEADER:

Print Header:

B cCentered Left

f.  The output will go directly to the printer. The first page will be the letter to the parent and the second will
be the student’s detail attendance report.

14. To print just the listing of names, click the Print Report on the lower center part of the screen.

15. Question / TIP: What if | miss a day or two during the week? How can | print letters for the days | did not
run the letters report?

a. Inthe Date Span field, set the To date for the day missed. Run the report to check for students who
missed the number of days being searched for on this day. Repeat for each day missed.

0370172010 4 095082010 |

16. Question / TIP: What if | just want to run letters for any student with more than “x” number of days
missed?

a. Uncheck the Print Equal box, and instead, click to select the Print Over box. Enter a number in the
Days field that is equal or over to the amount of absences to print letters for.

M Detail Report M Letters B Summary Report
b= |‘::iFI Con

Prirt Ohwar

Frirt Equal

Frimt Falic ate rnert

Frirt Hi:
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Attendance by Period Letters

For high school students, and in some cases middle school students, it may be desired to send attendance letters which
report absences by period. It is advisable to run this report daily, printing letters for selected students who appear on
the screen. Follow the directions below to perform this task:

1. Click the Attendance button on the main JPams screen. Click Yes when asked to go to the Attendance
Command Center.

2. Inthe Attendance Command Center, click the menu item Letters in the upper menu bar, then select Period
Attendance Report.

AUDITS & LISTS

Daily Absentee Report
Excessive Abs by Factor

ldy Analysis

3. Attnd Parent Letters

4. In the upper part of the setup box, set the current Year, Date Span, and Grade Span.

Setup atPrdAtndRpt ¥09.17.10 LAH,/ AR x|
027 -
004 Demo School 1

09302010
12

5. Inthe Greater than field, enter the count that is one lower than the amount to check for. Leave the % To Be
Present at the default of “.51".

6. By default, there will be a check mark next to Ignore Codes. Click in the blank, then select the attendance codes
to ignore. Check with your district coordinator if unsure which attendance codes to skip. Some districts choose
the following: 02 D Dr Note Verified, 03 P In School Suspension, and 06 N Extenuating Circumstances.
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7.

In the middle of the setup box, leave the default check for Print Over. Check with your district coordinator for the
name of the attendance letter file name. Enter the file name in the grade level fields labeled 1-3 Letter, 4-8
Letter, and 9-12 Letter. This only has to be done the first time the report is done.

Print Owver
Print Equal
1-3 Letter: conckSabsleter |8

4-8 Letter: conch12absletter [
9.12 Letter: conch1 Zabsletted K

Grade Period:

In the screen shot above, in the Grade Period field, enter the current grading period number.

Place a check by each period to be checked. Enter the start and end times of each period. This only has to be
done the first time the report is run.

a. Note 1: You may find best results by simply posting the end time as the start time of the next period in
the same manner as shown below.

b. Note 2: If the school has multiple lunch feedings, include the lunch time in the mid day period. You will
notice in the example below, part of the school goes to lunch at the start of a long 4™ period, while the rest
of school goes to lunch towards the end of a Iong 4" period. To report in this situation, enter the earliest
start of 4™ period and enter the last end time of 4" period.

Periods to Include:

ERSREREA Y

10. When done entering period times, click OK. The times and settings will be stored so that the user does not have

to enter them again.

11. After a few moments, the results will display on screen as shown below. Counts of absences by period will show

along with descriptions that indicate the credit values of the course.

PRINT MAME SID GRADE HOMEROOM 15T 2ND

[ | |CHARFEMTIER, CATHERIM... 2040301 10 40n 40n
[ | |LEBLANC, SHERRIREMEE’ 4040033 11 ﬁ 4H 10n
[ | |DOISE, REBECCA SHAE 4040037 10 | 50N 500
[ |DOISE, SHAUMA ALISON 4040038 11 —I_rEOn g 0n
[ ] |LEBLANC, RACHAEL MICHE... 4040038 ng & On B On
] |3ARY, SHERRI PAIGE A040027 12 B 0n &H

a. “H” = .5 credit course

b. “On” =1 credit course

c. “Tw” =2 credit course

d. “Th” = 3 credit course

e. “F’ =4 credit course

f.  “*“=0 credit course
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12. If a user clicks on the student’s name, a gray box will display to access other areas of information, including the
Attendance by Day report, which will give the attendance details on the student.
| | |DOISE, REBECCA SHAE |

[t et e P b |

L Schedule

Transcript Grades By Group

Camment rnings
Attendanca by Period
JCOMM - Barent Cormronications

Disciplin

Grades

=l—ITmial=1Tm

Test S

Attendance by Day

I
H

[

Tardies

Studert Dermographics

13. If a user clicks on a count in the one of the period columns, a box will indicate the course credit value and name of
the course scheduled at that period.

3RD ATH ATH FTH
n 4 0n a0n aH a0n

: HARPENTIER, CATHERINE RENEE 2040301

CREDIT: 0.5
CODE: 220501 STATE: CMICS

14. To print a letter for all students on the screen:
a. Click the Print All Letters button on the lower right. Click Print in the next box.

i. Note: If a user wants to print a second page containing the detailed attendance information, click
Detail.

Print policy and/or detail?

B Folicy

Dietail

Cancel Primt Print

b. Inthe print options box, usually a user just takes the default settings. Set the font size to “10, then click
next to Print Header (will make the school address and Principal lines at the top), then set the Alignment
of Header as Left. Click OK and the letters will go straight to the printer.

Please choose prink options: |

ALIGNMENT OF HEADER:

Print Header:

H Centered Left
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15. To print letters for selected students, click in select box by each desired student on the far left (Print
column).

Attendance By Period atPrdatnd

FREINT MAME
L] IMNEALK, DARRYL PALIL
L] UGET, SHALIMA ALEXAM...
L] ROUSSARD, BEVERLY RE..
CHARFPEMTIER, CATHERIM...
[ | |CONRAD, ANGELA MICHELE
[| |CORMIER, ANGELA AN
a

Next, click the Print Letters on the lower right (not the Print All Letters button). Click Print in the next box.

i. Note: If a user wants to print a second page containing the detailed attendance information, click
Detail.

Print policy and;or dektail?
m -

Cancel Print Print

b. In the print options box, usually a user just takes the default settings. Set the font size to “ 8 “ (this will
allow for proper text placement of the legend), click next to Print Header (will make the school address
and Principal lines at the top), then choose the Alignment of Header. Click OK and the letters will go

straight to the printer.

16. To print the listing on the screen only (no letters), click the Print Report button at the bottom center of the
screen.
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Attendance Parent Letters (Good for Tardy and Late To School Codes)

This program offers the user the ability to select specific attendance code(s) to generate attendance letters. It is very
good when trying to make letters for combinations of attendance codes, such as 14 U Tardy and 19 U Late to School.
Note: A user may want to check with the district coordinator to see if there is a district letter to be used with this report.

1. From the main Jpams screen, click Attendance, then Yes when asked to go to the Attendance Command
Center. Inthe menu bar, select Letters, then Attnd Parent Letters.

AUDITS & LISTS

Daily Absentee Report
Excessive Abs by Factor
Period Attendance Report

Tardy Anahysis ‘

2. Atthe setup box, set the desired Year, Date Span, Grade Span, and Quantity Span.

A Attendance Pare ptters 03.28.009.1 atPare x|
AR 1011 v
DISTH 027 -
00 004 Demo School 1 -
(i3 ; 0&/me2010 | i 1072972010
A A -1 | [ 12
Qa3 ; 3 1 499

3. Click in the Check for Absentee Code field. Click to select the attendance codes to search for, then click Close.

AR 1011 SEL AES CODE
— o 10 L 10 M Hospital Stay
11 L| 11 P Hornebound
00 004 Demo Schoc| 13| [] |12 U N Valid Reasan
Date Sha 08/09/2010 ) 13] [ ] [13 U Dress code violation
. 14 [¥] [14 U Tardyto class
: : 4 : 18] [ [15 E Other Medical®
Q 3 0 16 [] 16N court
S — 1419 17| L] |17 N Matural Disaster
18] | | 118 E Religious Holiday
Selecl™ 14/ [v] 10 U Late to schooliEarly Departure
D Attendance ette 20| [] |20 U Missed Bus
W 21| L] |21 E Checked out by parent
i) 1 E ) | ot b taackhar
Close Sul 0K Close

4. Click the Select Letter button. Click to select the attendance letter to be created. Note: You may want to check
with your district coordinator for the name of the file to be used for this report.

5. Click to place a check in the box next to Print Detail Attendance with letters. By choosing this option, the letter

Print Detail Attendance with letters
NettersiACA absletter912.dat

will be followed by a detailed attendance report for the student(s) chosen. Click Submit to run the report.
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6. A progress bar will appear. When done, a listing of students will be presented. A count of attendance records will
show on the far right of each student’s name. By clicking anywhere on the student’s row, a detailed attendance
window will appear showing all attendance records.

Attendance Parent Letters 03.28.09.1 atParentLetters LAH

DISTRICT/SCHOOLNEAR: 027 /004 f 0809 ATTENDANCE PARE

PRIN MAME 51D HOMER OO SCHOOL | AMOUNT
: OURIQ, JASON SHAYE 1040017 ag | —— E
: DESHAZO, MAREK JUDE 2040025 g oo4 5

x|

DATE  |omim[oc. [Imm iconipr.]  PsTD | F|H| o u|s|E[NDjoF O|oREASON IREASON|DRRE

10/22/2008 [07:5501 E 01 E|2008-10-23 | F Receive... Recefa

10/21/2008 [07:55(01 E 01 E|2008-10-23 [ * F Receive... Recel

1001372008 [07:5508 5 " F Outofs... =

101 0/2008 [07:55(08 5 s F Outof 5...

10/07/2008 [07:56(02 D 02 D[2008-10-08 [ F Dr Mote .. Dr Mo

10/02/2008 [07:55(01 E 01 E|2008-10-08 | * F Receive... Recel

10/01/2008 [07:55]05 U . F Dr/Fare..

09/29/2008 [07:59]14 U[07:58/14 U * o Lateftois... |Lateftoss. . -

q] Il | [ ¥
MAME HMRM FlHloluls]|EnDlop 51D G..
DURIO, JASON SHAYE 1800 |1 |6 |2 |3 |4 |0 1040017 06

7. To print letters for selected students, click in the select box to the left of the name of the student(s), then click the
Print Letters button at the bottom of the screen.

FRIM [ ANME
DURID, JASON SHAYE
DESHAZO, MARK JUDE
[] |ouPLECHIN, MIKE JOSEPH
v| |CORMIER, AMGELA ANN
[ ] |cOrRMIER, ROBERT JOSEFH
[] |DESHOTEL, SALLY RENEE Print Letters

8. To print letters for all students on the screen, click the Print All Letters button at the bottom of the screen.

9. To print the listing of students only, click the Print Report button at the bottom of the screen.
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Late Arrival/Early Departure Report

This program is used to make a report that lists students who arrive late to school. Inthe Attendance Command Center,
click Audits & Lists, then Late Arrival / Early Depart.

Fill the windows with data of your choosing and click on the check boxes of choice. Click OK when all entries are correct.

@Late Arrivals/Early Departures Analysis - atEarlylLate X|
DISTRICT: 027 -
SCHOOL: 004 Demo School 1 |
YEAR 1011 |
GRADE SPAN -1 TO 44
DATE SPAN 0aMarzo10 TO 081 412010
LATE ARRIVAL S:
Begin Timea: 0&:-00
Erd Tirne: 09:00
EARLY DEPARTURES:
Begin Tima: 14:00
End Tirne: 15:00
DETAIL REPORT I
SUMMARY REPORT
MWo. of Late Arrivals: ==
Mo, of Early Departures: ==
ACTIVE STUDENTS OHLY:
SKIP CODES DPN
ORDER: Alpha
[ | Grade
[ | Horme Room
Cancel | 0K
Results
f@lg Late Arrivals [ Early Departures - Summary Analysis atEarlylLate 08.30.01 LAH
HAME 5D GR HOMERQO DM LATE ARRIVALS |EARLY DEPART ..
OLF CATHERIME 0010010 03 MARY G i 1 -
CAMPBELL DARRYL 0015000 03 SMELLIMNG b i 2
|[BEASON JASON AN 0015019 03 MORMAN 1 1
[IJENKINS MIKE AL 0015022 03 SMELLIMG M i 1
|[EZERMACK BEVERL 0015023 03 MORMAN C i 1
|IHENDERSON DARRY 001503 03 MORMAN C 1 i
|[HURD CATHERINE 0015032 02 SISTRUMK K i 1
HILEWING SHAUNA N 0015034 03 SMHELLING M 3 1
|lWRIGHT DAVID SH 0015047 02 SISTRUMK K i 2
|IROGERE REBECCA, 0015052 10 CALLEMDER P i 1
||ADAMS BEVERLY K 0020018 10 FUMDERBLIRK M 2 I
||BREMER STEPHAMI 0110002 01 WRIGHT L i 1
|IFAIRCLOTH AMGEL 0115033 02 SISTRUMK K i 3
|[BURR BEVERLY MI 0514037 05 WWEBB A i 1
|IRIVERS CATHERIM 101000 10 FUNDERBLURK M ] I
|IMIMES MIKE THOM 1010004 06 PATRICK D 1 I
EMKINS JASON & 1010018 07 GREEN . i 1
|IFAIRCLOTH SHAUN 1010020 07 GREEN . 3 i
|[FREEMAN RACHAEL 1010023 02 GREEMJ 0 1
EZERMACHK JOHM J 1010026 02 GREEMJ 1 1
CRAIG ROBERT LA 1010030 02 SISTRUMK K i 1
WRIGHT JEFF LEE 1010032 02 GREEMJ i 1
WHELESS BEVERLY 1010033 02 SISTRUMK K i 1
i KER JEFF CLI 1010034 02 GREEMJ 1 i
TIMMOMNS CHRIS H 1010035 01 MITGHELL M 1 i
SMITH JEFF CODY 1010038 02 GREEMJ 4 1
BRACKETT TISHA 1010049 10 CALLEMDER P 1 2
RIWERS JEFF GLE 1010054 09 CATESE 5 i
YOLING JOHM PATR 2010003 11 FUMDERBLIRK M i 1 =
TR TN = ETPTTerT] TR ) 1 o]
| Help | Close | Print

yPrincipal's Admi... | (|25 LIl (A Efpe-o 5]
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Monthly Attendance Report

This program prepares a report that gives a percentage of absences as compared to instructional minutes taught. In
Attendance Command Center, click Audits & Lists, then Monthly Attendance Report.

Enter the correct Year, Atnd Date Span (Date span to be checked on), check Is Jsped Installed, then click Ok.
If a user wishes to pull back information by grade or homeroom, select these options in the Report Type area. The
default is Summary.

District level users: Pick the desired schools at the bottom.
Monthly Attendance Report Setup 09.28.10.10 MBL x|

011 |~

027
-1

ZEL hd

0755
0amarzi1o

1438

09302010

O

L
ALL STUDENTS

Sel Sch Mame District
[ l|oo0 [Demo Schoal 11 027
|_||001 |Dema Schoal 12 nz7
[ llo0z2 |Demo Schaoal 2 027
002 \Demo = chonl 12 DET
ﬁ 004 |Demo Schoal 1 0zy
0Nk Nemn Schonl 14 n»7 il

Give the report a moment while the attendance percentages are computed. Afterwards, the computation data will be
displayed on screen. The percentages are on the far right of the report.

To print a hardcopy, click on Print button on the bottom of the screen. Choose Print Average Totals to obtain a simple
report of percentages.

L=

e cance |
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Student Absentee Statistics Report
This report will show counts of student absences by type, excused vs unexcused. It also has the ability to make reward
cards for selected students.

1. InJpams, click the Attendance button. Click Yes when asked to go to the Attendance Command Center. In
the menu bar at the top, locate, then click on the menu item Audits & Lists. Click Student Absentee Statistics.

2. Atthe setup screen, set the Year, Grade range, and Date range. For the Late time range, set it to show the time
range for any student with any attendance record that falls in the time range.

x

District 027 -
School 004 Demo School 1...|
‘fear 1011

Grade From |09 - * Grade To

Date From 8-15-2010 jDate To 05-25-2011
Late From {03:00 Late To IEIQ:SEI

3. If the user wishes to filter out certain types of attendance records, the user can select Skip codes that will be left
out of the count. Click in the Skip Codes field, and then click the drop down arrows to select the attendance
codes to leave out. If the user does not wish to leave any attendance codes out of the report, don’t click anything

here.

x

District 027 -

School 004 Demo School 1...|

Year 1011 -

Grade From |09 w Grade To 12 -

Date From |03-10-2010 Date To 05-25-2011

Late From  [05:00 Late To 10030

Ekip Codes 0P M

Show all O] Enter Reward Messages SENHEESESEtan
oK | Cancel

4. If the user wishes to show all students, including the students with no attendance records, then click the Show All
checkbox.

a. This is very handy if the user is trying to locate students with no records. An example: To search for
students with no Tardy records, check the Show All box and locate students with no counts in the Tardy
column.

Show All
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5. If the user wishes to print reward cards for students with certain types of attendance patterns (Ex: Students with
no Tardy records, or no late to school postings), then click on the Enter Reward Messages button.
Late From |08:00 Late To 10:30
Skip Codes | DPM
Show All [ Enter Reward Message:
OK | Cancel
a. Click in the checkbox of the attendance types must have a count of O that the user is rewarding for. (EX..
In the screen shot below, a reward card is being made for students with no Tardies or Late to Schools,
therefore these two codes are being selected for the reward card type.
b. Inthe blank field below, type in a message to be displayed on the report, then click OK.
Reward Message Setup
No Skips
[ |skips
Tardies
V] Late-CD 19 <
[ ] Missed Bus
[]155i088
[] Other
[ | Late Time /
[ Total{all)
This student has had 0 Tardies
and 0 Late to Schools for
the period
02M 05201 00 12062010
6. After setting the date ranges, skip codes, and any other options on the setup box, click OK to run the report.
7. On screen, student names appear on the left and counts of absence record types appear in the center and right.
8. To print the report for all students, click the Select All button, then click the Print button, followed by the Send to
Printer button. The report will go directly to the printer.
9. To print the report for selected students, click the Sel (Select) box next to each desired student to show on the

printing. Next, click the Print button followed by Send to Printer button.

B student Absentee Statistics

SEL GO Marme

DST:027 0

Sidna

04 EABINEALK, DARRYL F

5040309

04 BLAMCHARD, MIKE A

9040002

09 EROUSEARD, CHRIS

g0400148

] CLEMEMT, BEVERLY P

9040004

03 COMEALX, DARRYL L

9040032

04 COMPTON, CATHERINE &

9040006

09 CONMOR, MIKE

3040047

uw._ll'_\l%_llﬂul_l

Ju] COMNRAD, ANGELA M

6049984

10. To print reward cards for all students that matched the criteria entered on the reward card setup, click the Select

All button, then click the Print Reward Card button. The system will check each student for eligibility for the
reward card, then include the matching student(s) in the print out. This will go directly to the printer.

11. To print reward cards for selected students that matched the criteria entered on the reward card setup, click the

Sel (Select) button by the desired students, then click the Print Reward Card button. This will go directly to the

printer.
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Appendix 1: Teacher Directions for Roll Call in First Period

1.

2.

Login to JGradebook, and then select the first hour class.

Click the “Attendance” label on the Gradebook toolbar to access the attendance module.

IGradebook Armstrong Middle School grlGradebook-10.16.061M

System  Assignmems w..”~ Students Reports Admin Help

* n|%[2)eE

[
New
T

Check roll and mark your Attendance Posting By Rester 04.14.05 T# 5
students absent by clicking tandinge Rosting By R0 03700

. ST ADAMS CAROLYN B TEACHER CADETI

only in the 1 column nmms R ——— —

(blue 00|umn) T |15T QUT oD E 0-REASON IN_|CoD -REASON DR GD| SID
[ANORUS, JAMIE LEI! 12| 2150003
CHADWICK, TABITHA RICHELLE 12| 5130333
ORAKE, HORMA FAYE 11| 5130230
FAULEK, MEAGAN CHRISTINE 12| 5130344,
GUILLORY, MAGHON HICOLE 41| £130381
HIEROHYMUS, At AS 11| 0130200

Important: When done, : = =

click on the

SignOffRollCall red

button.

The RollCall Verification Dialog appears. Type
lunch count in the yellow box.

£ RollCallVerification Dialog

If you need to contact the office about a mistake
just some information, on the next line (Do you
to add a memo?), click YES and a box will
appear for you to type your message.

Click OK when done and exit Attendance.

CANCEL
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Appendix 2: Attendance Codes in JPams

Attendance Code Types

“E” means Excused.

“U” means Unexcused.

“S” means Suspended.

“D” means Doctor.

“N” means “Extenuating”.

“P” means Provisional
(Under school control)

Attendance Codes

OlE
02D
03P
04 P
05U
06 N
07N
o8 u
09S
10N
11P
12U
13U
14U
15E
16N
17N
18E
19U
20U
21E
22E
23 E
24 E
25E
26 E
27U
28U
29E
30U
31°P
32E
33U
34 P
35U
36N
37°P
38N
39N
40P
41U
42 p
43U

Received note from parent
Dr Note Verified

In School Suspension
School Business/Ed Trip

Check with CWA. Generally is counted in 20 day rule.

Is counted in 20 day rule.

Is counted in 20 day rule.

Check with CWA. Generally is not counted in 20 day rule.
Check with CWA. Generally is not counted in 20 day rule.

Present under school control. Is not counted in 20 day rule.

Dr./Parent Note Needed (*Default)

Extenuating Circumstances
Funeral
Skipped
Out of School Suspension
Hospital Stay
Homebound
No Valid Reason
Dress code violation
Tardy to class
Other Medical
Court
Natural Disaster
Religious Holiday
Late to school
Missed Bus
Checked out by parent
Checked out by teacher
Checked out- other
Late to school
Conflict Resolution
Checked out - sick
Checked out by parent
Checked in by parent
Checked in by parent
Unexcused Absence
Time-out Room
Clinic
Received note from parent
Clinic

Other medical Can be used for excused instances of lice
Other medical Can be used for unexcused instances of lice
Staff Check out

Military

Transportation not provided

Saturday Makeup
Temporarily Excused
No Laptop in Class

Saturday Suspension Makeup
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44 P JDC Juvenile Detention Center
45 P Staff Check in

46 N Reason Unknown

47 P ISS — Alternative Site



