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Change Log

Change Log

The following Change Log explains by Product Version, Heading, Page, and Reason where 
changes in the ProgressBook StudentInformation Attendance and Calendar Guide have been 
made.
 

Product
Version Heading Page Reason

N/A “Student’s School Absences – 
Daily”

59 Updated image to reflect new user interface.

18.2.0 “Student Absence Search 
Summary (R309-B)”

101 Updated images and text to reflect the new Report 
Format options.

18.1.0 “Attendance Fast Entry/Update” 40 Updated images to reflect new user interface.

18.0.0 “Attendance Fast Entry/Update” 40 Updated text to reflect new typeahead find feature for 
course selection.

18.0.0 “Attendance Fast Delete” 46 Updated text to reflect new typeahead find feature for 
course selection.

17.3.1 “Student Attendance Menu” 59 Updated images to show new links between the 
Student’s School Absences screen and the Student 
Absence Intervention screen.

17.3.1 “Absence Intervention Letter 
Bookmarks”

89 Added section.

17.3.0 “Add Non-Attending Day 
Exceptions”

23 Added note.

17.2.2 “Daily Absence List – Daily 
Attendance”

49 Added caution text.

17.2.2 “Daily Absence List – Period 
Attendance”

52 Added caution text.

17.2.2 “Student’s School Absences – 
Daily”

59 Added caution text.

17.2.2 “Student’s School Absences – 
Period”

62 Added caution text.

17.2.2 “Student Absence Intervention” 67 Added new section.

17.2.2 “Manage Report Templates” 86 Added new section.
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Attendance and Calendar Overview
Attendance and Calendar Overview

There are two methods for reporting attendance: daily and period attendance. StudentInformation 
collects two types of attendance input: teacher attendance and office attendance. Teacher 
attendance allows the teacher to track a student’s absence from class for each period of the day 
(period attendance), but may also be used as the basis for reporting office attendance (daily). For 
EMIS reporting purposes, absences must be accumulated into a total for full days absent with the 
smallest increment being half a day, regardless of how it is collected. Each of these collection 
processes are explained later.

To begin taking attendance in StudentInformation, the school/district must first have several code 
tables set up or converted from SIS in order to have the capability to report attendance accurately. 
There must also be a Default Calendar as well as Sub-Calendars defined for attendance 
purposes. This guide walks you through the setup of the code tables that may be required, with 
an explanation of each of those applicable tables. There is also an explanation of the calendars, 
how they are defined, and the use of each type of calendar.

There are several reports that school personnel may create for their attendance reporting needs. 
Those are listed at the end of the guide with an explanation of each report type. You also have the 
option of producing absence letters to notify parents of their children’s absences and/or tardies. If 
this application is used, there are two additional tables that must be defined.

Understanding the Attendance and Calendar Module
The StudentInformation Attendance module collects student attendance to retain a history of the 
student’s absences, tardies, early dismissal, and late arrivals. The attendance application is an 
exception system, meaning that it keeps track of the times the student was not present and the 
duration of the absence, rather than the days the student was present. Days present are assumed 
and are calculated based on the days the student was enrolled minus any reported absences.

When absences are entered for a student, the date for each day is verified against a school 
calendar. Each school has a main or Master Calendar that defines the days that school is in 
session as well as Sub-Calendars for students that do not attend all day/every day. When 
reporting students as absent on any given day, the students must have a calendar that lists that 
day as an “attendance day” or they cannot be counted absent.

There are two main ways of taking attendance in StudentInformation: Daily Attendance and 
Period Attendance.

Daily Attendance
Daily Attendance is taken once per day or twice per day as a school desires. The student is either 
present or absent for the entire day or half of the day. Currently, this is the most common method 
of recording attendance information. This is also the method of attendance that must be reported 
to the state for EMIS reporting requirements.
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Attendance and Calendar Overview
The Daily Attendance may be input in the office only, in the student’s homeroom, or in a class 
period room by the classroom teacher. In addition to inputting the absence, other fields may also 
be entered – including an absence reason, absence notes, how the school was notified, and if the 
absence occurred in the morning, afternoon, or all day. These additional (optional) items are 
entered by office personnel on the official attendance record.

Daily Attendance is most commonly collected during the homeroom period if the students meet in 
their respective homerooms each day. Or it may be collected during a designated course period 
during the day. For instance, the high school may take attendance during the first period class 
each day and report that as the daily attendance for students. So if the student is not present 
during the designated time, the student is marked as absent and the record (if left unchanged) 
indicates that the student was absent for the entire day.

Daily Attendance only retains one set of database records: the official office attendance records. 
Once an absence record exists for a student, the record cannot be edited through the Teacher 
Menu's Daily Attendance screen unless the role of the teacher has the Daily Attendance 
Extended Permissions node in the sitemap active.

Office personnel and teachers can also add absences that span across a date range with the 
same Absence Type code, Absence Level, Reason, and Note. For example, if a student is on 
medical leave for a week due to surgery, the office personnel or teacher can record the absence 
and apply it across multiple days of the student’s attendance record in advance.

Period Attendance
Period Attendance requires that teachers take attendance each class period. The attendance 
records are sent to the office to become the office attendance. Changes to the official attendance 
may be resubmitted by the teacher each period of the day and once the office receives notification 
of the change, they can decide whether to accept or reject the changes.

Schools configured to collect period attendance must also set configuration options to indicate the 
number of period absences that equate to half and full day absences. Period Attendance must be 
translated to whole and half day absences for the required state reporting of attendance data via 
EMIS. When configuring Period Attendance, thresholds are used to convert period attendance to 
daily attendance. If the half-day Period Threshold is set to 4 and the full-day threshold is set to 
7, the student is given a half-day absence following their 4th period absence. The absence is 
updated to a full day absence following their 7th period absence. With this example, the 
Unexcused Period Thresholds could be set to 3 and 5. When the 4th period is missed and the 
system creates a half-day absence record, if 3 of the 4 periods missed are unexcused, then the 
half-day absence would be unexcused; otherwise, it would be excused. When the 7th period is 
missed, the system determines if at least 5 of the period absences are unexcused and sets the 
unexcused/excused setting appropriately for the full-day absence.

Teachers have the capability to keep period attendance in StudentInformation even if the school 
is configured for daily attendance. If a course period is designated as the course period for taking 
the daily attendance and the teacher wished to maintain their own period attendance records, the 
teacher is required to take the daily attendance and their own attendance separately due to the 
school’s desire for daily attendance and the teacher choosing to maintain period attendance 
separately.

There are two sets of period attendance database records: Teacher and Office. Only teachers 
are able to see and update the teacher records, and teachers are not allowed to modify office 
records.
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Attendance and Calendar Overview
When a teacher first loads the Period Attendance screen and submits attendance, any students 
marked as tardy or absent will have two records created: one for the teacher and one for the office.

If an office record (tardy or absent) already exists for a student, but no teacher record exists, the 
Present option is disabled on the Teacher Menu Period Attendance Entry screen. This is 
because the office has marked the student as not present and the teacher cannot override this. 
The teacher can select the student as either Tardy or Absent. When the teacher saves the 
attendance, a teacher record is created for this student's absence—this is now separate from the 
office record for the student.

If a teacher record (tardy or absent) already exists for a student, regardless of whether or not an 
office record exists, all three choices are available on the Teacher Menu Period Attendance 
Entry screen: Present, Tardy, and Absent.

• If Tardy or Absent is selected, the teacher record is updated. If an office record exists for 
this student, it is not modified. If there was no office record, one is created to match the 
teacher record.

• If Present is selected, the teacher record for this student is removed. If an office record 
exists for this student, it is not modified. The student's status subsequently changes to 
reflect the office absence record on the Period Attendance screen.

When a student's absence records are updated through the office, teacher records are not 
modified. If a teacher marks a student as Tardy or Absent, and the office deletes the absence 
record, the teacher's screen still displays the student as tardy or absent. If the teacher changes 
the student to Present, and the teacher's record is then removed, the student displays as present 
because no office or teacher absence record exists for the student.
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Attendance System Maintenance

Absence Types
Navigation: StudentInformation – Management – School Administration – Attendance 
Administration – Absence Types
An Absence Type indicates how the absence is characterized. Examples could be “E” for 
“excused,” “T” for “tardy,” or “N” for “not absent but not in attendance” (e.g., a field trip). Absence 
Types are school and school year specific.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort any column (Code, Name, Description, Modifier, Is Excused, Is Out 
of School Suspension, Use for Daily Attendance, Use for Period Attendance, Report to 
EMIS, Active) in ascending or descending order by clicking the column header.
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Add/Edit Absence Type

Code (required) – Enter up to 4 alphanumeric characters for the Absence Type Code. If you try 
to use an existing inactive Absence Type Code, you are prompted to reactivate this inactive 
Absence Type Code if you wish.

Name (required) – Enter the name of the Absence Type (30 characters).

Description (optional) – Enter a description of the Absence Type (200 characters).

Qualifier (required) – Select whether the Absence Type is considered Late/Tardy, Absent, 
Partial, or a Non-Absence from the drop-down list.

Is Excused (optional) – Select this check box to indicate that the Absence Type is considered 
excused.
Is Out of School Suspension (optional) – Select this check box to indicate that the Absence 
Type is considered an out of school suspension.

Use for Daily Attendance (optional) – Select this check box to indicate that the Absence Type is 
valid for daily attendance reporting and calculations.

Use for Period Attendance (optional) – Select this check box to indicate that the Absence Type 
is valid for period attendance reporting and calculations.

Report to EMIS (optional) – Select this check box to indicate that the Absence Type is reported 
to EMIS.
ProgressBook StudentInformation Attendance and Calendar Guide 5



Attendance System Maintenance
Absence Reasons Maintenance
Navigation: StudentInformation – Management – School Administration – Attendance 
Administration – Absence Reasons
Absence Reasons are used to define the reason that the absence has taken place. Absence 
reasons are school and school year specific.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort by any column (Code, Name, Description, Use for daily attendance, 
Use for period attendance, Active) in ascending or descending order by clicking the column 
header.
6 ProgressBook StudentInformation Attendance and Calendar Guide
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Add/Edit Absence Reason

Code (required) – Enter up to 4 alphanumeric characters for the Absence Reasons Code. If you 
try to use an existing inactive Absence Reasons Code, you are prompted to reactivate this inactive 
Absence Reasons Code if you wish.

Name (required) – Enter the name of the Absence Reason (30 characters).

Description (optional) – Enter a description of the Absence Reason (200 characters).

Use for daily attendance (optional) – Yes or No; if you select this check box, this Absence 
Reason is available for Daily Attendance.

Use for period attendance (optional) – Yes or No; if you select this check box, this Absence 
Reason is available for Period Attendance.
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Absence Notes
Navigation: StudentInformation – Management – School Administration – Attendance 
Administration – Absence Notes
Absence Notes are optional but may be used to give even more detail to an absence event. 
Absence Notes are school and school year specific.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted, but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort by any column (Code, Name, Description, Use for daily attendance, 
Use for period attendance, Active) in ascending or descending order by clicking the column 
header.
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Add/Edit Absence Note

Code (required) – Enter up to 4 characters alphanumeric Absence Note Code. If you try to use an 
existing inactive Absence Note Code, you are prompted to reactivate this inactive Absence Note 
Code if you wish.

Name (required) – Enter the name of the Absence Note (30 characters).

Description (optional) – Enter a description of the Absence Note (200 characters).

Use for daily attendance (optional) – Yes or No; if you select this check box, this Absence Note 
is available for Daily Attendance.

Use for period attendance (optional) – Yes or No; if you select this check box, this Absence Note 
is available for Period Attendance.

Absence Letter Rules
Navigation: StudentInformation – Management – School Administration – Attendance 
Administration – Absence Letter Rules
Schools regularly send absence letters through the mail to notify parents of their children’s 
absences and/or late arrival to school. StudentInformation gives the schools the ability to generate 
absence letters for students who have met specific criteria. Absence letters are generated when 
students have a number of absences that break a threshold level defined by the building 
administrators. The application also records each absence letter that the student receives. To 
perform the creation of attendance letters, the school must first set up various maintenance 
screens that defines rules to be used in the creation of those letters—Absence Letter Templates 
and Absence Letter Rules—and to determine when the letters are produced and to whom they 
are sent.
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This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted, but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort by any column (Code, Name, Description, Type, Is Active) in ascending 
or descending order by clicking the column header.

 – Click to view Rule Criteria.

Add/Edit Absence Letter Rule

Code (required) – Enter up to 4 alphanumeric characters for the Absence Letter Rule Code. If you 
try to use an existing inactive Absence Letter Rule Code, you are prompted to reactivate this 
inactive Absence Letter Rule Code if you wish. 

Name (required) – Enter the name of the Absence Letter Rule (30 characters).

Description (optional) – Enter a description of the Absence Letter Rule (200 characters).
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Rule Type (required) – Select Daily Interval, Daily Cumulative, Period Interval, or Period 
Cumulative from the drop-down list based on the following chart:

Absence Letter Rules Criteria
Navigation: StudentInformation – Management – School Administration – Attendance 
Administration – Absence Letter Rules
Each Absence Letter Rule has one or more Absence Letter Rule Criteria. The criteria define how 
the specific Absence Letter Rule functions and when it prints out Absence Letters.

Click  to view the criteria of a specific Absence Letter Rule.

Rule Type Description

Daily Interval A specified minimum number of daily absences (threshold) within a specified 
number of days (interval)

Daily Cumulative A specified minimum number of daily absences (threshold) over the entire date 
range (cumulative)

Period Interval A specified minimum number of period absences (threshold) within a specified 
number of days (interval)

Period Cumulative A specified minimum number of period absences (threshold) over the entire 
date range (cumulative)
ProgressBook StudentInformation Attendance and Calendar Guide 11
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This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted, but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort by the Threshold, Interval, Period Type, or Is Active columns in 
ascending or descending order by clicking the column header.

Add/Edit Absence Letter Rule Criterion

Absence Types (required) – Select and move the absence types for this rule from the Available 
dual listbox on the left to the Selected dual listbox on the right.

Absence types in available list: Excused/Unexcused – If you select the Excused check box, 
excused absence types display in the Available dual listbox. If you select the Unexcused check 
box, unexcused absence types display in the Available dual listbox. If you select both check 
boxes, all absence types display in the Available dual listbox.

Threshold (required) – Enter or select the minimum number of occurrences of the specified 
absence types that causes an absence letter to be created. This value increments by .5.

Interval (optional for Period Interval Rules and Daily Interval Rules only) – Enter the number of 
days over which to evaluate whether a student has reached the threshold.

Period Type (required for Period Cumulative Rules and Period Interval Rules only) – Select 
whether to count the Threshold or Interval based on Calendar Periods or Course Section Meeting 
Times (which may span multiple periods).
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Suppress Multiple Letters (optional) – If you select this check box, this rule suppresses multiple 
absence letters for the same student if the student meets more than one criterion. If you de-select 
this check box, a specific student could get multiple letters depending on the criteria met. The 
Precedence value is used to determine which criterion counts.

Precedence (required) – If a student meets multiple criteria for a rule, the student may get multiple 
letters. If the Suppress Multiple Letters check box is selected, the student only gets a letter for 
the criterion with the lowest Precedence value. So, for example, if a student is absent for 10 days, 
the 5-day criterion has a Precedence of 2, and the 10-day criterion has a Precedence of 1, the 
student only receives a letter for the 10-day criterion.

Lunch Type
Navigation: StudentInformation – Management – School Administration – Attendance 
Administration – Lunch Type
Lunch Type Codes displays on the Teacher Menu – Daily Attendance and Teacher Menu – 
Period Attendance screens and are used by the teacher to collect lunch counts for the office. The 
Lunch Type Codes can be customized by building.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted, but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort by any column (Code, Name, Field Length, Sort Order, Active) in 
ascending or descending order by clicking the column header.
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Add/Edit Lunch Type

Code (required) – Enter up to 4 alphanumeric characters for the Lunch Type Code. If you try to 
use an existing inactive Lunch Type Code, you are prompted to reactivate this inactive Lunch 
Type Code if you wish.

Name (required) – Enter name of Lunch Type Code; do not use the hyphen or dash character in 
Lunch Type names. If any names do not display on the Teacher Menu – Daily Attendance 
screen, shorten names as much as possible.

Field Length (required) – Field Length must be between 1 and 50.

Sort Order (required) – Enter the order (between 1 and 100) that the Lunch Type displays on the 
screen. The lowest sort order starts on the left and proceeds to the right with the next highest sort 
order.
14 ProgressBook StudentInformation Attendance and Calendar Guide
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Sub-Calendar Maintenance

A special sub-calendar is automatically created during the master calendar creation process. This 
sub-calendar applies (by default) to all students registering in that school unless the student is 
manually assigned a different sub-calendar. The primary sub-calendar must be initially created 
because students are never directly assigned to the master calendar; they are only assigned to 
the sub-calendars. All changes made to the master calendar affect all sub-calendars. The master 
calendar and sub-calendars then determine what days of attendance the student is present or 
absent for their expected attendance pattern.

Some examples of special attendance patterns requiring separate sub-calendars are as follows: 
part-time or part-week Kindergarten; students that attend JVS part-time; students that attend 
classes at other schools in the district; or students that attend other institutions. Additionally, a 
sub-calendar may be defined that designates alternate beginning and ending days of the school 
year – e.g., Kindergarten classes that start later in the fall or an early end date for High School 
seniors.

Each school may define as many sub-calendars as are needed to meet all the students’ reporting 
needs. The majority of students are assigned to the default sub-calendar, which can be any 
sub-calendar that the school designates as the default. If no default has been designated, then 
the sub-calendar created by the master calendar process becomes the default for all students.

The set up and creation of the master calendar is explained in detail in the School Setup and 
Initialization documentation. The sub-calendars are created for attendance purposes and are 
described in this documentation.

Sub-Calendars
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Sub-Calendars
Attendance sub-calendars are defined by indicating the day and the periods that students 
assigned to the sub-calendar are expected to be in attendance. Each attendance sub-calendar is 
defined by a code, name, and description.

Each sub-calendar is a subset of the school’s master calendar. Each sub-calendar defines 
additional non-attending days that are not present in the master calendar for the group of students 
assigned to that particular sub-calendar. Each sub-calendar may also designate specific periods 
of the day that the student is not expected to be in attendance at the school; for example, 
kindergarten students may only have sub-calendars specifying morning or afternoon for half day 
kindergarten classes.

Sub-calendars only define attendance exceptions to the master calendar. If the master calendar 
is altered to add or remove a day, that day extends to all students regardless of their sub-calendar 
assignment. For example, if the master calendar is altered to indicate a day as a non-attending 
due to a calamity circumstance (snow day), all students in the school are expected to not be in 
attendance that day without regard to their sub-calendar. Likewise, if a day is added to the master 
calendar, all students in the school are expected to be in attendance that day unless the 
sub-calendar to which the student is assigned is modified to indicate an attendance exception for 
the newly added day.
ProgressBook StudentInformation Attendance and Calendar Guide 15
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This configuration works very well for the following example:

• School has a two-hour delay due to bad weather and morning KG classes are canceled. 
This day is a regular attendance day for all students, but the morning KG attendance 
calendar can be modified to show this as a non-attending day for this group of students. 
Now the school’s attendance does not include this day for the KG group of students. The 
school’s attendance does not include this day for KG students in attendance calculations, 
but includes the day for all other students.

Each sub-calendar day is related to a master calendar day that shares the common date and each 
sub-calendar day designates if the non-attendance exception day is for the entire day or only for 
a portion of the day. If the exception day is only for a portion of the day, the sub-calendar day 
indicates the periods of the day that the students assigned to that particular sub-calendar are 
expected to be in attendance. The daily start time and daily stop time properties may be used in 
lieu of designating specific periods of the day for the schools where each day has an identical 
number of physical periods defined. Students on that sub-calendar (denoting daily start and daily 
stop times) are then expected to be in attendance the first full period of the day beginning after the 
daily start times specified. Each sub-calendar day must also indicate the attendance level to be 
counted (full or partial day of attendance) and the maximum absence that may be reported for 
absences for students on that day.

Note: Sub-Calendar 1 (default calendar) is automatically created from the master 
calendar and cannot be deleted.

School Year Initialization and Sub-Calendars – Sub-Calendars are copied from the current 
school year to the new school year as part of the School Year Initialization process. However, only 
the Code, Name, and Max Absence Level of the sub-calendar copy over—the actual exception 
days are not copied.

Non-Attending Days – Non-attending days are days when school is not in session. Any day 
students aren’t physically in the building is considered a non-attending day.

Summary – What are sub-calendars and why are they needed?

• Sub-calendars are for students whose attendance differs from the master calendar.
• Kindergarten students who attend only in the morning need a sub-calendar created since 

the master calendar is typically set up for full days.
• Sub-calendars ensure accurate attendance is calculated for students who attend 

part-time or not at all.
• Each school has at least two calendars: default and non-attending.
• The sub-calendars from the prior year are copied into the next school year in School Year 

Initializations. Before school starts, you must edit each sub-calendar and add exception 
days to the master calendar.

• If a new attendance situation arises that doesn’t fit into the current sub-calendars, a new 
sub-calendar needs to be created.
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Sub-Calendar Maintenance
This screen is used to display and edit data pertaining to the attendance sub-calendars. The 
screen displays all active attendance sub-calendars defined for the school.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted, but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You may sort by any column (Code, Name, Max Absence Level, Apply Percent of 
Time to Days Attended, Apply Percent of Time to Absences, Active) in ascending or 
descending order by clicking the column header.

 – Indicates that you cannot delete or edit this sub-calendar as this is the default calendar and 
is controlled by the master calendar. Additional sub-calendars that you create do not have locks.

 – Click to view sub-calendar days (see “Sub-Calendar Days.”)

 – Click to view sub-calendar students (see “Sub-Calendar Students.”)
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Add/Edit Sub-Calendar
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Sub-Calendar Maintenance
General Section
Code (required) – Enter up to 4 alphanumeric characters for the Sub-Calendar Code that make 
sense to you and your school. If you try to use an existing inactive Sub-Calendar Code, you are 
prompted to reactivate this inactive Sub-Calendar Code if you wish.

Name (required) – Enter the name of the sub-calendar that makes sense to you and your school.

Max Absence Level (required) – Select the maximum Absence Level: Full Absence, Half Day 
Absence, or Non-Attending. Half Day Absence is used for students on half-day calendars so that 
they can be marked with a full absence that only counts towards 0.5 days for attendance totaling 
for EMIS reporting purposes. Non-Attending is used for non-attending calendars, so that any 
erroneous attendance records are not recorded as absence for this student.

Daily Start Time (optional) – Enter the daily start time for the building’s sub-calendar.

Note: If you do not enter a Daily Start Time, the sub-calendar uses the master calendar’s 
Daily Start Time.

Daily Stop Time (optional) – Enter the daily stop time for the building’s sub-calendar.

Note: If you do not enter a Daily Stop Time, the sub-calendar uses the master calendar’s 
Daily Stop Time.

Override Default Period Attendance Settings (optional) – This option only appears for period 
attendance schools. If this option is selected, it opens up the default Period Attendance Settings, 
which are originally entered on the StudentInformation Options screen Attendance tab. You 
can then override the default period attendance settings for only this sub-calendar. For a detailed 
explanation of these fields, see the ProgressBook StudentInformation School Setup and 
Configuration Guide, section “Period Attendance Configuration.”

EMIS Section (only visible when the year in context is 2014-2015 or later):

Calendar Start Date – By default, this field displays the first school day of the master calendar. 
You can update the date for this sub-calendar.

Calendar End Date – By default, this field displays the last school day of the master calendar. 
You can update the date for this sub-calendar.
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Sub-Calendar Maintenance
Attendance Pattern – Select the attendance pattern of students tied to this sub-calendar. If all 
students on this sub-calendar attend the same days, leave the default selection of ** - Not 
Applicable.

All Grade Levels - ** – If this sub-calendar applies to all grade levels, select this check box. This 
value is then reported to EMIS as **.
Grade Levels – If this sub-calendar applies only to specific grade levels, select the grade levels 
by moving them from the dual listbox on the left to the dual listbox on the right. (You can hold down 
CTRL or SHIFT to make multiple selections and use any of the arrow icons to move the grade levels 
between the two dual listboxes.)

To Be Reported – Indicate if you are reporting calendar information by Days (default) or Hours. 
Districts that have a continuing contract defining the school year in days may use the Days option; 
all others should report Hours. (For more information, see the ODE’s EMIS Manual.)

Hours Per Day – Indicate the number of hours in your school day.

Exempt from Minimum Total Hours and/or Days – If this sub-calendar is exempt from the 
normal minimum total of hours/days, enter a numeric code in this field representing the reason for 
the exemption.

Ignore Percent of Time in Attendance Calculation – Select this check box if you do not want 
the update attendance process (ATTUPEMIS) to use students’ FTE (percent of time attending) 
when calculating attendance for this sub-calendar.

Include in Attendance Calculation – Select this check box if you want to include this 
sub-calendar in attendance calculations.

Date of Spring Administration – Math Test – Enter or select the date on which you will 
administer the spring OAA math test. (To report the date as “00000000,” leave this field blank.)

Not expected to be in attendance between the first and last day of school on every: – Select 
the check box beside any recurring weekday(s) on which students following this sub-calendar do 
not attend school (for example, Kindergarteners who do not attend on Fridays).

Note: You still need to create exceptions on the sub-calendars.

Expected to be in attendance between the first and last day of school on every: – Select the 
check box beside any recurring weekend day(s) on which students following this sub-calendar 
attend school (for example, schools whose students attend every Saturday or Sunday of the 
school year).

Report to EMIS – If you need to report this sub-calendar information to EMIS as part of calendar 
reporting Period C, keep this check box selected (default).
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Sub-Calendar Maintenance
Sub-Calendar Days
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Sub-Calendars

Click  to view sub-calendar days.

OR
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Sub-Calendar Days
ProgressBook StudentInformation Attendance and Calendar Guide 21



Sub-Calendar Maintenance
Note: To add non-attending day exceptions on sub-calendars for 
StudentInformation attendance and/or EMIS reporting purposes, see “Add 
Non-Attending Day Exceptions.”

View Sub-Calendars – Click to return to the Sub-Calendar Maintenance list.

 – Indicates that you cannot edit or delete this sub-calendar day as it is controlled by the master 
calendar.

Include Master Calendar Days – Select this check box to include master calendar days on this 
specific sub-calendar listing.

Sub-Calendar Students
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Sub-Calendars

Click  to view sub-calendar students.

OR
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Sub-Calendar Students

Effective Date (required) – Enter a date to view sub-calendar students, then click Go to refresh 
the list of students.

View Sub-Calendars – Click to return to the Sub-Calendar Maintenance list.
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 – Click to delete the student from this specific sub-calendar.

Name – Name of the student on this sub-calendar.

Student Number – Student number of the student on this sub-calendar.

Grade Level – Grade level of the student on this sub-calendar.

Add Non-Attending Day Exceptions
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Calendar Exception Management
OR
StudentInformation – EMIS – Calendar Reporting Collection (C) – Calendar Exception 
Management
This section explains how to add exceptions to a sub-calendar for non-attending days for both 
StudentInformation attendance and state reporting purposes. Exceptions are days that differ from 
what was set up originally when the Calendar Wizard was run during the school year initialization 
process. (To add non-attending day exceptions on multiple sub-calendars, to add multiple day 
exceptions at once, or to set up recurring exceptions, see “Bulk Update Non-Attending Day 
Exceptions.”) 

1. On the Calendar Exception Management screen, in the Calendars drop-down list, 
select the sub-calendar to which you want to add a non-attending day exception.

Note: If you are accessing this screen at the district level, you need to select the 
building/sub-calendar combination.

The sub-calendar displays the current month and shows the master and sub-calendar day 
types and any existing non-attending day exceptions with the following color coding:
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Note: The two types of state reporting exceptions are Student Exceptions (light 
blue) and Staff Exceptions (orange).

Note: If you need to add exceptions on multiple sub-calendars, click  to open the 
side menu, and then click Calendar Bulk Exception. (See “Bulk Update 
Non-Attending Day Exceptions.”) 
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2. (Optional) To change the view or select a different sub-calendar, use the appropriate 
option at the top of the screen. To filter the display based on color-coded day type, select 
or de-select the check box beside the day type(s) at the bottom of the screen.

3. Click the day for which you want to add the non-attending day exception(s).

4. In the window that opens, in the Sub Calendar Day section, indicate the non-attending 
day exception(s), if any, to be used within StudentInformation for attendance-taking 
purposes:

Note: If you are adding an exception for a day that falls outside the school year 
(such as teachers coming to school in August before the start of school), this 
section does not display.

Note: Exceptions in this section are not reported to the state. Each field within this 
section is optional.

a. To override the indicated Master Calendar Day Type for this sub-calendar, select a 
different Sub Calendar Day Type in the drop-down list.

b. Enter or select the expected Daily Start Time and Daily Stop Time designated for 
students on the selected day.

Note: If you do not enter a Daily Start Time or Daily Stop Time, the 
exception uses the current sub-calendar’s or master calendar’s value(s).

Note: If the current sub-calendar and master calendar do not have a Daily 
Start Time or Daily Stop Time, this message displays instead: “Neither 
the Sub-Calendar nor the Master Calendar have a Daily Start Time or 
Daily Stop Time entered.”

c. Select the check box beside each of the Periods of the Day during which students 
are physically expected to be in attendance on the selected day.
ProgressBook StudentInformation Attendance and Calendar Guide 25



Sub-Calendar Maintenance
5. In the State Reporting Exception(s) section, indicate the non-attending day exception(s), 
if any, to be used for state reporting purposes:

a. Click .

A blank entry displays.

b. In the Select an Exception drop-down list, select the exception type.

c. In the Hours field, enter the number of hours applicable to the exception type.
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d. (Optional): Repeat these steps to continue adding exceptions as needed.

6. Click Save.

A confirmation message displays, and the newly added exception(s) display on the 
sub-calendar.

Note: To edit an existing non-attending day exception, click the exception in the 
calendar, make any needed changes and save.

Bulk Update Non-Attending Day Exceptions
Navigation: StudentInformation – Management – School Administration – Scheduling 
Administration – Calendar Bulk Exception Management
OR
StudentInformation – EMIS – Calendar Reporting Collection (C) – Calendar Bulk Exception 
Management
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This section explains how to bulk update exceptions for non-attending days for both 
StudentInformation attendance and state reporting purposes. Exceptions are days that differ from 
what was set up originally when the Calendar Wizard was run during the school year initialization 
process. Using calendar bulk exception process, you can create exceptions on multiple 
sub-calendars, add multiple day exceptions, and/or set up recurring exceptions. (To add 
non-attending day exceptions for a single sub-calendar, see “Add Non-Attending Day 
Exceptions.”) 

1. On the Calendar Bulk Exception Management screen, in the Sub Calendar Day 
section, indicate the non-attending day exception(s), if any, to be used within 
StudentInformation for attendance-taking purposes.

Note: If you are adding an exception for a day that falls outside the school 
year (such as teachers coming to school in August before the start of school), 
changes to this section are not saved for that day.

Note: Exceptions in this section are not reported to the state. Each field within 
this section is optional.

a. To override a master calendar day type, select a different Sub Calendar Day Type 
in the drop-down list.

b. Enter or select the expected Daily Start Time and Daily Stop Time designated for 
students.

Note: If you do not enter a Daily Start Time or Daily Stop Time, the 
sub-calendar uses the master calendar’s value(s).

c. If students are physically expected to be in attendance every period of the school 
day(s) to which the current exception applies, select Include All Periods.

d. Select Update.

2. In the State Reporting Exception(s) section, indicate the non-attending day exception(s), 
if any, to be used for state reporting purposes.

a. Click .

A blank entry displays.

b. Indicate the exception type(s) that you want to bulk update as follows:
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• To add or update existing exception type(s):
i. In the Select an Exception drop-down list, select the exception type.

ii. In the Hours field, enter the number of hours applicable to the exception type.

iii. Select Add / Update Exception(s). 
• To remove existing exception type(s):

i. In the Select an Exception drop-down list, select the exception type.

ii. Select Remove Exception(s).
• To replace hours/days for existing exception type(s) with the information you are 

indicating on this window:
i. In the Select an Exception drop-down list, select the exception type.

ii. In the Hours field, enter the number of hours applicable to the exception type.

iii. Select Remove and Replace Exception(s).
3. (Optional): Repeat these steps to continue updating exceptions as needed.

4. In the Days section, click Add Days.

5. On the Day(s) window, select the days to which this bulk update should apply:

• To select individual days:
i. On the Add Day(s) tab, select each day by clicking it.
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The selected days display under Added Day(s).

Note: To remove a day, click .

ii. When the Added Day(s) section contains all of the days to include in the bulk 
update, click Use These Days.

• To select a pattern of recurring days:
i. On the Recurring Day(s) tab, enter Begin and End date range for the recurring 

exception.

ii. In the Days of the Week section, select the check box beside each day of the 
week to which the exception should be applied within the selected date range.

iii. Click Add To List.
iv. The selected days display under Added Day(s).

Note: To remove a day, click .

v. When the Added Day(s) section contains all of the days to include in the bulk 
update, click Use These Days.
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The selected days now display in the Day(s) section of the Calendar Bulk Exception 
Management screen.

Note: To remove a day, click .To remove all days, click Clear.

6. In the Calendar(s) section, select the check box beside each building or individual building 
calendar to which the exception(s) should apply.
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Sub-Calendar Maintenance
7. Click Save.

A confirmation message displays, and the added exceptions display on the respective 
sub-calendars on the Calendar Exception Management screen.
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Calendar Dates Wizard
Calendar Dates Wizard

Navigation: StudentInformation – Management – School Administration – School Building 
Administration – Calendar Dates Wizard
The Calendar Dates Wizard lets you modify the start and/or end dates for the school year and 
the stop dates for the schedule terms.

Modify School Year Start and End Dates
When you modify the start and/or end dates for the school calendar, StudentInformation also 
updates the course terms and teacher history on the course sections where the start or end dates 
match the modified calendar start or end date.

To modify the school year start and end dates:

1. On the Calendar Boundaries tab of the Calendar Dates Wizard screen, enter a new 
Start Date to change the start date for the calendar,

Note: The Change in start date is planned check box is currently nonfunctional.

2. Enter or select a new End Date to change the end date for the calendar.

Note: The Change in end date is planned check box is currently nonfunctional.
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3. Click Next. 
If school days are deleted from the calendar as a result of the change in the start or end 
date, the following message displays on the Configure and Confirm Boundary Changes 
tab.

4. If school days are added to the calendar as a result of the change in the start or end date, 
perform the following steps for each date added:

a. In the Rotation Day Type drop-down list, select the rotation day you want to apply to 
the date.

b. In the School Day Type drop-down list, select the school day type.

The Student Att. Day Count and Staff Att. Day Count fields display the default 
attendance value for the school day type you selected.

c. (Optional) To override the default student attendance value for the school day, modify 
the value in the Student Att. Day Count field.

d. (Optional) To override the default staff attendance value for the school day, modify the 
value in the Staff Att. Day Count field.

5. Click Next. 
If you are adding school days, StudentInformation adds the defined days to the calendar.

6. If you need to modify any of the schedule term stop dates as a result of the change in the 
school calendar, proceed to “Modify Schedule Term Dates.”
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7. If you do not need to modify the schedule term stop dates, click Next on the Schedule 
Term Dates tab without changing any of the stop dates.

The Non-Attending Days tab displays listing the days in the school calendar that are set 
as days in which school is not in session.

Note: The Change in Non attending dates are Planned check box is currently 
nonfunctional.

8. (Optional) To change the EMIS required reporting information for a specific non-attending 
date:

a. In the Date and Thru fields, enter the date for which you want to report EMIS 
information.

b. In the Day Type drop-down list, select the non-attending day type.

c. Click Save.

9. When you are finished viewing the non-attending days, click Next. 
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The Master Calendar Review tab displays, listing the adjusted master schedule with the 
new start and end dates for the school calendar.

10. When you are finished viewing the master schedule, click Finish. 
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Modify Schedule Term Dates
When you modify the schedule term dates, StudentInformation also updates the course terms and 
teacher history on the course sections where the end dates match the modified schedule term 
stop date.

Additionally, when the stop date is modified for a term, the start date for the next sequential term 
is also adjusted in the course’s teacher history. For example, if the stop date for the second 
9-week reporting period is 1/18/20xx and you set it to 1/20/20xx, then the start date for the next 
9-week reporting period is set to 1/23/20xx (the next school day after the stop date of the previous 
period).

To modify the schedule term dates:

1. On the Calendar Dates Wizard screen Calendar Boundaries tab, click Next without 
modifying the dates in the Start Date or End Date fields.

The Schedule Term Dates tab displays with a grid that lists the reporting terms, the 
corresponding course terms and the term stop dates for the building in context.

Note: If you modified the school calendar start and/or end dates, the Schedule 
Term Dates tab displays after you click Next on the Configure and Confirm 
Boundary Changes tab.

2. Enter or select the new Stop Date for the schedule term you want to change.

Note: The Change to Stop Dates are Planned check box is currently 
nonfunctional.

3. When you are finished modifying the stop dates for all of the terms you want to change, 
click Next.
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Calendar Dates Wizard
The Non-Attending Days tab displays, listing days in the school calendar that are set as 
days in which school is not in session.

Note: The Change in Non attending dates are Planned check box is currently 
nonfunctional.

4. When you are finished viewing the non-attending days, click Next.
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Calendar Dates Wizard
The Master Calendar Review tab displays listing the adjusted master schedule, which 
includes the new stop date for the term you changed and the new start date for the 
following term.

When you are finished viewing the master schedule, click Finish.
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Student Attendance Records

Student Attendance Records
There are several methods that may be used to enter attendance records for students. When an 
attendance record is entered for a student, the date is checked against the calendar specified for 
the student to ensure that it is a valid date on the calendar. If it is not a valid date, the attendance 
record may not be entered. If the date on the calendar is defined as a half-day, then only a half-day 
of absence may be entered with the proper AM/PM designation.

Attendance Fast Entry/Update
Navigation: StudentInformation – SIS – Attendance – Attendance Fast Entry/Update
The Attendance Fast Entry/Update screen can be used to quickly add an absence for a student 
or a group of students using default absence types, reasons, and notes. This method can be used 
by the office personnel when parents call in to report a student’s absence before school starts in 
the morning. This can also be used for adding absences for a group of students who would have 
the same absence type, reason, and note—e.g., a field trip.

Hide Event Details/Show Event Details – Toggles between hiding and showing event details 
(top half of screen).
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Hide Student Criteria/Show Student Criteria – Toggles between hiding and showing student 
search criteria (bottom half of screen).

Event Details

Absence Event Type (required) – Choose Period or Daily; the screen refreshes and only 
displays the fields that need to be entered based on the Absence Event Type. This field is 
disabled if the school is using a daily attendance configuration.

Date (required) – Enter the date of the absence event; defaults to today’s date if it is an attendance 
day or the most recent attendance day per the calendar.
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Absence Type Code (required) – Choose the correct absence type code from the drop-down list 
(defined in attendance administration).

Absence Level (required, daily only) – Select Full Absence, AM Absence, PM Absence, or 
Non-Absence.

Absence Reason (optional) – Select an absence reason from the drop-down list; this list is 
populated with items specified on the Absence Reason Maintenance screen.

Note: If Period is selected as the Absence Event Type, this field only displays if 
the Collect Reasons check box is selected in the StudentInformation Options 
screen Attendance tab Period Attendance option.

Absence Note (optional) – Select an absence note from the drop-down list; this list is populated 
with items specified on the Absence Note Maintenance screen.

Note: If Period is selected as the Absence Event Type, this field only displays if 
the Collect Notes check box is selected in the StudentInformation Options 
screen Attendance tab Period Attendance option.

Time In (optional, daily only) – Enter the time that the student arrived.

Time Out (optional, daily only) – Enter the time that the student left.

Periods Present / Periods Absent (required, period only) – In the Periods Present dual listbox 
on the left, select the periods for the absence event, then click  to move them to the Periods 
Absence dual listbox on the right. (You can hold down CTRL or SHIFT to make multiple selections 
and use any of the arrow icons to move students between the two dual listboxes. Click  to 
move all items from one dual listbox to the other.)

Comment (optional) – Enter a comment concerning this absence event.

Retain Values – Select this check box to keep entered values for all Event Details fields (except 
Reason and Note for period events). These values are retained for the remainder of your current 
StudentInformation session.

Show Defaults – Click to erase any data entered in this section and replace them with default 
values.

Search Mode – Enter Student IDs

Student ID (required) – Enter student IDs separated by commas.
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Search Mode – Search for Students

Grade (optional) – Search for students in a specific grade by selecting it from the drop-down list.

Teacher (optional) – Search for students that have a specific teacher by selecting them from the 
drop-down list.

Membership Group (optional) – Search for students in a specific membership group by selecting 
it from the drop-down list.

Membership (optional) – Search for students in a specific membership by selecting it from the 
drop-down list.

Homeroom (optional) – Search for students in a specific homeroom by selecting it from the 
drop-down list.

Course Section (optional) – Search for students in a specific course section (enter at least 2 
alphanumeric characters of the course name or code to use the typeahead find feature or click 

 to open the Course Selection Wizard).

District of Residence IRN (optional) – Search for students living in a specific district; click  to 
go to the Ohio Department of Education Search Organization website.

Attending/Home IRN (optional) – Search for students with a particular attending/home school; 

click  to go to the Ohio Department of Education Search Organization website.

Include students with absences – Select this check box to include students who already have 
absence events in the list. This can be used to update student absences. This also displays 
existing absence types and levels in the list.

Vary Absence Types by Student – Select this check box to enter a separate Absence Type for 
each student. Each student’s Absence Type defaults to the absence type selected in the Event 
Details section. If this is not selected, the absence type for all students defaults to the absence 
type selected in the Event Details section.
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Preview Students – Click to view students that match the current search criteria.

Hide Student Preview / Show Student Preview – Toggle between hiding and showing the 
students selected by the search criteria.

 – In each corresponding row for a student, select the check box to add the absence event to 
the student records selected. De-select the check box for any student who should not have this 
absence event added. Select the check box to the left of the Student Name column header to 
select all individual students’ check boxes.

Save – Update the student records with these absence events.

If you did not have the Vary Absence Types by Student check box selected, the Student 
Preview looks like this instead:

In either case, you receive a confirmation message when the Absence Entries have been 
recorded.
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If the Include students with absences check box was selected, existing events display.

 – Hover your cursor over  to view the details of this absence event.
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Attendance Fast Delete
Navigation: StudentInformation – SIS – Attendance – Attendance Fast Delete
The Attendance Fast Delete screen can be used to quickly remove absences for a student or a 
group of students.
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Hide Student Criteria/Show Student Criteria – Click to toggle between hiding and showing 
student search criteria.

Search Mode (required) – Select either Search for students or Enter student Ids. The criteria 
fields that display are different depending on the selected mode. The fields listed below display 
for the Search for students mode unless noted otherwise.

Student ID (required, Enter student Ids search mode only) – Enter student IDs separated by 
commas.

Grade (optional) – Search for absence events for students in a specific grade by selecting it from 
the drop-down list.

Teacher (optional) – Search for absence events for students that have a specific teacher by 
selecting them from the drop-down list.

Membership Group (optional) – Search for absence events for students in a specific membership 
group by selecting it from the drop-down list.

Membership (optional) – Search for absence events for students in a specific membership by 
selecting it from the drop-down list.

Course Section (optional) – Search for students in a specific course section (enter at least 2 
alphanumeric characters of the course name or code to use the typeahead find feature or click 

 to open the Course Selection Wizard).

Homeroom (optional) – Search for absence events for students in a specific homeroom by 
selecting it from the drop-down list.
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District of Residence IRN (optional) – Search for students living in a specific district; click  to 
go to the Ohio Department of Education Search Organization website.

Attending/Home IRN (optional) – Search for students with a particular attending/home school; 

click  to go to the Ohio Department of Education Search Organization website.

Fields that Display for Both Search Modes:
Absence Event Type – Select Daily or Period from the drop-down list to search for absence 
events of that type. This field is disabled if the school is using a daily attendance configuration.

Date (required) – Enter a date to search for absence events of a particular date.

Absence Type Code (optional) – Select an absence type code to search for absence events of 
that type.

Absence Level (optional) – Select an absence level (Full Absence, Non-Absence) to search for 
absence events with only that level.

Absence Interval (optional) – Select an absence interval (AM, PM) to search for absence events 
in that interval.

Absence Reason (optional) – Select an absence reason to search for absence events with that 
reason.

Absence Note (optional) – Select an absence note to search for absence events with that note.

Hide Student Preview/Show Student Preview – Click to toggle between hiding and showing the 
students selected by the search criteria.
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Delete Event  – If you select the check box next to a student, you can delete the corresponding 
absence event from the student records. Selecting the check box at the top of the column selects 
all absence events listed.

Delete – Click to delete the selected absence events; a confirmation screen displays.

Note: You cannot undo this process once confirmed.

OK – Click to process the absence event deletion.

Note: You cannot undo this process once confirmed.

Cancel – Click to prevent the absence event deletion.

Once the absences are deleted, you are returned to the Attendance Fast Delete screen. A 
confirmation message displays and the student preview no longer displays the absence events 
you deleted.

Daily Absence List – Daily Attendance
Navigation: StudentInformation – SIS – Attendance – Daily Absence List – Daily 
Attendance tab
The Daily Absence List screen Daily Attendance tab displays a list of all students absent for a 
selected day. The Show Attendance Statistics toggle displays or hides a tally of absences for 
the selected dates. You can also search for a student and add an absence using the Search for 
Student field.

�
Caution:If your school is using period attendance, you must always 
enter all absences on the Period Attendance tab for accurate 
attendance calculations. You cannot enter any absences as daily 
absences.
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Add Absence Event – Enter last name, first name, or student number to search for a student.

Add Absence for Student – Opens Absence Event Maintenance – Daily Attendance screen 
for student in search field.

From Date / To Date (required) – Enter the date or range of dates for which to display absence 
records: both fields default to today’s date.

Include Absences Outside of Admission Dates – Select this option to include student 
absences outside of student admission dates.

Go – Click to view the Daily Absence List in a grid.

Show Home School – Select this check box to include the home school on the Daily Absence 
List.
Show Attendance Statistics/Hide Attendance Statistics – Click to view/hide the Attendance 
Statistics grid for the selected date or date range; attendance statistics include totals by absence 
level, absence type, grade level, absence reason, and absence note.
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 – This displays the total records that are included and allows you to select 
the number of records that display per screen. Use the controls on the top left of the Daily 
Attendance tab to navigate between screens of records. The default is set to All Rows.

Sorting – You may sort by several columns (Name, ID, Absence, Date, HR, GR, Type, Reason, 
and Note) in ascending or descending order by clicking the column header.

Name – Name of student who was absent or tardy on selected date.

ID – Student Number of student who was absent or tardy on selected date.

Absence – Specifies Full Absence, AM Absence, PM Absence, or Non-Absence.

Date – Specifies the date of the absence event.

HR – Student’s homeroom on the selected date.

GR – Grade level of the student.

Type – Absence type of the student’s absence on selected date.

Reason – Absence reason of student’s absence on selected date.

Note – Note of student’s absence on selected date.

Comments – Displays any absence comments entered during absence entry for this student's 
absence.

In – Displays time of arrival for partial day absences.

Out – Displays time of departure for partial day absences.

Home Phone – Displays phone number on file for student.

 – Click to edit this absence record (see “Student’s School Absences – Daily”  for more 
information on editing absence records).

 – Select the check box in the row of any record to remove it (or select the check box at the top 
of the column to select all records), then click Delete Selected to remove the selected absence 
records.
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Daily Absence List – Period Attendance
Navigation: StudentInformation – SIS – Attendance – Daily Absence List – Period 
Attendance tab
The Daily Absence List screen Period Attendance tab displays a list of all students absent for 
a selected day and period. This option is only available for use with schools configured for period 
attendance.

From Date/To Date (required) – Enter a date or range of dates for viewing absence records; 
defaults to today’s date.

Select a Period – Select the period for which you wish to view the Daily Absence List grid.

Show Home School – Select this check box to include the home school in the Daily Absence 
List grid.

�
Caution:If your school is using period attendance, you must always 
enter all absences on the Period Attendance tab for accurate 
attendance calculations. You cannot enter any absences as daily 
absences.
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Show Attendance Statistics/Hide Attendance Statistics – Click to toggle the display of 
attendance statistics for the selected date or date range; attendance statistics include total 
students listed, total absence events, and totals by absence type.

 – This displays the total records that are included and allows you to select 
the number of records that display per screen. Use the controls on the top left of the Period 
Attendance tab to navigate between screens of records. The default is set to All Rows.

Include Absences Outside of Admission Dates – Select this check box if you would like the 
Daily Absence List grid to contain student absences outside of student admission dates.
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Sorting – You may sort by any column (Name, ID, Teacher, CRSE/SEC, Date, GR, Type, 
Comment) in ascending or descending order by clicking the column header.

Name – Name of student.

ID – Student number of student.

Teacher – Teacher of the student’s course section during the selected period.

CRSE/SEC – Course section of the student during the selected period.

Date – Date of the absence event.

GR – Grade level of the student.

Type – Absence type of the student’s absence event.

Comment – Displays any absence comments entered during absence entry for this student's 
absence.

 – Click to edit this absence record (see “Student’s School Absences – Period”  for more 
information on editing absence records).

 – Select the check box in the row of any record to remove it (or select the check box at the top 
of the column to select all records), then click Delete Selected to remove the selected absence 
records.

Daily Attendance Completion List
Navigation: StudentInformation – SIS – Attendance – Daily Attendance Completion List
The Daily Attendance Completion List screen displays whether homeroom teachers have 
submitted their daily attendance. This screen is typically used in the morning by the attendance 
clerk.
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Date – Select the date for which you wish to view the Daily Attendance Completion List grid; 
defaults to today’s date.

Collection – Displays the type of daily attendance collection.

Teacher – Displays the homeroom teacher’s name.

Location – Displays the room or location of the homeroom teacher.

Course – Displays the course ID.

Submitted – Indicates if attendance been submitted (Yes or No).

Period Attendance Completion List
Navigation: StudentInformation – SIS – Attendance – Period Attendance Completion List
The Period Attendance Completion List displays whether homeroom teachers have submitted 
their period attendance or not. This screen is typically used by the attendance clerk.

Date – Select the date for which you wish to view the Period Attendance Completion List grid; 
defaults to today’s date.

Period – Displays the period during which the period attendance was collected.

Teacher – Displays the homeroom teacher’s name.

Location – Displays the room or location of the homeroom teacher.

Course Section – Displays the course section.

Submitted – Indicates if attendance been submitted (Yes or No).

Note: If the school uses a daily attendance configuration, the following message 
displays when you access this screen:
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Lunch Counts
Navigation: StudentInformation – SIS – Attendance – Lunch Counts
The Daily Lunch Counts screen displays each teacher’s lunch count and a total lunch count by 
building. This screen is typically used in the morning by the attendance clerk or by cafeteria 
personnel.

Date – Select the date for which you wish to view daily lunch counts; defaults to today’s date.

Staff Name – Name of the staff who submitted their lunch count through the Daily Attendance 
or Period Attendance screen.

Course – Course number for which lunch count was taken by staff.

Tray, Salad, Salad Names – Lunch type columns defined by building; see “Lunch Type”  for more 
information defining lunch types. These values are entered by the staff using the Daily 
Attendance or Period Attendance screen.

Totals – Total of the numeric values for each lunch type column.
56 ProgressBook StudentInformation Attendance and Calendar Guide



Student Attendance Records
Attendance Letter History
Navigation: StudentInformation – SIS – Attendance – Letter History
The Attendance Letter History screen displays a list of all attendance letters generated within a 
specified range of dates that meet the selected criteria. From this screen, you can also hide letters, 
which, if the student still matches the criteria for a letter, the student will receive another letter for 
the same absence dates.

Start Date / End Date (required) – Enter a range of dates to view all letters that meet the other 
filter criteria within the date range.

Rule Type (optional) – Select a rule type (Daily Interval, Daily Cumulative, Period Interval, 
Period Cumulative) to only view letters for students who violated that rule type.

Letter Rule (optional) – Select a letter rule to only view letters for students who violated that rule.

Grade Level (optional) – Select a grade level to only view letters for students in that grade level.

Search – Click to refresh the letter list after changing the date range or filter criteria.

 – Select this check box (or select the check box at the top of the column to select all letters), 
then click Hide/Unhide Selected Records to hide the selected letters. If a student has a hidden 
letter, they will receive another letter for the same violation if you run absence letters again. If you 
are viewing inactive (hidden) records, you can select this check box and click Hide/Unhide 
Selected Records to unhide the selected letters, which prevents the student from receiving any 
additional letters for the same violation.

Sorting – You may sort by any column (Student, Student Number, Grade, Date Generated, 
Rule Code, Threshold Broken, Violation Date, Active) in ascending or descending order by 
clicking the column header.

Threshold Broken – This indicates which rule criterion the student exceeded in order to receive 
the letter.

Note: If a student broke multiple thresholds, only the threshold with the highest 
Priority displays.
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Violation Date – Indicates the date on which the student received the absence event that 
exceeded the threshold.

Show Active Only – De-select this check box to view inactive/hidden attendance letters. You 
must de-select this check box if you wish to unhide letters.

When you attempt to hide letters, you receive a confirmation screen:

De-select the Show Active Only check box to view and/or unhide inactive letters.
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Student Attendance Menu

Student’s School Absences – Daily
Navigation: StudentInformation – SIS – Student – Attendance – School Absences
The Student’s School Absences screen displays a summary of a student’s absence events for 
a range of dates. You can then add, edit, or delete specific student absences. You must have a 
student in context to view student absences.

If you have the proper permissions, you can click the Student Absence Intervention link to 
access the Student Absence Intervention screen for the student in context (see “Student 
Absence Intervention” ).

�

Caution: If your school is using period attendance, you must always 
enter all absences on the Period Attendance tab for accurate 
attendance calculations. You cannot enter any absences as daily 
absences as the attendance calculator ignores all daily absence 
records.
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Start Date / End Date (required) – Enter a range of dates to view absence records for the student.

Go – Click to refresh the screen with absence data using the new date range entered.

Note: The Period Attendance tab is disabled if the school is using a daily 
attendance configuration.

Show Full Year Attendance Statistics/Hide Full Year Attendance Statistics – Click to toggle 
the display of attendance statistics for the entire year for this student; attendance statistics include 
totals by absence level and absence type.

This screen has standard add record and edit record controls.

Sorting – You can sort by any column (Date, Calendar, Absence Level, Absence Type, 
Reason, Note, Time In, Time Out, Comment) in ascending or descending order by clicking the 
column header.

 – Select these check boxes in the row of any records you wish to remove (or select the check 
box at the top of the column to select all records), then click Delete Selected Absences to remove 
those absence records.

 – Click to edit this student absence.

Include Absences Outside of Admission Dates – Select this check box to display all absence 
records for the student, even if they were entered (or imported) with an incorrect date outside of 
the range of dates the student was enrolled.
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Add/Edit Daily Absence Event

Absence Event Type (required; display-only if editing) – Select Daily or Period (defaults to Daily 
if on the Daily tab or to Period if on the Period tab).

Date(s) (required) – Enter only the first date for a single-day student absence (defaults to today’s 
date). Optional: To add multiple absences over a date range with the same absence event details, 
enter the second date (defaults to blank).

Absence Type Code (required) – Select an applicable absence type code.

Absence Level (required) – Select an absence level (defaults to Full Day); options are 
dependent on the Max Absence Level value on the student's calendar for the selected date.

Qualifier – Displays the qualifier associated with the corresponding absence type code.

Collection Period (required) – Select a collection period when the school is configured for daily 
attendance at a frequency of twice per day (on the StudentInformation Options screen 
Attendance tab) and a non-absence level, Absence Type Code is selected.

Absence Reason (optional) – Select an applicable absence reason.

Absence Note (optional) – Select an applicable absence note.

Time In (optional) – Enter the time of arrival for partial day absences.

Time Out (optional) – Enter the time of departure for partial day absences.

Comment (optional) – Enter a comment related to this absence.

Retain Values – If you select this check box, when you click Save and New, the new absence 
event entry screen keeps the same values you entered for all fields except Absence Level. These 
values are only retained for the current user and only for the duration of the current active session.

Show Defaults – Click to clear and restore all fields to the default data.
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Student’s School Absences – Period
Navigation: StudentInformation – SIS – Student – Attendance – School Absences
The Student’s School Absence screen displays a summary of a student’s absence events for a 
range of dates. You can then add, edit, or delete a specific student’s absences. You must have a 
student in context to view student absences.

If you have the proper permissions, you can click the Student Absence Intervention link to 
access the Student Absence Intervention screen for the student in context (see “Student 
Absence Intervention” ).

Start Date / End Date (required) – Enter a range of dates to view absence records for the student.

Go – Click to refresh the screen with absence data using the new date range entered.

�

Caution: If your school is using period attendance, you must always 
enter all absences on the Period Attendance tab for accurate 
attendance calculations. You cannot enter any absences as daily 
absences as the attendance calculator ignores all daily absence 
records.
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Show Full Year Attendance Statistics/Hide Full Year Attendance Statistics – Click to toggle 
the display of attendance statistics for the entire year for this student; attendance statistics include 
total period events and totals by absence type and by period.

This screen has standard add record and edit record controls.

Sorting – You can sort by any column (Date, Period, Absence Type, Absence Reason, 
Absence Note, Comment) in ascending or descending order by clicking the column header.

Note: When Date is selected for sorting, the screen also has a secondary sort by 
Period in ascending order.

View All Periods – Select a period by which to filter the list of student period absences, or leave 
-- View All Periods -- selected to view all period absence events.

 – Select these check boxes in the row of any records you wish to remove (or select the check 
box at the top of the column to select all records), then click Delete Selected Absences to remove 
those absence records.

 – Click to edit this student absence.
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Include Absences Outside of Admission Dates – Select this check box to display all absence 
records for the student, even if they were entered (or imported) with an incorrect date outside of 
the range of dates the student was enrolled.

Add/Edit Period Absence Event

Absence Event Type (required; display-only if editing) – Select Daily or Period (defaults to 
Period if on Period tab or to Daily if on Daily tab).

Date(s) (required) – Enter only the first date for a single-day student absence (defaults to today’s 
date). Optional: To add multiple absences over a date range with the same absence event details, 
enter the second date (defaults to blank).

Absence Type Code (required) – Select an applicable absence type code.

Period (required) – In the dual listbox on the left, select the period(s) during which the student was 
absent, then click  to move them to the dual listbox on the right. (You can hold down CTRL or 
SHIFT to make multiple selections and use any of the arrow icons to move periods between the 
two dual listboxes.)

Include Periods with Absences – Select this check box to include periods during which the 
student already has a period absence in the Period dual listbox on the right.

Absence Reason (optional) – Select an applicable absence reason.

Absence Note (optional) – Select an applicable absence note.

Comment (optional) – Enter a comment related to this absence.
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Retain Values – If you select this check box, when you click Save and New, the new absence 
event entry screen keeps the same values you entered for all fields except Period (which also 
requires you to change the date to refresh it).

Note: These values are only retained for the current user and only for the duration 
of the current active session.

Show Defaults – Click to clear and restore all fields to the default data.

External Absence
Navigation: StudentInformation – SIS – Student – Attendance – External Absences
Students that attend a school part-time, such as JVS students or students that transfer from other 
schools where complete attendance records may not be available, must have their attendance 
information exported from the JVS (Management > Import/Export > Home School Export) and 
then imported into the home or new school (Management > Import/Export > Home School 
Import). This allows both the external and home school absences to be printed on the student’s 
transcript. External absences are not used by the Student Attendance (ATTUPEMIS) process 
when calculating attendance.

This screen has standard add record, edit record, and delete record controls.

Sorting – You can sort by any column (School Year, School, Days Attended, Absent Excused, 
Absent Unexcused, Days Tardy) in ascending or descending order by clicking the column 
header.

Note: ABHI records from years a student attended a school while it was on SIS 
also show up as external absences. For some imported records, Days Attended 
may be 0. These records need Days Present added, as the StudentInformation 
load or import process that created these records was unable to calculate Days 
Present (which StudentInformation normally performs by subtracting Days 
Absent Excused and Days Absent Unexcused from total possible days). 
Contact your technology center personnel for more information.

 – Indicates that this record is from a previous school year and cannot be modified. Change 
context to the previous school year to edit absence values in this record.
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Add/Edit External Absence

School IRN (required) – Enter a valid 6 digit School IRN code. The school name is retrieved using 

the school IRN entered. Click  to go to the Ohio Department of Education Search Organization 
website.

Other School Name – This field displays the name of the school based on the previously entered 
IRN. If you enter 999999 for School IRN, this field displays PSEO/Out of State/Private and 
becomes editable and required.

Days Attended (required) – Enter the number of days attended at this particular school; can be 

entered manually or adjusted in increments of 0.5 using .

Days Absent Excused (required) – Enter the number of days absent (excused) at this particular 

school; can be entered manually or adjusted in increments of 0.5 using .

Days Absent Unexcused (required) – Eenter the number of days Absent (Unexcused) at this 

particular school; can be entered manually or adjusted in increments of 0.5 using .

Days Tardy (required) – Enter the number of days tardy at this particular school; can be entered 

manually or adjusted in increments of 0.5 using .

Comments (optional) – Enter attendance comments for this student at this particular school; 
many StudentInformation import processes list their names here as a record.
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Student Absence Intervention
Navigation: StudentInformation – SIS – Student – Attendance – Student Absence 
Intervention
On this screen, you can view a summary of the student’s excessive absences, habitual truancies, 
and any thresholds the student has met. You can also view the district’s responsibilities; create 
and update absence intervention information and parental contact records for the student; and 
print absence intervention letters. Users must have the proper security settings in order to view 
and/or modify this screen.

If you have the proper permissions, you can click the Student Absences link to access the 
Student’s School Absences screen for the student in context (see “Student’s School Absences 
– Daily”  and “Student’s School Absences – Period” ).

Refer to the appropriate section as follows:

• To create an absence intervention, see “Create Intervention” 
• To edit an absence intervention, see “Edit Intervention” 
• To view the student’s current absence hours, see “Current Absence Hours” 
• To print an absence intervention letter, see “Print Absence Intervention Letter” 
• To view important dates, such as when the student crossed a threshold or when the 

intervention team was created, see “Thresholds” 
• To keep track of the district’s responsibilities when a student has triggered a threshold, 

see “District Responsibilities Checklist” 
• To create or modify an intervention team, see “Intervention Team” 
• To create or modify parent involvement records, see “Parent Involvement” 

�
Caution: If you do not have edit permissions for this screen, the 
Create Intervention and Update Intervention buttons are hidden 
and you cannot save your changes.
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• To create or modify judicial contact records, see “Judicial Contact” 
• To create or modify other contact records, see “Other Contact” 

Create Intervention
Whether or not a student has crossed an absence threshold, you can create an absence 
intervention and an intervention team for the student. If a student is approaching a threshold, it 
can be useful to preemptively start an absence intervention.

1. On the Student Absence Intervention screen, click Create Intervention.

A success message displays and more options are available to you. You can now select 
check boxes in the “District Responsibilities Checklist” ; add or edit the 
“Intervention Team” ; and add, edit, or delete the “Parent Involvement,” “Judicial Contact,” 
and “Other Contact”  records.

�
Caution: If you do not have edit permissions for this screen, the 
Create Intervention button is hidden.
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Edit Intervention
Note: When you make a change to any item on the Student Absence 
Intervention screen, the changes do not automatically save.

1. Make the changes you want on the screen. You can select check boxes in the “District 
Responsibilities Checklist” ; add or edit the “Intervention Team” ; and add, edit, or delete 
the “Parent Involvement,” “Judicial Contact,” and “Other Contact”  records.

2. On the top right or bottom of the screen, click Update Intervention.

�
Caution: If you do not have edit permissions for this screen, the 
Update Intervention buttons are hidden and you cannot save your 
changes.
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A success message displays.

Current Absence Hours
The Current Absence Hours grid displays the student’s absence hours against different 
thresholds. For more information on the absence thresholds students can trigger, see the 
ProgressBook StudentInformation HB410 District Task List.

If a student has crossed any threshold, the absence number displays in red.
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The student’s Consecutive Hours only display in this grid if the student has accumulated at least 
50% of the consecutive monthly Habitual Truancy threshold. For example, if a student has 2 hours 
of consecutive absences, #3 displays as 0/30; if the student has 15 hours of consecutive 
absences, #3 displays as 15/30; if the student has 30 hours of consecutive absences, #3 displays 
as 30/30 in red.

Note: The number totals that display in this grid are truncated. If the attendance 
report has a value of 83.25 or 83.75, it displays as 83 in this grid.

1. The student’s total excused and unexcused absences for the current month out of the 38 
hours needed to trigger the monthly Excessive Absences threshold.

2. The student’s total excused and unexcused absences for the current school year out of 
the 65 hours needed to trigger the yearly Excessive Absences threshold.

3. The student’s total consecutive hours of unexcused absences that is at least 50% of the 
30 hours needed to trigger the consecutive monthly Habitual Truancy threshold.

4. The student’s total hours of unexcused absence for the current month out of the 42 hours 
needed to trigger the monthly Habitual Truancy threshold.

5. The student’s total hours of unexcused absence for the current month out of the 72 hours 
needed to trigger the yearly Habitual Truancy threshold.
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Print Absence Intervention Letter
If your district has uploaded a report card template for absence intervention letters (see “Manage 
Report Templates” ), you can print absence intervention letters for the student on the Student 
Absence Intervention screen. You do not need edit security permissions in order to print an 
attendance letter.

1. In the Thresholds grid, click Print Letter and select the type of letter you wish to print.

2. Depending on your browser settings, the file may download immediately or you may be 
prompted to open or save the file.

3. Once you have a copy of the file, you can print the letter.

Note: If the student was skipped during attendance calculations, a message 
displays instead of Print Letter.
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Thresholds
The Thresholds grid displays a collection of important dates relating to any thresholds the student 
has crossed as well as actions taken by the district. Not all dates in this grid are reported to EMIS. 
To view a list of dates that are reported to EMIS, see the ProgressBook StudentInformation 
HB410 District Task List.

No thresholds crossed; no action 
taken

One or more threshold crossed; 
no action taken

One or more thresholds crossed; 
action was taken
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 – Indicates that the district action has not been taken.

 – Indicates that the district has not taken the appropriate action with the parent(s) or 
guardian(s).

• If a student is Habitually Truant, the district must have either a Parent Response or have 
3 of any other type(s) of parent involvement records with the parent(s) or guardian(s).

• If a student is Excessively Absent, the district must send a Written Notification to the 
parent(s) or guardian(s).

 – Indicates that the district action has been successfully completed based on HB410 
requirements.

1. Displays the date(s) the student crossed a Habitual Truancy or Excessive Absences 
threshold. If the student crossed multiple triggers of a type of threshold (e.g., consecutive 
monthly Habitual Truancy and monthly Habitual Truancy), only the earliest trigger date 
displays.

• You can hover your cursor over each trigger to view the type of Habitual Truancy or 
Excessive Absence threshold the student crossed.

2. Displays the date the intervention team was created.

• This date can be modified using the Team Created On field within the Intervention 
Team tab (see “Intervention Team” ).

3. Displays the date(s) the parent(s) received Written Notification regarding the student’s 
Habitual Truancy or Excessive Absences.

• You can enter Written Notification records within the Parent Involvement tab (see 
“Parent Involvement” ).

• All dates display in ascending order.
• You can hover your cursor over each date to see if the date applies to Habitual 

Truancy or Excessive Absences.
4. Displays the date the intervention plan was developed.

• This date can be modified using the Plan Created On field within the Intervention 
Team tab (see “Intervention Team” ).

5. Displays the date the district communicated with a judicial contact.

• This section only displays if you have entered a Judicial Contact record (see 
“Judicial Contact” ).

• You can hover your cursor over each date to see the type of communication the 
district had.
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District Responsibilities Checklist
The District Responsibilities Checklist is an optional guideline districts can use to help stay on 
track with HB410 requirements. No data is collected from this checklist for EMIS reporting.

If you have not created an absence intervention, you are unable to modify the District 
Responsibilities Checklist.

If you have created an absence intervention, check boxes appear next to each item. You can 
select or de-select each item to indicate the district’s progress.
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On the top right or bottom of the screen, click Update Intervention to save your changes.

Intervention Team
In this section, you can add and edit members and important dates regarding the intervention 
team.

Note: Adding members to the intervention team is optional. You can enter the 
Team Created On and Plan Created On dates without team members.

1. In the Intervention Team section, click .

2. You can select a team member that is a Staff, Contact, or Other.
a. If you select Staff:

i. In the Search... field, enter at least two characters of the team member’s name to 
view search results.

ii. If the staff member or other contact has a job title, you can enter it in the Title field

b. If you select Contact:
i. In the Select parent/contact... drop-down list of the student’s contacts, select the 

team member.

c. If you select Other:
i. Enter the First name and Last name of the contact in the respective fields.

ii. If the contact has a job title, you can enter it in the Title field.

�
Caution: If you do not have edit permissions for this screen, the 
Update Intervention buttons are hidden and you cannot save your 
changes.
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3. Click Add Member, then click Update Intervention.

The new team member displays and, if this is the first time a team member is added, the 
Team Created On date auto-populates as the current date.

4. (Optional) Add or remove as many team members as needed.

a. To remove a team member, click  next to their name.

b. Then, click Update Intervention.

5. If applicable, enter any Comments related to the intervention team.

6. If applicable, you can update the Team Created On date by entering or clicking  to 
select a new date. The date displays in the Thresholds grid under Create Intervention 
Team (see “Thresholds” ).

�
Caution: If you do not have edit permissions for this screen, the 
Update Intervention buttons are hidden and you cannot save your 
changes.
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7. When applicable, enter a date or click  to select the Plan Created On date. You can 
update this date at any time. The date displays in the Thresholds grid under Develop 
Intervention Plan (see “Thresholds” ).

8. On the top right or bottom of the screen, click Update Intervention to save your changes.

Parent Involvement
You can add various types of parent involvement records related to the student’s absences.

1. On the Parent Involvement tab, click .

2. (Required) In the Select parent/contact... drop-down list, select the relevant parent or 
guardian.

3. (Required) Enter or click  to select the Date of contact.

4. (Required) In the Select type... drop-down list, select the type of communication with the 
parent(s) or guardian(s).

• If a student is Habitually Truant, the district must have either a Parent Response or 
have 3 of any other type(s) of parent involvement records with the parent(s) or 
guardian(s).

• If a student is Excessively Absent, the district must send a Written Notification to the 
parent(s) or guardian(s).

5. Select whether the contact record applies to Excessive Absences, Habitual Truancy, or 
is Not Applicable to either. This field defaults to Not Applicable.

6. If applicable, enter any Comments regarding the contact record.

7. Click Update Intervention to save the parent involvement record.

�
Caution: If you do not have edit permissions for this screen, the 
Update Intervention buttons are hidden and you cannot save your 
changes.
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You receive a confirmation message.

If the record was a Written Notification, the Thresholds grid updates with the new 
Parent Notification date (see “Thresholds” ).

8. (Optional) Add, edit, or delete as many parent involvement records as needed.

a. To edit a parent involvement record, update any fields directly related to the record. 
Then, click Update Intervention.

b. To delete a parent involvement record, click  to the right of the corresponding 
record. Then, click Update Intervention.
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Judicial Contact
You can add various types of judicial contact records related to the student’s absences.

1. On the Judicial Contact tab, click .

2. (Required) In the Name field, enter the name of the judicial contact.

3. (Required) Enter or click  to select the Date of contact.

4. (Required) In the Select type... drop-down list, select the type of communication with the 
judicial contact.

5. Select whether the contact record applies to Excessive Absences, Habitual Truancy, or 
is Not Applicable to either. This field defaults to Habitual Truancy.

6. If applicable, enter any Comments regarding the contact record.

7. Click Update Intervention to save the judicial contact record.

You receive a confirmation message.

All new judicial records display with their date under Judicial Contact within the 
Thresholds grid (see “Thresholds” ).

�
Caution: If you do not have edit permissions for this screen, the 
Update Intervention buttons are hidden and you cannot save your 
changes.
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8. (Optional) Add, edit, or delete as many judicial contact records as needed.

a. To edit a judicial contact record, update any fields directly related to the record. Then, 
click Update Intervention.

b. To delete a judicial contact record, click  to the right of the corresponding record. 
Then, click Update Intervention.

Other Contact
You can add various types of other contact records related to the student’s absences.

1. On the Other Contact tab, click .

2. In the Name field, enter the name of the other contact.

3. Enter or click  to select the Date of contact.

4. In the Select type... drop-down list, select the type of communication with the contact.

5. Select whether the contact record applies to Excessive Absences, Habitual Truancy, or 
is Not Applicable to either. This field defaults to Not Applicable.

6. If applicable, enter any Comments regarding the contact record.

7. Click Update Intervention to save the other contact record.

�
Caution: If you do not have edit permissions for this screen, the 
Update Intervention buttons are hidden and you cannot save your 
changes.
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You receive a confirmation message.

8. (Optional) Add, edit, or delete as many other contact records as needed.

a. To edit an other contact record, update any fields directly related to the record. Then, 
click Update Intervention.

b. To delete an other contact record, click  to the right of the corresponding record. 
Then, click Update Intervention.
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Student Attendance Letter History
Navigation: StudentInformation – SIS – Student – Attendance – Attendance Letter History
The Attendance Letter History screen displays a history of all attendance letters generated for 
a specific student. You must have a student in context to view attendance letter history. The user 
can view a list of any letters that were generated, including detailed information as to why the 
letters were generated.

Note: Absence intervention letters sent from the Student Absence Intervention 
screen are not recorded on the Student Attendance Letter History screen.

Start Date / End Date (required) – Enter a range of dates to view all letters that were generated 
within the date range.

Search – Click to refresh the letter list after changing the date range.

 – Select this check box (or select the check box at the top of the column to select all letters), 
then click Hide/Unhide Selected Records to hide the selected letters. If a student has a hidden 
letter, they will receive another letter for the same violation if you run absence letters again. If you 
are viewing inactive (hidden) records, you can select this check box and click Hide/Unhide 
Selected Records to unhide the selected letters, which prevents the student from receiving any 
additional letters for the same violation.

Sorting – You can sort by any column (Date Generated, Rule Code, Rule Name, Rule Type, 
Threshold, Interval, Violation Date, Active) in ascending or descending order by clicking the 
column header.

Threshold / Interval – This indicates which rule criterion the student exceeded in order to receive 
the letter.

Note: If a student broke multiple thresholds, only the threshold with the highest 
Priority displays.

Violation Date – Indicates the date on which the student received the absence event that 
exceeded the threshold.

Show Active Only – De-select this check box to view inactive/hidden attendance letters. You 
must de-select this check box if you wish to unhide letters.
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When you attempt to hide letters, you receive a confirmation screen:

De-select the Show Active Only check box to view and/or unhide inactive letters.
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Teacher Menu – Attendance

Teacher Menu – Attendance

Please see the ProgressBook StudentInformationTeacher Menu Guide for more detailed 
information about using the Daily Attendance and Period Attendance screens.

Teacher Menu – Daily Attendance
Navigation: StudentInformation – Teacher Menu – Daily Attendance
Please see the ProgressBook StudentInformationTeacher Menu Guide for more detailed 
information about using the Daily Attendance screen.

Teacher Menu – Period Attendance
Navigation: StudentInformation – Teacher Menu – Period Attendance
Please see the ProgressBook StudentInformationTeacher Menu Guide for more detailed 
information about using the Period Attendance screen.
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Manage Report Templates

You can use report templates to generate intervention letters for students. Refer to the appropriate 
section as follows:

• “Upload Report Templates” 
• “Download Report Templates” 
• “Delete Report Templates” 

Upload Report Templates
Navigation: StudentInformation – Management – District Administration – Report Template 
Administration

1. On the Report Template Administration screen, click New Template.

2. On the Upload Template window, in the Select Report... drop-down list, select Absence 
Intervention Letter. 
The Available Bookmarks in Report section displays the bookmarks in the current report 
that you can select to customize your template. For more information on each bookmark 
and its function, see “Absence Intervention Letter Bookmarks.”

3. In the Template Description field, enter the description that you want to display in 
StudentInformation to identify this template.

4. Click Browse, and navigate to and select the file you want to use as a template.
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5. Click Upload.

The uploaded template displays in the list.
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Download Report Templates
Navigation: StudentInformation – Management – District Administration – Report Template 
Administration

1. On the Report Template Administration screen, in the row of the template you want to 
download, click Actions and select Download.

2. Open or save the file.

Delete Report Templates
Navigation: StudentInformation – Management – District Administration – Report Template 
Administration

1. On the Report Template Administration screen, in the row of the template you want to 
delete, click Actions and select Delete.

2. On the confirmation window, click Yes.
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Absence Intervention Letter Bookmarks
This section details each Absence Intervention Letter bookmark and lists the location from which 
the information is taken as well as the function of each bookmark in the letter.

For an example on how to use the repeat bookmarks for each absence type, see “Repeating 
Bookmarks.”

Note: All bookmarks that display the number of days or hours a student is absent 
display in decimal form (e.g., 3.5 for 3 and a half days of absence; 1.5 for 1 and a 
half hours of absence).

For more information on the attendance Ad Hoc Reports and attendance calculator, see the 
ProgressBook StudentInformation HB410 District Task LIst.

Student and School Bookmarks

Bookmark Location Function

StudentId dbo.tblAttendanceTrackingYearlySu
mmary

For diagnostic purposes, such as verifying 
that repeats are lining up with the studentid 
correctly

StudentNumber Edit Student Profile – General tab 
– Student Number field Displays the student’s student number

StudentName Edit Student Profile – General tab 
– First Name and Last Name Displays the student’s first and last name

StudentLastName Edit Student Profile – General tab 
– Last Name field Displays the student’s last name

StudentFirstName Edit Student Profile – General tab 
– First Name field Displays the student’s first name

StudentMailingAddress Edit Student Profile – General tab 
– Address of Residence fields Displays the student’s mailing address

GradeLevel Edit Student Profile – General tab 
– Building Grade Level field Displays the student’s grade level

ProgramName Edit Student Profile – General tab 
– Program field

Displays the program to which the student 
belongs

Counselor Edit Student Profile – Additional 
tab – Counselor field Displays the student’s assigned counselor

HomeroomTeacher
Teacher associated with Edit 
Student Profile – Additional tab – 
Homeroom field

Displays the student’s homeroom teacher

ContactFirstName Student Contact Summary – 
primary contact First name

Displays the student’s primary contact’s first 
name

ContactLastName Student Contact Summary – 
primary contact Last name

Displays the student’s primary contact’s last 
name

ContactFullName Student Contact Summary – 
primary contact First and Last name

Displays the student’s primary contact’s first 
and last name

ContactFullAddressFormatted Student Contact Summary – 
primary contact full address

Displays the student’s primary contact’s full 
address

ContactAddress Student Contact Summary – 
primary contact Address 1 field

Displays the student’s primary contact’s first 
address line
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ContactAddress2 Student Contact Summary – 
primary contact Address 2 field

Displays the student’s primary contact’s 
second address line

ContactCity Student Contact Summary – 
primary contact City field

Displays the city of the student’s primary 
contact’s address

ContactState Student Contact Summary – 
primary contact State field

Displays the state of the student’s primary 
contact’s address

ContactZip Student Contact Summary – 
primary contact Zip field

Displays the zip of the student’s primary 
contact’s address

DistrictName School Demographics – District 
field Displays the district name

SchoolName School Demographics – School 
Name field Displays the school name

SchoolYear School year in context when 
absence record was created

Displays the school year in context when the 
absence records were created

SchoolYearId
Database link between the 
attendance record and the 
SchoolYear

For diagnostic purposes

SchoolId School Demographics – (School) 
IRN field For diagnostic purposes

DistrictId School Demographics – (District) 
IRN field For diagnostic purposes

SchoolAddress School Demographics – (School) 
Address field Displays the school’s address

Principal School Demographics – (School) 
Principal field Displays the school’s principal’s name

SchoolPhoneFormatted School Demographics – (School) 
Telephone field

Displays in (XXX) XXX - XXXX form the 
school’s phone number

SchoolPhone School Demographics – (School) 
Telephone field without formatting Displays the school’s phone number

Yearly Absence Bookmarks

Bookmark Location Function

YearlyAbsenceHours Yearly Absence Summary report – Total 
Absence Hours field

Displays in decimal form 
the student’s total yearly 
absence hours

YearlyAbsenceDays Attendance calculator results 
(dbo.tblAttendanceTrackingYearlySummary)

Displays in decimal form 
the student’s total yearly 
absence days

YearlyExcusedAbsenceHours Yearly Absence Summary report Excused 
Absence Hours field

Displays in decimal form 
the student’s yearly 
excused absence hours

YearlyExcusedAbsenceDays Attendance calculator results 
(dbo.tblAttendanceTrackingYearlySummary)

Displays in decimal form 
the student’s yearly 
excused absence days

Student and School Bookmarks

Bookmark Location Function
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YearlyUnexcusedAbsenceHours Yearly Absence Summary report 
Unexcused Absence Hours field

Displays in decimal form 
the student’s yearly 
unexcused absence hours

YearlyUnexcusedAbsenceDays Attendance calculator results 
(dbo.tblAttendanceTrackingYearlySummary)

Displays in decimal form 
the student’s yearly 
unexcused absence days

YearlyOutOfSchoolSuspAbsenceHours Yearly Absence Summary report 
Suspension Hours field

Displays in decimal form 
the student’s yearly 
out-of-school suspension 
absence hours

YearlyOutOfSchoolSuspAbsenceDays Attendance calculator results 
(dbo.tblAttendanceTrackingYearlySummary)

Displays in decimal form 
the student’s yearly 
out-of-school suspension 
absence days

Daily Absence Bookmarks

Bookmark Location Function

RepeatForEach_DailyAbsence N/A

Place this bookmark chronologically before all 
other daily absence bookmark entries within it 
to repeat the daily absence bookmarks for 
each of the student’s daily absences

AttendanceTrackingDailySummaryId

Attendance calculator 
results 
(dbo.tblAttendanceTracking
DailySummary)

For diagnostic purposes

CalendarDate
Daily Absence Summary 
report (single student) – 
Calendar Date field

Displays in MM/DD/YYYY the calendar date of 
the student’s absence

AbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
DailySummary)

Displays in decimal form the student’s 
percentage of absences in one day (e.g., 0.5 
for 50%)

AbsenceHours
Daily Absence Summary 
report (single student) – 
Total Absence Hours field

Displays in decimal form the student’s total 
absence hours for the day

ExcusedAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
DailySummary)

Displays in decimal form the student’s 
percentage of excused absences in one day 
(e.g., 0.5 for 50%)

ExcusedAbsenceHours

Daily Absence Summary 
report (single student) – 
Excused Absence Hours 
field

Displays in decimal form the student’s total 
excused absence hours for the day

UnexcusedAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
DailySummary)

Displays in decimal form the student’s 
percentage of unexcused absences in one 
day (e.g., 0.5 for 50%)

Yearly Absence Bookmarks

Bookmark Location Function
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UnexcusedAbsenceHours

Daily Absence Summary 
report (single student) – 
Unexcused Absence 
Hours field

Displays in decimal form the student’s total 
unexcused absence hours for the day

OutOfSchoolSuspAbsenceHours
Daily Absence Summary 
report (single student) – 
Suspension Hours field

Displays in decimal form the student’s 
out-of-school suspension hours for the day

OutOfSchoolSuspAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
DailySummary)

Displays in decimal form the student’s 
percentage of out-of-school suspensions in 
one day (e.g., 0.5 for 50%)

Monthly Absence Summary Bookmarks

Bookmark Location Function

RepeatForEach_MonthlySummary N/A

Place this bookmark 
chronologically before all other 
monthly absence bookmark 
entries within it to repeat the 
monthly absence bookmarks for 
each of the student’s monthly 
absences

AttendanceTrackingMonthlySummaryId

Attendance calculator 
results 
(dbo.tblAttendanceTracking
MonthlySummary)

For diagnostic purposes

MonthlySummaryMonthName
Monthly Absence 
Summary report (single 
student) – Month field

Displays the name of the month 
in which the student’s absences 
took place

MonthlySummaryMonthNumber

Attendance calculator 
results 
(dbo.tblAttendanceTracking
MonthlySummary)

Displays the number of the 
month in which the student’s 
absences took place

MonthlySummaryYear
Monthly Absence 
Summary report (single 
student) – Year field

Displays the year in which the 
student’s absences took place

MonthlySummaryAbsenceHours

Monthly Absence 
Summary report (single 
student) – Total Absence 
field

Displays in decimal form the 
student’s total absence hours for 
the month

MonthlySummaryAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
MonthlySummary)

Displays in decimal form the total 
absence days for the month

MonthlySummaryExcusedAbsenceHours

Monthly Absence 
Summary report (single 
student) – Excused 
Absence Hours field

Displays in decimal form the 
student’s total excused absence 
hours for the month

Daily Absence Bookmarks

Bookmark Location Function
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MonthlySummaryExcusedAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
MonthlySummary)

Displays in decimal form the total 
excused absence days for the 
month

MonthlySummaryUnexcusedAbsenceHours

Monthly Absence 
Summary report (single 
student) – Unexcused 
Absence Hours field

Displays in decimal form the 
student’s total unexcused 
absence hours for the month

MonthlySummaryUnexcusedAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
MonthlySummary)

Displays in decimal form the 
student’s total unexcused 
absence days for the month

MonthlySummaryOutOfSchoolSuspAbsenceHour

Monthly Absence 
Summary report (single 
student) – Suspension 
Hours field

Displays in decimal form the 
student’s total out-of-school 
suspension absence hours for 
the month

MonthlySummaryOutoOfSchoolSuspAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
MonthlySummary)

Displays in decimal form the 
student’s total out-of-school 
suspension absence days for the 
month

Consecutive Absences Summary Bookmarks

Bookmark Location Function

RepeatForEach_ConsecutiveSummary N/A

Place this bookmark chronologically 
before all other consecutive absence 
bookmark entries within it to repeat the 
consecutive absence bookmarks for 
each of the student’s consecutive 
absences

AttendanceTrackingConsecutiveSummaryId

Attendance calculator 
results 
(dbo.tblAttendanceTracking
ConsecutiveSummary)

For diagnostic purposes

ConsecutiveStartDate
Consecutive Absence 
Summary report (single 
student) – Start Date field

Displays in MM/DD/YYYY form the 
start date of the student’s consecutive 
absence

ConsecutiveEndDate
Consecutive Absence 
Summary report (single 
student) – End Date field

Displays in MM/DD/YYYY form the end 
date of the student’s consecutive 
absence

ConsecutiveAbsenceHours

Consecutive Absence 
Summary report (single 
student) – Hours Absent 
field

Displays in decimal form the student’s 
total consecutive absence hours

Monthly Absence Summary Bookmarks

Bookmark Location Function
ProgressBook StudentInformation Attendance and Calendar Guide 93



Manage Report Templates
Repeating Bookmarks
If you wish to list each instance of an absence record for a student, such as to list all daily 
absences the student has acquired in your letter for the parent’s reference, you can use repeating 
bookmarks.

Below is an example process for configuring repeating daily absences. You can apply the same 
process for any of the other repeating bookmarks.

Note: It is recommended to have your text symbols enabled to ensure no rogue 
formatting exists.

Note: It is recommended to use text that corresponds to each bookmark name 
before inserting the bookmarks to help troubleshoot issues.

ConsecutiveAbsenceDays

Attendance calculator 
results 
(dbo.tblAttendanceTracking
ConsecutiveSummary)

Displays in decimal form the student’s 
total consecutive absence days

ConsecutiveSummaryTypeId

Attendance calculator 
results 
(dbo.tblAttendanceTracking
ConsecutiveSummary)

For diagnostic purposes

Absence Thresholds Bookmarks

Bookmark Location Function

RepeatForEach_Threshold N/A

Place this bookmark 
chronologically before all 
other absence threshold 
bookmark entries within it to 
repeat the absence threshold 
bookmarks for each absence 
threshold the student has 
crossed

AttendanceTrackingThresholdTriggerDateId
Attendance calculator results 
(dbo.tblAttendanceTrackingThreshold
TriggerDate)

For diagnostic purposes

ThresholdTriggerDate
Absence Thresholds Summary 
report (single student) – Trigger Date 
field

Displays in MM/DD/YYYY 
form the student’s absence 
threshold trigger date

ThresholdTypeName
Absence Thresholds Summary 
report (single student) – Threshold 
Type field

Displays in MM/DD/YYYY 
form the student’s absence 
threshold trigger type

�
Caution: All repeat bookmarks must be added chronologically before 
the bookmarks you wish to repeat.

Consecutive Absences Summary Bookmarks

Bookmark Location Function
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1. First, configure the format and names of bookmarks you wish to repeat in the document.

2. Highlight all of the text you intend to bookmark individually for repetition, then click 
Bookmark.

3. In the Bookmark window that opens, enter RepeatForEach_DailyAbsence 
(case-sensitive) and click Add.
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4. To create a CalendarDate bookmark, highlight [CalendarDate] and click Bookmark.

5. In the Bookmark window that opens, enter CalendarDate (case-sensitive) and click Add 
to create the bookmark.

6. To create bookmarks for ExcusedAbsenceHours, UnexcusedAbsenceHours, and 
OutOfSchoolSuspensionHours, follow step 4 and step 5 but replace CalendarDate with 
each bookmark above.

7. Upload the letter template to the Report Template Administration screen (see “Upload 
Report Templates” ).
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8. On the Student Absence Intervention screen with a student with absences in context, 
click Print Letter, then the name of the letter you wish to generate.

Depending on your browser’s settings, a Word version of the letter may immediately 
download or a window may display asking if you want to open or save the file. Once you 
locate and open the file, if all bookmarks were inserted correctly, the daily absence 
bookmarks repeat appropriately and you can now print the letter.
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Attendance Reports – General

Please see the Batch/Report Management documentation for more detailed information about 
running and viewing reports.

Perfect Attendance Report (PERF)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Perfect 
Attendance Report (PERF)
This report displays students who meet the specified selection criteria and have had zero (0) total 
absences during the specified date range. The user may specify that partial absences do not 
disqualify students from perfect attendance. The report totals results by students and gender.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date Range (optional) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; the date 
defaults to the current date, or, if the current date is not a valid school day, the most recent valid 
school day for the school in context and active school year.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Administrative Homeroom (optional) – If no administrative homerooms are selected, the report 
selects all administrative homerooms. You can also filter by selecting specific administrative 
homerooms for your report.

Membership Groups (optional) – If no membership groups are selected, the report selects all 
membership groups. You can also filter by selecting specific membership groups for your report.

Memberships (optional) – If no memberships are selected, the report selects all memberships. 
You can also filter by selecting specific memberships for your report.

Gender (optional) – Select to filter by gender or leave blank to exclude gender.

Include Partial Absences (optional) – Select this check box if a student with partial absences can 
still be considered to have perfect attendance.

Sorting Options (optional) – Select one or more sort options for your report .

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output

Description (optional) – Displays on the Batch Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Student Absence Search Summary (R309-B)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Student 
Absence Search Summary (R309-B)
Formerly known as R309-B in SIS. This report generates a list of selected students and displays 
the total of their absences for the date range selected.
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Report Format – Select a report format of Days or Hours. When you select Days, the report 
displays the Days Absent and Partial Absence values. When you select Hours, the report 
displays the Hours Absent values.

Ad-Hoc Membership (optional) – Select an ad-hoc membership from drop-down list if you wish 
to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.
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Date Range (optional) – Specify the date ranges to look for absences; this defaults to the starting 
date on the calendar for the start date and to today’s date for the end date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report.

Note: This filters for students that have at least one of the absence types 
selected. Leave the filter blank (select no absence types) to return both students 
with and without absence records. Select all absence types to return every 
student with at least one absence.

Absence Reason (optional) – If no absence reasons are selected, the report selects all absence 
reasons. You can also filter by selecting specific absence reasons for your report.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Program (optional) – If no programs are selected, the report selects all programs. You can also 
filter by selecting specific programs for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Disability Code (optional) – If no disability codes are selected, the report selects all disability 
codes. You can also filter by selecting specific disability codes for your report.

Homeroom Code (optional) – If no homeroom codes are selected, the report selects all 
homeroom codes. You can also filter by selecting specific homeroom codes for your report.

Home School (optional) – If no home schools are selected, the report selects all home schools. 
You can also filter by selecting specific home schools for your report. This field populates based 
on the values entered in the Home School field on the Edit Student Profile screen General tab.

Number of Days Absent (optional) – Limit the selection of students to those who have a number 
of full days absent within the range specified (counting full day absences as 1.0 and half day 
absences as 0.5). You may filter using decimal points, such as “1.5” to “3.5.”

Note: In order to include students with zero days absent, you must not have any 
Absence Types selected above.

And/Or – Select And to display students with the specified Number of Days Absent and 
specified Number of Partial Absences. Select Or to display students with the specified Number 
of Days Absent or the specified Number of Partial Absences.

Number of Partial Absences (optional) – Limit the selection of students to those who have 
number of late/tardy absence events within the range specified. You may filter using decimal 
points, such as “1.5” to “3.5.”

Note: In order to include students with zero days of partial absences, you must 
not have any Absence Types selected above.

And/Or – Select And to display students with the specified Number of Partial Absences and 
specified Number of Filtered Absence Types. Select Or to display students with the specified 
Number of Partial Absences or the specified Number of Filtered Absence Types.
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Number of Filtered Absence Types (optional) – Limit the selection of students to those who 
have a number of absences of all types selected above in the Absence Types filter within the 
range specified (counting full day absences as 1.0, half day absences as 0.5, late/tardy absence 
events as 1.0 and other non-absence absence events as 1.0, provided the absences or absence 
events have the selected Absence Types). You may filter using decimal points, such as “1.5” to 
“3.5.”

Note: This filter is only effective if you have selected at least one absence type 
from the Absence Types filter.

Hide Disability Code? (optional) – If selected, disability codes are hidden and do not display on 
the report.

Group report by (required) – Select to group by Disability, Gender, Grade Level, Home Room, 
Home School, Program, or Student Status; this defaults to Grade Level.
Sorting Options (optional) – Select one or more sort options for your report .

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.

Days Format

Hours Format
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Student Absence Search Detail (R309-A)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Student 
Absence Search Summary (R309-A)
Formerly known as R309-A in SIS. This report generates a list of selected students and displays 
the detail of their absences for the date range selected.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from drop-down list if you wish 
to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date Range (required) – Specify the date ranges to look for absences; this defaults to the starting 
date on the calendar for the start date and to today’s date for the end date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Students with Absence Type (optional) – If no absence types are selected, the report selects all 
absence types. You can also filter by selecting specific absence types for your report.

Note: This filters for students that have at least one of the absence types chosen. 
Leave the filter blank (select no absence types) to return both students with and 
without absence records. Select all absence types to return every student with at 
least one absence.

Show all student absences types in the report – Select to display absences of any absence 
type for students selected by the filters, even if students are selected based on an absence type 
filter. For example, if you filter for students with tardies and select this option, only students with 
tardies display but all absences for any type for those students display—not just tardies.

Show only selected student absence types in the report – Select to display absences of just 
the selected absent type. For example, if you filter for students with tardies and select this option, 
only students with tardies display and only their tardy absences display.

Absence Reason (optional) – If no absence reasons are selected, the report selects all absence 
reasons. You can also filter by selecting specific absence reasons for your report.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Program (optional) – If no programs are selected, the report selects all programs. You can also 
filter by selecting specific programs for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Disability Code (optional) – If no disability codes are selected, the report selects all disability 
codes. You can also filter by selecting specific disability codes for your report.

Homeroom Code (optional) – If no homeroom codes are selected, the report selects all 
homeroom codes. You can also filter by selecting specific homeroom codes for your report.

Home School (optional) – If no home schools are selected, the report selects all home schools. 
You can also filter by selecting specific home schools for your report. This field populates based 
on the values entered in the Home School field on the Edit Student Profile screen General tab.

Number of Days Absent (optional) – Limit the selection of students to those who have a number 
of full days absent within the range specified (counting full day absences as 1.0 and half day 
absences as 0.5). You may filter using decimal points, such as “1.5” to “3.5.”

Note: In order to include students with zero days absent, you must not have any 
Absence Types selected above.
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And/Or – Select And to display students with the specified Number of Days Absent and 
specified Number of Partial Absences. Select Or to display students with the specified Number 
of Days Absent or the specified Number of Partial Absences.

Number of Partial Absences (optional) – Limit the selection of students to those who have a 
number of late/tardy absence events within the range specified. You may filter using decimal 
points, such as “1.5” to “3.5.”

Note: In order to include students with zero partial absences, you must not have 
any Absence Types selected above.

And/Or – Select And to display students with the specified Number of Partial Absences and 
specified Number of Filtered Absence Types. Select Or to display students with the specified 
Number of Partial Absences or the specified Number of Filtered Absence Types.

Number of Filtered Absence Types (optional) – Limit the selection of students to those who 
have a number of absences of all types selected above in the Absence Types filter within the 
range specified (counting full day absences as 1.0, half day absences as 0.5, late/tardy absence 
events as 1.0 and other non-absence absence events as 1.0, provided the absences or absence 
events have the selected absence types). You may filter using decimal points, such as “1.5” to 
“3.5.”

Note: This filter is only effective if you have selected at least one absence type 
from the Absence Types filter.

Printing Options (required)

• Print no more than one student per page – Only displays one student per page, unless 
the student overflows the page and has to continue to multiple pages (this is the same as 
Break on student). A page break occurs after the student’s data is complete so that no 
more than one student’s data is on each page.

• Avoid splitting students across pages unless unavoidable – Attempts to fit all of the 
student’s data, including header and footer, on the remainder of the current page. If it 
won’t fit, it enters a page break and continues at the start of the next page (this is not the 
same as selecting Break on student).

• Fit as much data per page as possible – Fits as much data as possible on each page, 
splitting student data whenever necessary. This results in the fewest pages used for the 
report.

Print Comments (optional) – If selected, prints student absence comments.

Hide Disability Code? (optional) – If selected, disability codes are hidden and do not display on 
the report.

Sorting Options (optional) – Select one or more sort options for your report.
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Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, under Content Type, locate 
Portable Document Format (PDF). In the Action column of that row, change the 
selection from Preview in Firefox to an Adobe option (such as Use Adobe 
Acrobat).

Label Type – If you select Labels, specify the size of the labels in the Label Type by selecting 
the appropriate label format from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text check 
box, the text you enter in the field is added to the top of each label.

Include Copied On Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence check box selected are included when creating labels.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Homeroom Attendance Register Detail (R310-A)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Homeroom Att 
Register Detail (R310-A)
Formerly known as R310-A in SIS. This report shows student attendance detail grouped by 
homeroom and month.

Date Range (optional) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.
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Administrative Homeroom (optional) – If no homerooms are selected, the report selects all 
homerooms. You can also filter by selecting specific homerooms for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Membership Group (optional) – If no membership groups are excluded, the report selects all 
membership groups. You can also exclude specific membership groups for your report.

Number of Absences (optional) – You can limit the selection of students to those who have a 
number of absences within the range specified.

And/Or – Select And to display students with the specified Number of Absences and specified 
Number of Lates. Select Or to display students with the specified Number of Absences or the 
specified Number of Lates.

Number of Lates (optional) – You can limit the selection of students to those who have a number 
of half days absent within the range specified.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.

Homeroom Detail
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Report Summary
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Homeroom Attendance Register Summary (R310-B)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Homeroom Att 
Register Summary (R310-B)
Formerly known as R310-B in SIS. This report shows student attendance summary grouped by 
homeroom and month.

Date Range (optional) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.
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Administrative Homeroom (optional) – If no homerooms are selected, the report selects all 
homerooms. You can also filter by selecting specific homerooms for your report.

Student Status (optional) – If no student status is selected, the report selects all student statuses. 
You can also filter by selecting specific student statuses for your report.

Membership Group (optional) – If no membership groups are excluded, the report selects all 
membership groups. You can also exclude specific membership groups for your report. 

Number of Absences (optional) – You can limit the selection of students to those who have a 
number of full days absent within the range specified.

And/Or – Select And to display students with the specified Number of Absences and specified 
Number of Lates. Select Or to display students with the specified Number of Absences or the 
specified Number of Lates.

Number of Lates (optional) – You can limit the selection of students to those who have number 
of half days absent within the range specified.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Student Absence Statistics Report (R311)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Student 
Absence Statistics Report (R311)
Formerly known as R311 in SIS. This report displays student absence statistics by Type/Reason 
and by Type for a given date range.

Date Range (optional) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report.

Absence Reason (optional) – If no absence reasons are selected, the report selects all absence 
reasons. You can also filter by selecting specific absence reasons for your report.
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Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report. 

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Student ADM & ADA Report for ABSE Detail (R322-A)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Student 
ADM/ADA for ABSE Detail (R322-A)
Formerly known as R322-A in SIS. This report is used to analyze student absence data by pulling 
data stored in ABSE – Student Absence.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Absence Date Range (required) – Specify the date ranges to look for absences; the start date 
defaults to the first day of school for the school in context for the active school year. The end date 
defaults to the current date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Administrative Homeroom (optional) – If no administrative homerooms are selected, the report 
selects all administrative homerooms. You can also filter by selecting specific administrative 
homerooms for your report.

Program (optional) – If no programs are selected, the report selects all programs. You can also 
filter by selecting specific programs for your report.

Home School (optional) – If no home schools are selected, the report selects all home schools. 
You can also filter by selecting specific home schools for your report. this field populates based 
on the values entered in the Home School field on the Edit Student Profile screen General tab.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report.

Gender (optional) – If no gender is selected, the report runs for both gender types. You can filter 
by selecting a specific gender for your report.
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Number of Absences (optional) – You can limit the selection of students to those who have a 
number of days absent within the range specified;.

And/Or – Select And to display students with the specified Number of Absences and specified 
Number of Lates. Select Or to display students with the specified Number of Absences or the 
specified Number of Lates.

Number of Lates (optional) – You can limit the selection of students to those who have a number 
of days late within the range specified.

Group Totals By (optional) – You can select to group the report by District of Residence, 
Program, Homeroom, Home School, Grade Level, or Gender.

Note: When you use the Group Totals By feature, you must make sure that your 
first sorting 0ption is the same as your Group Totals By selection.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.

Student ADM & ADA Report for ABSE Summary (R322-B)
Navigation: SIS – Attendance – Attendance Reports – Student ADM/ADA for ABSE 
Summary (R322-B)
Formerly known as R322-B in SIS. This report is used to analyze student absence data (totals by 
grade) by pulling data stored in ABSE – Student Absence.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Absence Date Range (required) – Specify the date ranges to look for absences; the start date 
defaults to the first day of school for the school in context for the active school year. The end date 
defaults to the current date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report.

Gender (optional) – If no gender is selected, the report runs for both gender types. You can filter 
by selecting a specific gender for your report.

Number of Absences (optional) – You can limit the selection of students to those who have a 
number of days absent within the range specified.

And/Or – Select And to display students with the specified Number of Absences and specified 
Number of Lates. Select Or to display students with the specified Number of Absences or the 
specified Number of Lates.

Number of Lates (optional) – You can limit the selection of students to those who have a number 
of days late within the range specified.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Homeroom Attendance Report (R331)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Homeroom 
Attendance Report (R331)
Formerly known as R331 in SIS. This report generates a weekly attendance report that provides 
daily absence details for each student. For each week, absences are listed for each day of the 
week that a student has an absence event. This report groups students by homeroom, week, and 
last name, and includes the student’s Local Ethnic Category as part of the demographic detail. 
Homeroom teachers may find this report useful for viewing a detailed listing of the attendance of 
students in their homeroom by week..

Start Date / End Date (required) – Specify the date ranges to look for absences; the Start Date 
defaults to the first day of school for the school in context for the active school year. The End Date 
defaults to the last day of the school calendar.
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Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Administrative Homeroom (optional) – If no homerooms are selected, the report selects all 
homerooms. You can also filter by selecting specific homerooms for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; please see the 
Batch/Report Management documentation for further details.

District-wide Membership Report (R500)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – District-wide 
Membership Report (R500)
Formerly known as R500 in SIS. This report shows attendance information by membership 
(programs) and/or grade level.
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School (required) – Select the schools for which you want to run the report; defaults to all schools 
in the district.

Date Range (required) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.
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Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report. 

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report.

Program (optional) – If no programs are selected, the report selects all programs. You can also 
filter by selecting specific programs for your report.

Student Status (optional) – If no student statuses are selected, the report selects all student 
statuses. You can also filter by selecting specific student statuses for your report.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.

Note: This report lists students on non-attending calendars (but lists them with 
zero days accumulated). No student is counted more than once.
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Attendance Reports – Daily

Please see the Batch/Report Management documentation for more detailed information about 
running and viewing reports.

Half/full Day Absence Office Report (R320 Office)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Half/full Day 
Absence Office Report (R320Off)
Formerly known as R320 Office in SIS. This report prints half- and full-day absence reports for 
office use.
128 ProgressBook StudentInformation Attendance and Calendar Guide



Attendance Reports – Daily
Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date Range (optional) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.

Note: Any students that violated the attendance rules for the specified Date 
Range, not just since the last letter run, display in the report.
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Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report. 

Absence Letter Rule (optional) – If no absence letter rules are selected, the report selects all 
absence letter rules. You can also filter by selecting specific absence letter rules for your report.

Rotation Days (optional) – If no rotation days are selected, the report selects all rotation days. 
You can also filter by selecting specific rotation days for your report.

Membership (optional) – If no memberships are selected, the report selects all memberships. 
You can also filter by selecting specific memberships for your report.

Membership Group (optional) – If no membership groups are selected, the report selects all 
membership groups. You can also filter by selecting specific membership groups for your report.

Print Reason and Note Codes (required) – Select Yes to print reason codes and note codes in 
the report.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Daily Office – Student Absences (R307)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Daily 
Office-Student Absences (R307)
Formerly known as R307 in SIS. This report is used to generate a list of students absent on a 
specified date grouped by Absence Type and Grade.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; the date 
defaults to the current date, or, if the current date is not a valid school day, the most recent valid 
school day for the school in context and active school year.

Start Date / Stop Date (required) – Specify the date ranges to look for absences; both fields 
default to the current date; each day prints on a separate page.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report. 

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report. 

Program (optional) – If no programs are selected, the report selects all programs. You can also 
filter by selecting specific programs for your report. 

Homeroom (optional) – If no homerooms are selected, the report selects all homerooms. You can 
also filter by selecting specific homerooms for your report. 

Home School (optional) – If no home schools are selected, the report selects all home schools. 
You can also filter by selecting specific home schools for your report. This field populates based 
on the values entered in the Home School field on the Edit Student Profile screen General tab.

Print Phone Numbers (optional) – Select Yes to print student phone numbers on the report.
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Print Total for Absence Types (optional) – Select Yes to print the totals for the various absence 
types.

Sorting Options (optional) – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, under Content Type, locate 
Portable Document Format (PDF). In the Action column of that row, change the 
selection from Preview in Firefox to an Adobe option (such as Use Adobe 
Acrobat).

Label Type – If you select Labels, specify the size of the labels in the Label Type by selecting 
the appropriate label format from the drop-down list. The report containing labels is formatted to 
match the selection. Labels for this report default sort by Grade Level, then alphabetically by 
Name. If a different sort is selected for the report, labels are sorted in the same order that the 
report is sorted.

Address – Select the address to use for labels. If you select the Use custom address text check 
box, the text you enter in the field is added to the top of each label.

Include Copied On Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence check box selected are included when creating labels.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Half/full Day Absence Letter (R320)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Half/full Day 
Absence Letter (R320)
Formerly known as R320 in SIS. This report generates Half and Full Day Absence Letters based 
on Absence Letter Templates and Absence Letter Rules.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date Range (optional) – Specify the date ranges to look for absences; the start date defaults to 
the first day of school for the school in context for the active school year. The end date defaults to 
the current date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; the date 
defaults to the current date, or, if the current date is not a valid school day, the most recent valid 
school day for the school in context and active school year.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.
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Absence Letter Rule (optional) – If no absence letter rules are selected, the report selects all 
absence letter rules. You can also filter by selecting specific absence letter rules for your report.

Rotation Days (optional) – If no rotation days are selected, the report selects all rotation days. 
You can also filter by selecting specific rotation days for your report.

Membership (optional) – If no memberships are selected, the report selects all memberships. 
You can also filter by selecting specific memberships for your report.

Membership Group (optional) – If no membership groups are selected, the report selects all 
membership groups. You can also filter by selecting specific membership groups for your report.

Program (optional) – If no programs are selected, the report selects all programs. You can also 
filter by selecting specific programs for your report. 

Homeroom (optional) – If no homerooms are selected, the report selects all homerooms. You can 
also filter by selecting specific homerooms for your report. 

Home School (optional) – If no home schools are selected, the report selects all home schools. 
You can also filter by selecting specific home schools for your report. This field populates based 
on the values entered in the Home School field on the Edit Student Profile screen General tab.

Print Absence Detail (required) – Select Yes to print details for each student absence event on 
the report.

Print Student Schedule (required) – Select Yes to print each student’s schedule on the report.

Print Reason and Note Codes (required) – Select Yes to print reason codes and note codes for 
each absence event on the report.

Print Address on Letter (required) – Select Yes to print the students’ addresses on the report.

Print School Policy (required) – Select Yes to print the corresponding school policy on the report.

Attendance Policy (optional) – Enter text regarding the attendance policy to have it display on 
the absence letter.

Print Program (optional) – Select Yes to print the Program field on the Edit Student Profile 
screen General tab.

Print School Admin Name (required) – Select Yes to print the full school name on the report.

Sorting Options (optional) – Select one or more sort options for your report.
ProgressBook StudentInformation Attendance and Calendar Guide 137



Attendance Reports – Daily
Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, under Content Type, locate 
Portable Document Format (PDF). In the Action column of that row, change the 
selection from Preview in Firefox to an Adobe option (such as Use Adobe 
Acrobat).

Label Type – If you select Labels, specify the size of the labels in the Label Type by selecting 
the appropriate label format from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text check 
box, the text you enter in the field is added to the top of each label.

Include Copied On Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence check box selected are included when creating labels.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
138 ProgressBook StudentInformation Attendance and Calendar Guide



Attendance Reports – Daily
ProgressBook StudentInformation Attendance and Calendar Guide 139



Attendance Reports – Period
Attendance Reports – Period

Please see the Batch/Report Management documentation for more detailed information about 
running and viewing reports.

Period Absence Office Report (R317 Office)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Period 
Absence Office Report (R317Off)
Formerly known as R317 in SIS. This report is used to generate an office search report to identify 
students who have an attendance problem.
140 ProgressBook StudentInformation Attendance and Calendar Guide



Attendance Reports – Period
Ad-Hoc Membership (optional) – Select an ad-hoc membership from drop-down list if you wish 
to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.
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Date From (optional) – Specify the date ranges to look for absences; this defaults to the starting 
date on the calendar for the start date and to today’s date for the end date.

Note: Any students that violated the attendance rules for the specified Date 
Range, not just since the last letter run, display in the report.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Absence Letter Rule (optional) – If no absence letter rules are selected, the report selects all 
absence letter rules. You can also filter by selecting specific absence letter rules for your report.

Rotation Days (optional) – If no rotation days are selected, the report selects all rotation days. 
You can also filter by selecting specific rotation days for your report.

Period (optional) – If no periods are selected, the report selects all periods. You can also filter by 
selecting specific periods for your report.

Membership (optional) – If no memberships are selected, the report selects all memberships. 
You can also filter by selecting specific memberships for your report.

Membership Group (optional) – If no membership groups are selected, the report selects all 
membership groups. You can also filter by selecting specific membership groups for your report.

Print Reason and Note Codes (required) – Select Yes to print reason codes and note codes for 
each student absence event on the report.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populatesauto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.

Daily Report of Student Period Absences (R315) 
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Daily Report of 
Student Period Absences (R315)
Formerly known as R315 in SIS. This report is used to generate a list of all students absent on a 
specified date. Selection based on grade level, absence type, or absence reason is also available. 
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date (required) – Specify the Date to look for attendance; defaults to today’s date.
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Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report. 

Absence Reason (optional) – If no absence reasons are selected, the report selects all absence 
reasons. You can also filter by selecting specific absence reasons for your report.

Print Periods and Teacher IDs (optional) – Select Yes to print periods and teacher IDs on the 
report.

Print Unlisted Phone Numbers (optional) – Select Yes to print unlisted student phone numbers 
on the report.

Sorting Options (optional) – Select one or more sort options for your report.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Cumulative Report of Student Period Absences (R316)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Cumulative 
Report of Student Period Absences (R316)
Formerly known as R316 in SIS. This report is used to generate a report listing the cumulative 
number of periods a student has been absent and/or late within a specified date range. You can 
also select based on a grade range as well as number of absences.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from drop-down list if you wish 
to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date Range (optional) – Specify the date ranges to look for absences; this defaults to the starting 
date on the calendar for the start date and to today’s date for the end date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.

Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report.

Absence Type (optional) – If no absence types are selected, the report selects all absence types. 
You can also filter by selecting specific absence types for your report. 

Absence Range (optional) – You can limit the selection of students to those who have a number 
of days absent within the range specified.

Print Teacher IDs (optional) – Select this check box to print teacher IDs on the report.

Sorting Options (optional) – Select one or more sort options for your report .

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML output.

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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Period Absence Letter (R317)
Navigation: StudentInformation – SIS – Attendance – Attendance Reports – Period 
Absence Letter (R317)
Formerly known as R317 in SIS. This report is used to generate absence letters to parents of 
students who have met specified absence criteria.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from drop-down list if you wish 
to only include students associated with the membership for this run of the report. Select the 
Public And Private check box to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
membership group. All other criteria are ignored.

Date Range (required) – Specify the date ranges to look for absences; this defaults to the starting 
date on the calendar for the start date and to today’s date for the end date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homeroom; always 
defaults to today’s date.
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Grade (optional) – If no grades are selected, the report selects all grades. You can also filter by 
selecting specific grades for your report. 

Absence Letter Rule (optional) – If no absence letter rules are selected, the report selects all 
absence letter rules. You can also filter by selecting specific absence letter rules for your report.

Rotation Days (optional) – If no rotation days are selected, the report selects all rotation days. 
You can also filter by selecting specific rotation days for your report.

Period (optional) – If no periods are selected, the report selects all periods. You can also filter by 
selecting specific periods for your report.

Membership (optional) – If no memberships are selected, the report selects all memberships. 
You can also filter by selecting specific memberships for your report.

Membership Group (optional) – If no membership groups are selected, the report selects all 
membership groups. You can also filter by selecting specific membership groups for your report.

Print Absence Detail (required) – Select Yes to print details for each student absence event on 
the report.

Print Student Schedule (required) – Select Yes to print student schedules on the absence letter 
on the report.

Print Reason and Note Codes (required) – Select Yes to print reason codes and note codes for 
each student absence event on the report.

Print Address on Letter (required) – Select Yes to print the students’ addresses on the report.

Print School Policy (required) – Select Yes to print the corresponding school policy on the report.

Attendance Policy (optional) – Enter text regarding the attendance policy to have it display on 
the absence letter.

Sorting Options (optional) – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, under Content Type, locate 
Portable Document Format (PDF). In the Action column of that row, change the 
selection from Preview in Firefox to an Adobe option (such as Use Adobe 
Acrobat).

Label Type – If you select Labels, specify the size of the labels in the Label Type by selecting 
the appropriate label format from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text check 
box, the text you enter in the field is added to the top of each label.
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Include Copied On Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence check box selected are included when creating labels.

Delivery Method (required) – See the Batch/Report Management documentation for further 
details.

Email Address (auto-populates from your StudentInformation profile)

Description (optional) – Displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management application; see the 
Batch/Report Management documentation for further details.
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