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PURPOSE

The Attendance Section clarifies the attendance procedures for the schools in Duncanville Independent School District.

See SAAH, 3.3.1.

ATTENDANCE RESPONSIBILITIES

Accuracy of all
attendance records

Safekeeping of all
attendance records
and reports

Review the Campus
Summary each 6
weeks for
completeness and
accuracy

Ensure teachers take
accurate attendance
according to the
designated campus
ADA time

Provide a location in
which attendance
records and reports
are filed systematically
and labeled according
each school year

Record accurate
attendance during the
designated campus
ADA time

Transcribe absence
coding information
into Skyward
according to all
attendance laws and
regulations

Verify attendance
reports for accuracy
each reporting period

Generate absence
reports for review and
verification by
teachers, special
programs, and campus
principal

OFFICIAL ACCOUNTING TIME - ADA TIME

The Principal determines the Official Accounting time (ADA time) in the second or fifth instructional hour. This is
not necessarily the second or fifth period class. If the campus does not take attendance during this time, the school
board must adopt an alternate time for your campus. See SAAH, 3.6.2. Once the principal chooses the official
accounting time, it cannot be changed.

The official ADA time is not a window of time, it is a designated time. However, the teacher may take
attendance within a window of time. For example: If the campus ADA time is 10 a.m. and the teacher takes
attendance at 9:55, this is acceptable. However, if the student leaves prior to 10 a.m., the student should be marked
absent for ADA purposes.

The official ADA declaration time must be signed by the attendance clerk and principal and filed in the Campus
Attendance Audit Folder.

If the campus runs more than one track/calendar, the campus may have two different accounting times/periods
which should be noted.



ATTENDANCE FILING SYSTEM

The attendance filing system should include the following components:
e  Campus Attendance Audit Folder
e The Daily Attendance Folder documents convert into the Weekly Attendance Folder
e The Weekly Attendance Folder documents convert into documents filed by weeks or months
e  Six Weeks Attendance Folder

Campus Attendance Audit Folder
The following items to file in the Campus Attendance Audit Folder are mandatory. Internal tracking form available on

the PEIMS Website.
e Documented official ADA Declaration Form designated by the principal
o Official school calendar: If a bad weather day is used, mark it accordingly on the calendar.
e  Procedures for substitutes when the teacher of record is not available
e  Each six weeks reporting period required reports, once completed
e Documentation indicating the meaning of all locally-designed absence codes
e  Approved waivers for attendance, if applicable
o All bell schedules including modified and testing bell schedules, if applicable

Daily Attendance Folder
The following bolded items to file in the Daily Attendance Folders are mandatory.

o Daily Attendance Coversheet Internal tracking form available on the PEIMS website.

¢ Recorded Class Attendance (WS\OF\AT\RE\AR\RC) If not blank, this report will need to be printed and
saved in the Daily Attendance Folder. Attach the paper rosters to this report. The paper rosters must be
signed and dated in ink.

e Unrecorded Class Attendance (WS\OF\AT\RE\AR\UC) If not blank, attach the paper rosters to this
report. The paper rosters must be signed a and dated in ink.

o Substitute teacher paper attendance roster

o Teacher paper attendance roster

e Day Summary (WS\OF\AT\RE\AR\DS)

e ADA Report (WS\SR\TX\RE\AT\AA)

e Field Trip/Extra-Curricular Attendance Rosters Signed and dated rosters must be turned into the
attendance office by the sponsor before the group leaves campus.

e Supporting Attendance Documentation

o Student absence notes from parents, doctor office, etc.*

o  Emails from counselors, principals, teachers or other staff member documenting the whereabouts
of a student during the ADA time. This is very important for the ADA period. (ie: Johnny was at
the counselor’s office and Mrs. Smith marked him absent.) The attendance clerk should receive
some kind of documentation from the counselor/principal/nurse. Regardless of the method, there
must be some form of documentation because the tracking log will show the teacher marked the
student absent and then the attendance clerk changed the absence to present.

o  Emails from teacher needing to change attendance records

o Discipline Attendance Notifications Notification of students assigned a consequence removing the student
from the classroom, such as ISS, OSS, DAEP/Summit, or JJAEP.

e ISS Attendance Roster/Log If a student leaves early from ISS you should be notified either by email or a
copy of the sign out log should be sent to attendance office.

e Tardy Log Must include a date and time. Students cannot sign in.

e Student Leave Early Log Must include a date and time. Students cannot sign out.

e Modified Bell Schedule

e Approved Attendance Waivers

*You can also choose to create a folder for each student to hold the absence notes. However, you must still have an
attendance folder for each day in session.



The following items are allowable in the Daily Attendance Folder, but not mandatory:

e Daily Funding Absence Report (WS\SR\TX\RE\AT\DF) — The Daily Funding Absence Report is an
auditable document. This is not the Daily Absence Report you use to call parents.

e Daily Balancing Summary Report. (WS\OF\AT\RE\AR\DR\DB) This report will help with entry,
withdraws, and Daily Funding Absence Report.

e Run Free Period Report (WS\OF\CS\SS\RE\FP) If this report is not blank, you should be able to account
for these students (part-time student, walk-in speech, etc.)

o Blank Schedule Report (WS\OF\CS\RE\RE\SS). This report is another tool to see if there are any
students with no schedules.

e Consecutive Absences Report (WS\OF\AT\RE\CA). Helps monitor students that have consecutive absent
days. Provide this report to the person designated on the campus monitoring student attendance for truancy
prevention measures.

e  Suspect or Questionable Attendance Report. (WS\OF\AT\RE\WVR\SQ). Helps at the secondary level to
determine if teachers are accurately taking attendance or students that may be skipping.

Weekly Attendance Folder
The following bolded items to file in the Weekly Attendance Folders are mandatory.

o Weekly Attendance Coversheet Internal tracking form available on the PEIMS website.
e Entry/Withdrawal Report

e ADA Report for the Week

e The current week’s Daily Attendance Folders, including its documents

The following item is allowable in the Weekly Attendance Folder, but not mandatory:
e Blank Schedule Report (WS\OF\CS\RE\SS\SS). This report is another tool to see if there are any students
with no schedules.
o  Free Period Report (WS\OF\CS\SS\RE\FP) — Print and save once every 6 weeks. This is a tool to make
sure there are no students unscheduled during the funding period that may be accumulating ADA.

Six Weeks Attendance Folder
The following bolded items to file in the Six Weeks Attendance Folders are mandatory:

o Six Week Attendance Coversheet Internal tracking form available on the PEIMS website.
o Daily Register with Signature Page (Student Detail Report)

e Contact Hours Report with Signature Page (Campus Summary Report)

e Teacher Six Week Attendance Verification

e  Enrollment Verification/Student Membership Report (15t and 4" Six Week)

¢ Discipline Summary Report for the Six Weeks: TSDS PEIMS Report

e  Suspension/Expulsion and Attendance Audit Report

The following items are allowable in the Six Weeks Attendance Folder, but not mandatory:
o Free Period Report (WS\OF\CS\SS\RE\FP) — Print and save once every 6 weeks. This is a tool to make
sure there are no students unscheduled during the funding period that may be accumulating ADA.



HOW AND WHEN ATTENDANCE IS SUBMITTED

o The elementary and intermediate campuses will submit their official ADA attendance at the time designated by the
principal.

o Middle and high school campuses will take attendance each period. The Student Services department determines
how many minutes a student can miss before they are considered absent for class. This will be documented in the
Attendance Audit Folder. Campuses that are departmentalized will designate a time during the 2" or 5% instruction
hour as the official accounting time.

Regardless if the campus is an elementary, intermediate or departmentalized campus, once the official attendance
time is set; it cannot be changed.

o All teachers will submit their attendance using the district provided attendance software, Skyward-Educator Access
Plus. (See How to Take Attendance Through Educator Access Plus).

o Inthe absence of the teacher of record, the substitute teacher will take attendance on a paper attendance
roster (WS\SR\TX]JRE\AT\AW) which is provided by campus personnel.

e  The substitute will also be provided instructions on how to accurately take attendance by campus
personnel.

e Acopy of the instructions for substitute teachers will also be filed in the Attendance Audit Folder.

e  Paper attendance rosters/Attendance Worksheets are to be returned to the attendance clerk for each class
and filed in the Daily Attendance Folder.

MONITORING ATTENDANCE (DAILY)

The campus attendance clerk will monitor the attendance by period for each teacher. The attendance clerk is responsible for
making any changes to the attendance record as needed after submission by the teacher (i.e. students returning to school with
a doctor’s note or from school nurse, etc.). The attendance clerk is not permitted to change a student’s attendance
without proper documentation.

o Unrecorded Class Attendance Report (WS\OF\AT\RE\AR\UC) If a teacher has forgotten to take their attendance
give them a friendly reminder either by telephone or email. This will help keep your attendance accurate. File in
daily attendance folder.

o Recorded Class Attendance (WS\OF\AT\RE\AR\DR\RC) This report will be ran every day for the official
accounting period to monitor attendance taking time.

o Run ADA (WS\SR\TX\RE\AT\AD) Print to screen to make sure it balances against the Funding Report. File in
daily folder.

o Daily Funding Absence Report (WS\SR\TX\RE\AT\DF) Make sure daily funding absence report balances with
ADA and daily absences. File in daily folder.

o Daily Balancing Summary Report (WS\OF\AT\RE\AR\DR\DB) This report will help with entry, withdraws, and
Daily Funding Absence Report. File in Daily folder.

o Free Period Report (WS\OF\CS\SS\RE\FP) If this report is not blank, you should be able to account for these
students (part-time student, walk-in speech, etc.)

o Consecutive Absences Report (WS\OF\AT\RE\CA). Helps monitor students that have consecutive absent days.
Provide this report to the person designated on the campus monitoring student attendance for truancy prevention
measures.

o  Suspect or Questionable Attendance Report. (WS\OF\CS\SS\RE\SQ). Helps at the secondary level to determine
if teachers are accurately taking attendance or students that may be skipping.



STUDENT MEMBERSHIP RECONCILIATION

At the end of the first six weeks and at the end of the fourth six weeks, a district developed form will be given to each teacher
along with the Attendance Worksheet. The teacher will enter the number of each student ENROLLED in each class signed
and return it to the attendance clerk that day. Teachers will still be required to take attendance at the campus designated time.
The attendance clerk will verify the accuracy of each form and forward a copy of the campus form to the PEIMS office. This
original document will be filed by the campus attendance clerk in the daily attendance file. The PEIMS department will also
file a copy of this document for district records.

REQUIRED DOCUMENTATION
o Student Detail Reports (Six Weeks) (WS\SR\TX\RE\AT\DR) also known as Daily Register.
o Campus Summary Reports also known as Contact Hours/Principal’s Report.
e One for each six weeks (six)
e One for each semester (two)
o Enrollment Verification/Student Membership Report (1% and 4" Six Weeks)

It is the responsibility of the attendance clerk to generate the Principal’s Report and Student Detail Report (Daily
Register). This process will be spooled and saved every six weeks on the network server. Save and print signature
page for the Student Detail Report and Principal’s Report in the audit folder.

TARDY TRACKER

An electronic tardy tracker system will not be considered to determine whether or not a student is present or
absent for class unless it is monitored by a campus staff member. Monitoring the tardy tracker requires a staff
member to enter the student’s name and/or ID number. Having a student swipe their Student ID is not an
acceptable way to track the student’s whereabouts for attendance accounting purposes. Ex: Campus ADA time is
10:00, student swipes tardy tracker at 9:58 and makes it to class at 10:01. For ADA purposes, the student is
considered absent.

MAINTAINING ATTENDANCE ACCOUNTING RECORDS/BACKUP SYSTEMS

Skyward is backed up nightly by the network manager and stored in a separate location.



FIRST DAY ATTENDANCE

In Texas, there are NO absences the first day of school. A student cannot be marked/reported as absent until they have
attended one day and have been counted “in membership”.

STEP 1 - Run Class Rosters
Each campus will determine who is present/in membership and who was not in membership on the first day of school. Your

campus will use class rosters generated out of Skyward for this process. Options include:

o Scheduling Class Rosters (WS\OF\CS\RE\CR)
o Itisrecommended you do not have the teachers print rosters for first day attendance.

**Before rosters are printed, check with the master schedule person at the campus to make sure all students are scheduled.
Do not print rosters until after all the student schedules have been printed and no schedule changes are to be made. In some
cases the teachers may not get their rosters until the first day of school. It is the attendance clerk’s responsibility to
communicate with the person who is running schedules.

**|t is highly recommended that student schedules are not changed on the 1%t day of school**

STEP 2 — How to Conduct Enrollment Counts/Student Membership Verification (Refer to the detailed instructions
provided by Student Services in completing the following procedures to verify campus enrollment counts.)

Elementary-Intermediate-Middle Schools Enrollment Counts Procedures

1. Class rosters are printed according to the ADA period.

2. The class rosters are divided amongst the enrollment counts team members. The enrollment counts team usually
consists of campus administrators and certified staff members such as counselors, interventionists, etc.

3. Each enrollment counts team member visits the classrooms according to the given class rosters.

4. The following steps are taken when determining enrollment counts:

a. All students should be in the classroom while enrollment counts occur.

b. All students stand up.

c. The enrollment counts team member reads the first and last name of each student aloud. Do not just do a
head count against the number of students on the class roster.

d. As the student hears his/her name, they say “Good Morning” to the enroliment counts team member and
then sits down.

e. The enrollment counts team member will record the full name of any student whose name was not on the
class roster. (These students will be left standing.) Middle School will include the grade level of the
student.

f.  On the 1% Day of School: If a student’s name is on the roster, but is not in the classroom, draw one line
through the student’s name and write “No Show” next to the student’s name.

g. After the 1%t Day of School: If any student is absent, verify with the classroom teacher the student is
scheduled in the class. Leave the student’s name on the roster if the student is still scheduled in the class.

h. Active Students, On Campus at ADA Time, but not Enrolled in a Class: You may have students who
are active, but are not enrolled in a class, because they are waiting to be scheduled. These students should
be included in the enroliment count for the day. A written roster will need to be created for these students.

i. Elementary and Intermediate Campuses: Write the total number of students on the bottom right-hand
corner of the class roster.

j. Middle School Campuses: Write the number of 6-8" grade students on the bottom right-hand corner of
the class roster.

k. The enrollment counts team member will sign and date each class roster in ink. Do not use erasable pens,
pencils, crayons or markers. This is an auditable document and must not be destroyed.



5. Once the enrollment counts team member has completed the enrollment counts per class roster, visit with the
campus administrator, registrar, and counselor(s) in a group session.

a. Students Not on the Class Roster: Verify the student has a completed online registration application then
schedule the student in Skyward.

b. Students With Names Crossed Out: On the first day of school, mark the student as a “No Show” in
Skyward if the student did not attend school or assign the student to the correct class in Skyward.

c. Keep arunning total number of students by grade level and compare it to the Skyward Enroliment Counts
Report.

d. Attendance rosters are to be returned to office or collected by office personnel.

STEP 3 - MARK YOUR NO SHOWS
o Use the “No Show” button

e  This can be done for anyone who is a “No Show” the first day of school.

o Ifin the district last year on another entity, you can delete on current entity — but you will lose any
scheduling data permanently. You should probably wait a week or two before this is done. You will need
to contact the PEIMS office to delete students off your entity.

o Manually update records to indicate “No Show”
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o Drop/inactivate schedule (the schedule could be printed first in order to assist in rescheduling if the student
shows up)
e  Withdraw students from all special programs — GT, LEP, PRS, Special Ed.

STEP 4 - BALANCE YOUR NUMBERS
Once all “No Show” students are processed, the campus will need to “balance” their counts of students from what they
manually tallied to what is in the Skyward. Several options to work on this balancing project:

o Review the counts under the entity counts area. (WS\AF\EC\RE) Recommend you use the utility to Recount
Students (WS\AF\EC\PS\UT\RS) prior to using these numbers. This area ONLY reads the number of Active
students on that entity and reads that from the WS/ST/Entity tab — Current Status. This area DOES NOT read any
enrollment information from the E/W tab.

o Print an Enroliment Report (WS\OF\AT\RE\AR\ER) for the first day of school — 08/19/19 — be sure to select all
schools & calendars — do not click total Special Ed students separate - but DO print the student detail. This will give
you counts of students at the top (by grade level, race and gender) that can be used to balance back to the Entity
Counts from step #1. Even if the counts match exactly, it is strongly recommended that you verify the names of the
students present/in membership from the rosters against the names on this enrollment report. Counts could match but
with the wrong students being counted. IF the counts DO NOT match — the school will need to verify the names of
the student’s present/in membership from the rosters against the names on the enroliment report.



e Possible reasons the counts would be different:

= Student not entered in the software.

= Student has the wrong grade level in the software.

= Student does not have an enrollment date of the first day of school — possibly the date on the E/W
tab is before or after the first day.

= Student is not marked active.

o Ifyou are not able to determine the students that are causing the school not to balance, print the Student Detail
(WS\SR\TX\RE\AT\DR), which lists the students by grade level and ADA Eligibility code.
e Possible issues may include:

= Student has the wrong ADA Eligibility Code — such as “0” for not in membership — when they
should be a “1” for membership.

= PK students with wrong ADA Eligibility Code — such as “1” for full day when should be “2” for
full day. All full day PK students will be coded as a “2”.

= Speech only students with wrong ADA Code — such as “1” for full day membership when should
be “0” for not in membership.

= Student on incorrect calendar/track

o Campus will also need to print an ADA Report (WS\SR\TX\RE\AT\AD) — to verify the membership counts for the
school and to verify 100% attendance.

o If less than 100% attendance on ADA report, campus will need to print a Day Summary Report
(WS\OR\AT\RE\AR\DS) to get a list of the students marked absent on the first day.

¢ REMINDER - since PK students are coded as ADA Eligibility Code “2” they will count on the ADA
report as “.5” therefore that count will end up half of the actual “warm bodies” in the building. Other kids
that are coded special ways such as “0” or “6” may also cause the ADA report counts to not match exactly
the “warm bodies” count from the other reports above.

STEP 5- AFTER NUMBERS ARE BALANCED
o Complete First Day “Enrollment Count” form. Place the original in the first day attendance folder and follow

district procedures provided by Student Services.

SKYWARD ATTENDANCE CODES

It is important to understand Skyward Attendance Coding. The campus principal determines whether or not an absence is
Excused or Unexcused.

In Skyward, absences are coded with an Absence Type and Absence Reason. For PEIMS purposes, it is important to
understand the Absence Type Code and whether or not the code counts for or against funding purposes. Below is a list of
the Absence Type Codes in Skyward. Some codes are designated for specific campuses.

If the Absence Type Code has a “$” in the Short or Long Description this means this specific Absence Type Code is a
funded absence and documentation is required. See SAAH, Section 3.6.3 for details.

Include in

Type | Short Long Countin | Disciplinary Total
Code | Description Description Category Truancy | Action Attendance
A Unexc -Tchr Abs | Unexcused-Teacher Absence Unexcused Y Absence Y

E Excused Excused Excused N Absence Y

| ISS $ In School Suspension Doc Req $ Other N In School Suspension N

L Left Early $ Present for Funding Doc Req $ Excused N Absence Y

N OSS After ADA OSS Partial Day/After ADA Time Other N Absence N

0 0SS 0SS-0Out of School Suspension Other N Out School Suspension Y

P Pres/Abs $ Pres/Abs in Class Doc Req $ Other N Absence N

T Tardy-Teacher $ | Tardy-Teach/Pre ADA Doc Req $ Tardy N Absence N

U Unexcused Unexcused - Office Unexcused Y Absence Y

Y Tardy-Office $ Tardy-Present ADA Doc Req $ Tardy N Absence N




After the Absence Type Code has been determined, The Absence Reason Code is determined. This helps keep track of

student absences and makes pulling student absent reports easy.

Reason Code | Short Description Long Description

AD Administrative Administrative (W/ Principal)
AM Active Duty VM Active Duty Visit Military

AS Autism Spectrum Autism Spectrum Disorder Hlth
AT Athletic/Actvty Athletic/Activity

BA BAC (ExCel) Cls BAC (ExCel) Cls

CA Court Apprnc Required-Court Appearance
CN W/ Counselor With Counselor

CT Career Tech Act Career Tech Activity

CcVv College Visit College Visit

EC Election Clerk Election Clerk

EX Extra-Curr Actv Extra-Curr Act Not FA/AT/CT
FA Fine Arts Actv Fine Arts Activity

FL Flu Flu

FT Field Trip Field Trip

HB Homebound Homebound

HI Home Instr-CEHI Home Instruction - CEHI

IL Illness -Parent Illness - Parent Note

IS In-Sch Suspens In-School Suspension

MA Medical Abs-DR Medical Absence-DR's Excuse
NN No Note No Note

NO Naturalize Oath Naturalization Oath

NS Nurse Sent Home Nurse Sent Home

NV With Nurse With Nurse

PN Parent Note Parent Note

RH Religious Holy Religious Holy Day

SA Sch Rel Actvty School Related Activity

SP Summit Placemnt Summit Placement

SR Senior End Year Senior End of Year

T3 Tardy (3rd Occ) Tardy (Third Occurrence)

TA Sounding "Taps" Sounding "Taps"

TD Tardy Tardy

TE Testing Testing

TF Texas Fam Code Texas Family Code

TS Tardy at Summit Tardy at Summit

ucC App for US Ctzn Application for US Citizenship
us Unexc Summit Unexcused at Summit

XS Present Summit Present at Summit

XZ Exempt frm Exam Exempt from Exam

Y4 Other Other
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SIX WEEKS ATTENDANCE TERMS

2019-2020 Six Week Reporting Timeline

6 Week Period Start/End Reports Responsibility Due Date
Dates
1st 6 Weeks August 19- Principal’s Report | Principal, Discipline Officer, Attendance Clerk, Special | October 11
September 27 Daily Registrar Programs Contacts
Discipline Report
ISS/OSS
Attendance
1st 6 Week: Enrollment Thursday, Enrollment Report Principal, Attendance Clerk October 4
Verification September 26
August 19-
September 27
School Start Window September 27 Leaver Principal, Registrars, Student Services
Dropout
2nd 6 Weeks September 30- | Principal’s Report | Principal, Discipline Officer, Attendance Clerk, Special November
November 8 Daily Registrar Programs Contacts 22
Discipline Report
ISS/OSS
Attendance
Fall Snapshot October 25
3rd 6 Weeks November 11- | Principal’'s Report | Principal, Discipline Officer, Attendance Clerk, Special | January 24
December 20 Daily Registrar Programs Contacts
Discipline Report
ISS/OSS
Attendance
4th 6 Week: Enrollment Thursday, Enrollment Report Principal, Attendance Clerk February 28
Verification February 20
January 8-
February 21
4th 6 Weeks January 8- Principal’s Report | Principal, Discipline Officer, Attendance Clerk, Special March 6
February 21 Daily Registrar Programs Contacts
Discipline Report
ISS/OSS
Attendance
5th 6 Weeks February 24- Principal’s Report | Principal, Discipline Officer, Attendance Clerk, Special April 24
April 10 Daily Registrar Programs Contacts
Discipline Report
ISS/OSS
Attendance
6th 6 Weeks April 13- Principal’s Report | Principal, Discipline Officer, Attendance Clerk, Special May 29
May 28 Daily Registrar Programs Contacts
Discipline Report
ISS/OSS
Attendance
V7.28.2019
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SM/SR/TX/RE/AT/IAW

HOW TO RUN ATTENDANCE WORKSHEETS

Substitute Rosters

Select Attendance Worksheets/Add

L___|.

Name template
Options:

<] Attendance - AT

L] student Withdrawal/Record Transfer Form - SW
_] ADA Report - AD

] Record of Program Activity - RP

L] Daily Register - DR

] Flexible Attendance Daily Register - FA
] Contact Hours Report - CH

L] ADA/FTE Report - AA

<1 | Attendance Worksheets - AW =
""" L] Student Activity Information Listing - SA
L] Multi-Period Attendance Report - MP

L] Daily Funding Absence Report - DF

L] Attendance Verification Report - AV

Calendar Terms/Dates
Worksheet Layout
Class Range Selections
Print Options

Filter
Options

Sort Order (must be selected in order for report to run)
After options are selected select Save and Print

# Home Page | Federal/State Reporting | State Rpt | TX State Reports | Attendance Worksheets @) =

— Template Settings

— Worksheet Layout:

* Template DescriptiorSQATTENDANCE WORKSHEET Worksheet Layout: | Classes

6 recorde dicplavad

Start Date: [08/23/2010 |EE=]

* End Dated10/01/2010 |EEx]

w
¥ Share this termplate with other users in entity 043 — Class Range Selections:
Low High
— Calendar Term(s) and Date(s): Course/Class: 277777 | |ZZZ
* Calendar: |043 w6th GR HOWRY Class Period: 01 01

2] Teacher Selection:

[term| sttt | sop [ ] ’76 o Teacher: [HICKS HICKS
01| 08/23/2010 |10/01/2010 |A O mdvidual
02| 1os04sz2010 [11s12/2010
03 z 01/14/2011
04] ¢ 0272572011 — Print Options:
05| ozszes2011 | 04/15/2011 Print blank lines for new students: []  If yes, how many?: 0
06| 04/18/2011 |0&/02/2011 |»

Print blank lines for totals: []

Print one sheet per matching pattern?: []

Asterisk () denotes a required field

——

Save and
Print

Ft Order:
Course Grade

Select

D

Report spools in Print Queue

Select Display Report



Date = Report Description v Status Current
0%/2372010 ¥ 7:26 PM | Attendance Warksheets - ATTEMNDAMCE WORKSHEET M Completed | 00:00:04
09/2572010 Wed 7:25 PM | Attendance Warksheets - ATTEMDAMCE WORKSHEET Y Completed |00:00:04
09/25/72010 Wed 7125 PM | Attendance Worksheets - ATTEMDAMCE WORKSHEET i Completed |00:00:03

09/25/2010 Wed | 6:07PM|eSped EXTRACTE — -
03,23,2010 Wed | 2 13PM |e5ped - v1.0 Expo) aiiaiibab it

03/23/2010 Wed | 1:55PM |eSped - v1.0 Expoy The report Attendance Worksheets - ATTENDANCE
03,28,2010 Wed | 1:52 PM |e5ped - v 1.0 Expo] WORKSHEET has finished processing.

0972972010 Wed | 2:12 AM |eSped - v1.0 Expol
09/29/2010 Wed | 2:00 AM [Follett +5.00 Expo)
08/29,/2010 Wed 2:00 AM |eSped EXTRACT E

09,/28/2010 Tus | 6:07PM|eSped EXTRACTE
09/28/2010 Tue 2:13PM |eSped - v1.0 Expo Displav R ¢ |
08,28,2010 Tue | 1:55PM |eSped - v1.0 Expdl Lsplay kepor

i o P T I I T | P P PR

Report prints to screen
Report stays in print queue for two days if you need to re-run the report

ltxatn0d.p 08-2 M.A. HOWRY INTERMEDIATE SCHOOL 08/29/10 Page:1
04.10.0&.00.00 Attendance Worksheet by Classes T:=2c PM
Teacher: HOOD, DAN Room: 133
Course/Epc: & BOCESS1A Period: 01 Eignature: Dake:
Month: g Sep
Student Koy Hame Date: 23 24 25 28 2T 30 3l 0l 02 03 08 O7 og 0% 10 13 14 15 18 17 2Z0 Z1 22
M T W T F M T W T F M T W T F H T W T F M T W
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HOW TO RUN CLASS ROSTERS

WS/OF/CS/RE/CR
Select Class Roster Report - CR/Add

EI---;I Scheduling Reports - RE

L] Schedule Cards Repart - 5C

Filter
Options

L] Future Student Transaction Reports - F5
L] Student Check-Out Forms - CF

=5 Codes - €0

Name template

Print Options: Class Selection by Range or Individual Classes
Select current School Year
Select Term to Print
Select Class Sort

| Teacher Schedules Report - TS
L] Repeated Courses Report - RC
""" L] Pre-Reguisite Verification Repart - PR
""" L] Student Transaction Reports - TR
| Delete |

— Print Opoons

Class Selection
|7@ By Range O By Individual Class(es) School Year: | 2010-11 v

Terms To Print: | L11=R11 Year Schedule Terms=01-0&

Class Sort

Roster Options: Course/Class

Teacher
Class Period
— Roster Options
E — class Ranges
Lo High
Course/Class: EEFFEE ZE7
Teacher: FFFFFFFFIZT All Day Patterns | Day Patterns |
Class Building: FrFF7
Course Grade: oo 99
Course Length: ZEE
Subject: ZEE
Department: iy
Course Type: s
Class Period: 01 01
Cross-Entity Enrollment Classes: | Include LS
Cross-Entity Enrollment Classes to Print: | "Home™ and "Awaw™ |
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Select what you want printed on the Class Roster.
Do not select Student Type or Special Ed Indicator for class rosters

— Items to Print

— Detail Line 1 — Detail Line 2
(] Default Entity (4) T Print Detail 2 Heading Line
[]student Schoal Code (4) mm—E- [ ] Address (51)
v Middle Name [ Locker Number (7) Use Mailng Address [7]
g ar (7)
[ student Name Key (12) Laocker Combination (15) []student's Email Address (31)
[l Date of Birth (11) [ Advisor (12) [ IHead of 2nd Househald (24)
[IRrace Code (5) [Home Phone (13) [(1second Parent Name (24)
= = A 4
. =]
i | [ Confidential Phone
[JHomeroom (6) [(wark Phone {13) Note: This (##) indicates the number
(] student Access Login/Pwd (32) [parent Name (21) of characters an tem takes up.
=l = el
ID Number (] scheduling Team (5)
Other ID (13) . Font Size: Large
O S (] Enrolment Dates (22) d
O Vocational Ed ID (13) Detail Line: 1 2
® None (] LEP Indicator
N : I:I Max Chars: 80 ]
LEP Indicator:
Remaining: 39 g0
Formatting: Double Space/Single Space
Teacher Name
Student Name
— Formatting
[JDouble Space Class List — Student Count Display Method —
— Teacher Name ———————— ® Print One Class Total
®Ful Name O Short Name O Print Totals By Semester

O Print Totals By Term

— Student Name Print Order —
() Eirst Middle Last — Humber of Report Columns

) Last First Middle ® 1 coumn Q2 Columns

— Teachers to Print

@ Al O Primary




Student Ranges:Student Sort
Grade
Student Type
Student Current Year Status — Active Only
Student Class Record Types — Enrolled Only

— Student Ranges

Low High
Student Race: Z7Z
* Grade/Grad Yr: 29499 Qooo
Student Type: 777
School Code: Zi777
Calendar Code: 7777z
Student Current Year Status: | Active Omly v

Student Class Record Types: |Enrclled Only |+
[ Print Class Lists For Specific Date Using Schedule
Transaction File Date: _"l

(] Only Print Class Lists With Students in Range

] only Print Students With Adjusted Classes

Grad Year

After all options are selected

Save

Save and
Print

Report spools in Print Queue
Select Display Report

Queue for MICHELLE ANDERSON

Date « Time | Report Description v W | Status Time
08/23/2010 Wed 7:52 PM | Class Roster Report - CLASS ROSTERS 2010 M Completed (00:00:03
08/23/2010 Wed 7:26 PM | Attendance Worksheets - ATTENDAMCE WORKSHEET Y Completed (00:00:04

7:25 PM | Attendance Worksheets - ATTENDANCE WORKSHEET Y Completed |00:00:04

7:25 PM | Attendance Work
6:07 PM [eSped EXTRACT E: Re

1:55 PM | e5ped - v 1.0 Expe| 2010 has finished processing.
1:52 PM |eSped - v 1.0 Expof
2:12 AM | eSped - v 1.0 Expof
2:00 AM | Fallett 5,00 Expol
2:00 AM |eSped EXTRACT E:
6:07 PM eSped EXTRACT E:
2:13PM |eSped - v 1.0 Expof

Display Report

Report prints to screen
Report stays in print queue for five days if you need to re-run the report

2:13 PM |eSped - v1.0 Expof The report Class Roster Report - CLASS ROSTERS
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HOW TO RUN THE ENTITY COUNTS UTILITY

This utility keeps track of the number of students on an Entity.

This utility is not to replace an Enrollment Count or an ADA count. It is a guide to help keep your Default
Entities and Grad Years accurate

WS/AF/EC/RE
Select Add and name template
Save and Print )

MDisplay My Ternplates [ Display Shared Templates [ Display Skyward Ternplates

Entity Counts Report Templates &R @ Print
Template Type a Dezcription Created By
TEMFLATE ANDERSOM, MICHELLE Edit
47 Skyward Entity Counts - Curr Schil AMNDERSOM, MICHELLE
Clone
¥) Entity Counts Raport - Entity 042 - WSVARAEC\RFAEC - 10248 - 04.12.02... [2][E](X] Delet
i htkps:isky-stu,lake-worth, k12, bx,us/scriptsfogiip, exeWService=wsEAplus/secnredit00 L wiisPopup=t Back
Entity Counts Report AR @S2
Check
Template Settings Spelling
* Template Description: [I=g=mos | Save
[share this template with ather users in entity 042 Save and
Orrint Greenbar Prirt
Back

Report Ranges

2 records School Year:
GradefGrad vr: [ |9999 | To 2013 #
[ show Count Breakdown by Student Status
[ show Count Breakdown by Student Type
[ show Caunt Breakdown by Gender
[ show Count Breakdown by Sorin-Economic Status

| | Asterisk (%) denaotes a required field S

SM/AF/EC/EC Select Current School Year Entity Counts/Apply Filter

Entity Counts - Current School Year Entity Counts

School Year® = Grad “ear | Grade Level Max Students Current Count Unduplicated Count Available
piy 2015 (08 0 i i il
2011 2015 |07 0 4 4 -4
2011 2017 |0& 0 191 191 -191
2011 2013 |05 0 233 233 -233
2011 9999 | Entity 0 429 429 429




HOW TO PRINT AN ENROLLMENT REPORT

WS/OF/AT/RE/AR/ER
Select Enrollment Report/Add
5 [} Recorded Class Attendance - RC

=3 Reports By Student

""" 1 Monthhy/Quarterly Report - MQ

|1 Attendance Graphs - AG

[1 Attendance Detail or Summary - AD
|1 Teacher/Class Rolbook Report - RB
[} Teacher/Class Summary Report - 5C
[ ] Attendance Membership Report - AM
[ 1 Consecutive Absences Report - CA
[} Absence Occurrence Repart - AD

|1 2nd and 5th Period Class Report - PC
1 comment Repart - CO

|1 Absence Reason Report - AR

[1 In/Out Minutes Log Report - 10

[} Accumulative Absences Report - AA
1 Column Report by Student/Date - CR

Filter

Options

Name template
Report Ranges: Grade
Enroliment Date
Print Student Detail Yes/No
B Save and Print

— Template Settings

* Template Description: [EMROLLMENT REPORTS
[] share this template with other users in entity 043 Print
— Report Ranges
Lowy High
Entity: 043 04z
Student Key: FIFFFFFFTTFE
Grade/Grad Yr: jajuinin] oooo
Enroliment As Of: |[09/29/2010 ZIWednesdav
Include All Calendars —
Include All Schools | Schools |

— Printing Options

I | Total Special Ed Students Separate from Mainstream Students
Total Eval Code Groups by Gender

[ print Student Detail

[ Print Totals by County

[1Page Break by School

| ___co &

Report spools in Print Queue
Select Display Report



.
e
- Print Queue for MICHELLE ANDERSON

Date « Time | Report Description v W [ Status Time
0S/23/2010 2:30 PM | Enrollment Report - ENROLLMENT REPORTS M Completed | 00:00:03
0S/23/2010 Wed 7:57 PM | Class Roster Report - Test @ ¥ Completed | 00:00:0%
0S/23/2010 Wed 7:55 PM | Class Roster Report - CLASS ROSTERS 2010 Y Completed | 00:00:08
08/25/2010 Wed 7:55 PM | Class Roster Repo
09/23/2010 Wed 7152 PM | Class Roster REpu:uI eport Finished Processing
0372372010 Wed | 7:26 PM|Attendance Workg The report Enrollment Report - ENROLLMENT REPORTS [
03/23/2010 Wed | 7:25PM|Attendance Warkghas finished processing. B
0972972010 Wed 7:25 PM | Attendance Works B
0972372010 Wed 507 PM | eSped EXTRACT E [
09/29/2010 Wed | 2:13PM|eSped - v1.0 Expo [
05/23/2010 Wed | 1:55PM|eSped - v1.0 Expd B
05/29/2010 Wed | 1:52PM|eSped - v1.0 Expd . B
03,23/2010 Wed | 2:12 AM |eSped - v1.0 Expd Display Report —

Report prints to screen
Report stays in print queue for five days if you need to re-run the report

lspatrod.p 05-2
04.10.05.00.00

N.A. HOWRY IKRTERMEDIATE SCHOOL 08,/29,/10
Enrcllment as of: 08/29/2010 Run On - 03,/28/32010

Page:1
B:30 PM

#chool Enrollmant

American Ind Hispanic

Famala Mala Fansle
] 63 E3

1 5E B2

a 2 o

a a o

1 1zZ0 115

043 W.A. EOMEY INTEEMEDIATE SCEOOL

Total

Aoian Fac Islandar Elack wWhita Tnknown Total

Male Female Hale Femala Mala Famala Mala Famala Mala Famsla Mala Famale
2 1 Q o 14 15 L1 z8 a ] 25 108

2 o a a 15 a a7 21 a ] 145 BZ

a o a a o 1 1 o] a a 3 1

a o a a o a 1 a a a 1 o

= 1 a a z9 25 BS a3 a a 238 131

dr ke ok de ok o e i b b i b 3—15 ﬂ_- report kEkEFE A b b AR A A A bR bbb dd
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HOW TO PRINT THE STUDENT DETAIL REPORT
AKA DAILY REGISTER

When do you run this report?
End of every reporting period after you have verified —

e Entry/withdrawals are correct,
e Students are entered/withdrawn from special programs (Sped, ESL, CATE, G/T, etc.),
e Attendance has entered by teachers, and
e Attendance has been balanced by attendance personnel
WS/SR/TX/RE/AT/DR

Select Daily Register - DR/Add

-] Attendance - AT

""" |1 student withdrawal/Record Transfer Form - SW
[] ADA Report - AD

Activity - RP
[ 1 Daily Register - DR

..... F-It
endance Daily Register - FA

""" |1 contact Hours Report - CH

""" (] ADA/FTE Report - A&

|1 Attendance Worksheets - AW _
""" L1 student Activity Information Listing - SA _
""" |1 Multi-Period Attendance Report - MP _
""" |1 Daily Funding Absence Report - DF

|1 Attendance Verification Report - AV
Ej Grading - GR

Set template up with the same settings as in PaC. Remember by the end of the year all six (6) reporting periods
will be checked.

Always Build PEIMS records

Save and Print

B s e | Cece ey Sceie Pespioiinag ) Seeees nuse | 1o Sceses remprosee | beny mosgese: cec T

* Template Desc n: [TERM 1 - STUDENT DETAIL

Template Setts
’7 Share this template with other users In entity 001

[ Report Ranges

PEIMS submission: 3, 2010-2011
Entities: 001

Print guardian

Print signature

Mame of county: [TARRANT

Mame of registrar: [MICHELLE ANDERSOMN

Build PEIMS records: ¥ Local ID:| Alphakey ~
Print enticy totals: =
Lo High
Grads/arad vr: sess oooo Ghluv sy le o e
blank

Reporting Period Selection i

Prnt?  Prd  Cutoff Date lkd

| ==t | 1 B
=) 2
=] =
[=| -
=] s
=] =

Asterisk (") denotes a required field

Display Report



HOW TO TAKE ATTENDANCE THROUGH EDUCATOR ACCESS PLUS

1. Home Page/Staff Resources/Gradebook
DO NOT select Skyward Employee Access

St =l
Skyward Employes Access
Benefits ‘ NO
E-Mail

Edupharia

Absence Reporting
Gl o= VES!
Schoal Messenger

'|Employee Handboaok.

Salary schedules

LWEPS

Childcare

o

2. “Click Here!”

—

WARD

Click here!

3. Enter Username and Password

4. Select Post Daily Attendance

A NI p
SEfwary [ANAGEMENT @ Customer access
User Mame: TEACHER 1 BULLFROG Login History, |y rrint Quevs TSRS
= JEducator Access Plus WELCOME BACK!

(= Teacher Access
1 My Gradebook
1wy studerts

C U1 post Daly Attendance )
% Teacher Access Tutorial

Last Login Wednesday, August 12, 2009 at 6:48 PM.

5. Select the “class” and the “option” for how you will be taking attendance
Attendance for Wednesday, August 19, 2009
101 EFFIE MORRIS ELEMENTARY

Dept Subject Terms Period Days Meet Class Description Attendance Options
01 01 1-6 1 MTWRF 1010 /01 READIMNG 1 By Mamne |)By Seating Chart | Assign Seats

6. Students default to “PRESENT”

1aKe Laly Attenqance - Hy name

Take Attendance for Wednesday, August 19, 2009

7l Sawe
Undo
alert Legend | Show Today's Attendance for All Periods | View Class Summary _ Back |
X e . . : § Absent Tardy Wed Tue Mon Fri Thu Wed Tue Mon  Fri
(= LasthName +  FirstMiddle ~ GR  Sch  Absent Tardy Present 'no . count 8719 8/18 8/17 8/14 8/13 8/12 8/11 8/10 8/0

BULLFROG BERTHA 01 101 (s « o
BULLFROG BOBEIE 01 101 (s « o
BULLFROG BUEEA 01 101 [ (" o
BULLFROG STUDENT 01 101 [ (Sl O

7. Select Absent/Tardy/Present
Be sure to refer to your campus procedures for determining if a student is tardy or absent.
8. Select “Save”
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Take Attendance for Wednesday, August 19, 2009

( A Save )

Undo

Alert Legend | Show Today's Attendance for All Periods | iew Class Surnmar: | Back |

Absent Tardy Wed Tue Mon Fi  Thu Wed Tue Mon Fri

Last Name +  First Middle GR  Sch Absent Tardy Present "no\ o v pount 8/19 8/18 8/17 8/14 8/13 8/12 8/11 8/10 8/0
BULLFROG BERTHA I ) [
BULLFROG BOBEIE mowm | o o s
BULLFROG BLEEA 0o | © = [3
BULLFROG STUDENT o | o [ o | @

9. Educator Access Plus marks “Attendance Taken”

Attendance for Wednesday, August 19, 2009
101 EFFIE MORRIS ELEMENTARY

Dept Subject Terms Period Days Meet Class Description Attendance Options
o1 o1 1-6 2 MT¥RF 1010 f 02 READING 1 Bt -+ Firr—

Gttendance Taken: 7:04 PM by TEACHER 2 BULLFRDG)

10. You have until the end of the school day to make corrections and/or adjustments to a student’s attendance
record. If changes need to be made after the window closes, you will need to contact the campus
attendance clerk in writing.
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HOW TO PRINT DAY SUMMARY
ABSENCE REPORT

WS/OF/AT/RE/DS
Select Day Summary/Add

Filter

=7 Attendance Reports - AR

Options

U] Admit Slips - AS

L] Do Not Admit Slips - NA

1 Unrecorded Class Attendance - UC
L1 Recorded Class Attendance - RC

Name template
Report Ranges: School Year to Process
Grade
Specific Date
Parent Notified Yes/No/Both
Student Status — Active
Absence Types - Unexcused

— Report Ranges
School Year to
Process:

Select By: (® Date (O Student Key

2010-11 |»

(O Today Less number of School Days 1]

* Specific Date |09/28/2010 |E==lWednesday

Lowy High
Grade/Grad Yr: 9099 oooo
School: ZZEZ
Calendar: ZZLE
Attendance Period: an 0g
HiI'IiI'I'ILII'I'IAF'hESF'iEDnEJ:E:p 00 Absence Types |

Parent Motified: ) Yes (Mo (* Both
Student Status: " Active O Inactive O Both

Printing Options: Print Primary Phone
Print Confidential Phone
Print Absent Comment
Type to Highlight with - Unexcused
Print Guardian Work Phone
Print Guardian’s Name — Always
Name Format

23



— Printing Options
W Print Primary Phone [l Print Student Other ID#

Iv|Print Guardians Wark Phone

IV Print Confidential Phone [ Print Student Key

v Print Absent Comment [Cprint Attendance Mote [ Print Both Guardians' Inforrmation

— Print Guardian's Name

Type to Highlight With ™" | U=TMEXCUSED b’ O Mever O If Different Than Student (O If Same As Student

* Always

Print Attendance Detail
® all Periods in Day O Only Periods in Range

— Name Format
(® Last MName/First Mame ) First Mame/Last Name

® Al Types in Day ‘© Only Types used for Selection O Print Middle Initial O Print Middle Name &) Neither

Save and Print

Sawve and

Print

Report spools in Print Queue
Select Display Report

ueuse for MICHELLE ANDERSONM
W
8:53 PM | Day Summary - MID MORMIMG REPORT ] Completed |00:00:03
FERLZ010 Wed &:30 PM | Enrollment Report - EMROLLMENMT REPORTS W Completed |00:00:03
29,2010 Wed 7:57 PM | Class Roster Report - Test @ b Completed | 00:00:09
22,2010 Wed 7:55 PM | Class Roster Repao
29,2010 Wed 7:55 PM | Class Roster Repol eport Finished Processing
29,2010 Wed 7:52 PM | Clas=s Roster Repo| The report Day Summary — MMID MORMNING REPORT has
ZSCZ01L0 Wed 7126 PM | Atterndance Works inished processing.
29,2010 Wed 7125 PM | attendance wWorks)
29,2010 Wed 7125 PM | Attendance Works
29,2010 Wed 5:07 PM | eSped EXTRACT E
29,2010 Wed 2:13 PM | eSped - v1.0 Expoy
ZS,2010 Wed 1:55 PM | eSped - w1.0 Expoy -
Zasz0l0 Wed 1:52 PM |e5ped - v 1.0 Expol Display Report
T SR S S R R | T e — — | = T R

Report prints to screen
Report stays in print queue for five days if you need to re-run the report

lsoatris.p 32-2 N.A. BOWRY INTERMEDIATE SCHOOL 058/29/10 Page:1
04.10.05.01.00 Day Susmmary (Morning Report) B:53 PM
HH PHOHE AEE. DATE 05/23/Z010 ETE OGORD FP D 1 z 3 ] E E T B 5 P
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HOW TO PRINT THE ADA REPORT

WS/SRITX/IAT/IAD
Select ADA Report/Add

=+ Attendance - AT

Record Transfer Form - SW

] ADA Report - AD

Activity - RP

_| Daily Register - DR
|| Flexible Attendance Daily Register - FA _

L] Contact Hours Repaort - CH Fiter
| ADA/FTE Report - AA -Otlons

""" L] attendance Worksheets - AW cﬁ)

""" L] Student Activity Information Listing - SA | Edit |
""" L] Multi-Period Attendance Report - MP | _Clone |
..... ) . | Delete |

L1 Daily Funding Absence Report - DF

L] Attendance Verification Report - AV

Name Template
Report Ranges: Date Range
Totals — Both/Report for Each Date/Summary Only
Save and Print

/= Entity: 043 - WS\SRYTXAREMATAAD - 12905 - 04.10.06.01.13 - Windows In... [2 |[E]E<]

& | hekps:fiskyweb. lake-worth, k12 tx . usiscripks)ogiip. exe /W Ser vice=wsEAplus/ssrbxedit 202  wrisPopup= %
M Home Page | Federal/State Reporting | State Rpt | TX State Reports | ADA Report ¥ &8

— Template Settings

* Template Description: [ADA CURRENT DAY |
Print

[CJ share this template with other users in entity 043
ac

— Report Ranges

Law High
Entity: 043 043
Calendar: |:|
Grade/Grad ¥r: [ |9999 [ Joooo
Race:
Student Type:

Date:

[08/23/2010 |EE= [09/29/2010 |EES]

Totals: |B‘_—,—' Entity & Grade vl

Report Type: | Both L

Report £
Asterisk (%) denoted s pma vy oniy

Report spools in Print Queue
Select Display Report



HOW TO RUN THE DAILY FUNDING ABSENCE REPORT

WS/SR/TX/RE/AT/DF
Select Daily Funding Absence Report - DF/Add -

=+ Attendance - AT
""" L] student Withdrawal/Record Transfer Form - SW
""" || ADA Report - AD

""" L] Record of Program Activity - RP

""" L] Daily Register - DR

""" | Flexible Attendance Daily Register - FA

""" L1 Contact Hours Report - CH

""" L] ADA/FTE Report - AA

""" |1 Attendance Worksheets - AW

""" L1 Student Activity Information Listing - SA
""" L] MyltiPeri - MP

Name Template
Report Ranges: Date Range
Sort by Grade Level

Save and Print

" =
| Edit |
| Clone |
| Delete |

... | Federal/State Reporting | State Rpt | TX State Reports | Daily Funding Absence Report @ )

This program prints the names and grade levels of students who are absent for

Save

funding on the date(s) you specify. The report tells yvou how many students were
Print

enrolled on each date, the number who were absent, and the percent absent.

— Template Settings
* Template Description: |DAILY FUNDIMG ABSEMCE REPORT

I Share this template with other users in entity 042

— Report Ranges:
Low High

Entity: 042 04z
Grade/Grad YT: Q999 0ooo
* Date Range: [09/30/2010 |EEx| [o9/30/2010] |

Iv Sort by Grade Leval

Asterisk (%) denotes a required field

Report spools in Print Queue
Select Display Report
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& | https:ffskyweb,lake-worth k12, b, usiscriptsfcgiip, exe MW Service=wsEAplus /qprntbrws002, w

Print Queue for MICHELLE ANDERSOMN

Date ~ Time | Report De=cription W [ Status Time:
03/30/2010 Thu 5:33 PM | Daily Funding Absence Repart - DAILY FUNDING ABSEMC Completed |00:00:03
03/30/2010 Thu 2:13PM |e5Sped - v1.0 Export M Completed |00:01:37
0373072010 Thu 1:55 PM [eSped - v1.0 Export M Completed 00:01:48
03/30/2010 Thu 1:52 PM [e5ped - v1.0 Exp
03/30/2010 Thu | 2:12 AM|eSped - v1.0 Expo|
03/30/2010 Thu | 200 AM|Faollett v5.00 Expo| The report Daily Funding Absence Report - DAILY
03/3072010 Thu | 2:00 AM|eSped EXTRACT EfFUNDING ABSENCE REPORT has finished processing,
09/29/2010 Wed 9:00 PM | ADA Repart - ADA
08/29/2010 Wed 8:53 PM | Day Summary - MI
03/2372010 Wed | 2:30PM |Enrollment Repart
03/23/2010 Wed 7:57 PM | Class Roster Repo
09/25,2010 Wed 7:55 PM | Class Roster Repo :
053/23/2010 Wed 7:55 PM | Class Roster Repo Display Report

Report prints to screen
Report stays in print queue for five days if you need to re-run the report

ENROLLED

394

ABHEEMT 15

PERCENT AREEENT 3.BOT1

ki ko ke ok b b 3-15 :‘—' report dEE A A AT A A AR A AR AT AR
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HOW TO RUN FREE PERIOD REPORT

WS/OF/CS/SS/RE/FP
Select Free Period Report - FP/Add

Filter
Options

=7 student Schedule Reports
""" L] Student Conflict Report - SC
& Free Period Report - FP__—>
""" _| Student Credft Count Report - CC _

] Student Course Recommendation Report - RR
L] Student Schedule Credit Report - 5C
L] Student Alternate Request Report - AR

Name template

Student Ranges:Select Grades or leave ranges open
Select Period(s)
Student Status — Active
Terms to Use — Current Term
Select Calendars / Select Schools

..o | Student Schedule Generation | Student Schedule Generation Reports | Free Period Report € &

— Template Settings
* Template Description: |FREE PERIOD REPORT

I¥ [Share this template with other users in entity 042

School Year: 2010-11

— Student Ranges

Low High
Mame Key: LIFFFITIFiT
Grade/Grad ¥r: |07 |2016 0g 2015
Period: 0 08
Day: | Monday A Friday A

Student Status: OBoth & Active O Inactive

Terms to Use: |T1 =Term 1 Schedules Terms=01-01 w
Select All Calendar(s) | Calendars |
Select All School(s) | Schools |

[ Incude Saturdays When Scheduling Courses

After all options are selected

Save and
Print
. Eack
Save and Print

Report spools in Print Queue
Select Display Report

Save and
Print
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Print Queue for MICHELLE ANDERSON

Date ~ Time | Report Description v W | Status Time i
053/230/2010 Thu 5:52 PM |Free Period Report - FREE PERIOD REPCRT M Completed [00:00:45
09/30/2010 Thu 5:33 PM | Daily Funding Absence Report - DAILY FUNDING ABSENC | Y Completed |00:00:03
0343072010 Thu 2113 PM |eSped - v1.0 Export N Completed |00:01:37
09/3¢ 0 Thu 1:55PM |eSped - v
EEVEY 7 Thu 1:52 PV |=5ped - v 1, Report Finished Processing
FEVEL 0 Thu | 2:12 AM|eSped - v1.0 Expod The report Free Period Report - FREE PERIOD REPORT
03/ 0 Tnu | 2:00 AM|Fallett v5.00 Expo|has finished processing. B
05731 0 Thu 2:00 AM |eSped EXTRACT E B
05/ 0 Wed :00 PM | ADA Report - ADA B
05/ 0 Wed | 8:53PM|Day Summary - MI B
as/s fed | 2:30 PM |Enrollment Report B
a5/ led 7:57 PM | Class Roster Repo . B
ass Ted 7:55 PM | Class Roster Repo Display Report B

R

Report prints to screen
Report stays in print queue for five days if you need to re-run the report

If this report is not blank you should have a reason why they are on this report.
Some examples would be:

ADA Eligible 0 student
ADA Eligible 2 student
Be sure this report is blank for the funding period. If not, it is possible we are counting a student in

TeCC MR

Tl Mlmm b Tl mim e

+ M1 ACC NACTERC AAAA | IET| R PR

membership who is not scheduled to a teacher/class

04.10.0&6.01.09

lsoschid.p 11-2

COLLINE MIDDLE SCHOOL oo/3ns1o

GRAD-YERR 2015 - 201& FREE FERIOD REPORT FOR FERIOD

Fage: 0
5:51 PM

lio Eres periods to report om
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HOW TO PRINT THE BLANK SCHEDULE REPORT

WS/OF/CS/RE/RE/SS

JATWARMND

- Student Food |
Home «| Students Families | Staff e Service Admi
4l Reports ¢
[=1++—J Scheduling Reports - RE
1] Class Mailing Labels Report - CM
1] Class Roster Report - CR
i~1] Cla eating Chart - CH
chedufe Cards Report - 5C
i~{_] Teacher Schedules Report - TS
1] Repeated Courses Report - RC
1] Pre-Requisite Verification Report - PR
~{ ] Student Transaction Reports - TR
] Future Student Transaction Reports - FS
1] Student Check-Out Forms - CF
E—3 Codes - CO
“~{| Buildings Report - BU
Name the template.
Select Students by Range or Individual.
Check Print Blank Schedules and Print Only Blank Schedules.
Maintain Student Schedules Template
Template Settings Save
= Template Description: | Template Sa;ﬁnalﬂd
L Shaca with oth ety aack
I Print Greenbar -
Schedule Printing Options
School Year:
Select Students By Print Format [7]
® Range ) Individual Range ® Regular Top Margin: 1 Left Margin: 1
" Window Envelopes  Address To: |The Student v ‘
Sort Options to Page Break On:
Print Schedules for Term: | A11=A11 vear Schedule Terms=81-24 v
=) Print Schedule For Specific Date Using Schedule Transaction File I_v[
Print Future Transactions on Schedule
Tpe: Schecuieseage: Name orer:
Student Printing Options
Print ID Number: | other v ‘ ") only Schedules with Changes on TranFile single Schedule/Page Options
TeacherF:e:::: % S:r; 1 L Print Parent Information
: & ; ) print Address | Mailing Address
- U Print School Name R
SR ) Change Homeroom Literal | RO
¥ Print Blank Schedules h ) Print Confidential Phone Number
< ¥/ print Only Blank Schedules enlionciom[lierk INNNGG ) Print Medical Information
-Schedul i I Print Default Entity L) Print Emergency Information
I Print Scheduling Period Times [J print Advisor
") Print Building Description Instead of Code L Print Counselor
2 Print Locker Number
Print Locker Combination
Print Locker Area Code
) print Lunch Key Pad Number
1) Print Student Access Login
") Print Student Access Password
) Print Student Library Card ID
15-20 CAMPBKAMO0O Campbell, Kameron D. Grade 089 001 Homeroom

Birth 08/18/2005
Gender Male

Erint

Processing

List

Clone

Delete

Scheduled

Tasks (0) |

Monitaring

Tasks (D) _

Back

Other 149022

08/12/2019 13:06



HOW TO PRINT THE CONSECUTIVE ABSENCES REPORT

WS\OR\AT\RE\CA

- Student Food ﬁ .
Home « Students | Families | Staff Services  Service Office W

4l Reports W

[=1~—J Attendance Reporis - AR
=3 Daily Reports - DR

L] Day Summary DS
-1 Period Detail -
L1 Admit Slips - AS
1] Do Mot Admit Slips - NA
(] Unrecorded Class Attendance - UC
1] Recorded Class Attendance - RC
-] Daily Balancing Summary - DB

= < Reports By Student Print
- L] Monthly/Quarterly Report - MQ
1] Attendance Graphs - AG
i L] Chronic Attendance Report - CH Edit
I 1] Attendance Detail or Summary - AD
! [ ] Teacher/Class Rollbook Repart - RE Clone
i B Teacher,fclass Summary Repor‘t SC
Ma . Delete
Name the template.
Choose the Absence Types.
Define the Date Options: Last Date to Check or Date Range
Consecutive Absences Report A O S (7

Save

* Template Descriptiou Sa;ﬁne;wd
re with other users in enti Back

Print Greenbar

Template Settings

Report Ranges Days to Use =) .;1:1,
Low High

scvoot: [ |z
Calendar: |:| m There are ne records fo display; check you

Status: | Ac

Name Order

®/ Last Name/First Name First Name/Last Name

Consecutive Number of Days Absent at Least One Period: |

Last Date to Check: [08/12/2019 |||

Qate Range: 08/07,/2019 To: 08/12/2019

Print Options

Print daily attendance details of qualifying absences

Save and Print
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lsoatrS2.p 12-4
05.19.06.00.00

Consecutive Absence(s) for 03/25/201% To 03/01/2019

Absences For 0 Consecutive Days, Entity:001

Other ID Hame Eey Gr Student Name
121166 e
1 Days 03/05/2019 -» 0370572019
Aba. Date 01 02 03 04 05 o0& o7 o8
0370542019 P-TE P-TE
1 Days 03/07/2019 -= 03/07,/2019
Aba. Date 01 02 03 04 05 o0& o7 o8
03/07/2012 DP-TE P-TE
2 Days 03/18/2019 -> 03/19/2019
2bg. Date 01 02 03 04 05 0& o7 08
0371942019 P-AT P-AT P-AT P-AT P-AT
03/18/2012 DP-TE P-TE
109170
1 Days 03/0B/2018 -» 03/08/2019
Aba. Date 01 02 03 04 05 o0& o7 o8
03/08/2019 A
1 Days 03/26/2018 -» 0372672018
2bg. Date 01 02 03 04 05 0& o7 08
03/26/2018 A

07/01/19

Page:1
9:19 PM
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HOW TO PRINT THE SUSPECT OR QUESTIONABLE ATTENDANCE REPORT

WS\OR\AT\RE\VR\SQ

- oW oew oo

. Student Food
Home « Students @ Families Staff services | Service

4l Reports &

Lopile=l Admil

=+ Attendance Reports - AR

#~[_] Daily Reports - DR

#1-_] Reports By Student

'_' Reports By Class
= Verification Reports - VR
3 L] Teacher Verification Report - TV
3 ] Batch Class Attendance Report - BC
] Attendance Transaction Tracking Report - TT

1] schedule & Enrollment Inconsistencies Repurt SE

1] Suspension/Expulsi
uspe-:t or Questionable Attendance Report - S0
o dance Report - PA
=I5 Calendar Reports - CR

~{ | Calendar Report - CR

Name the template.
Set the Report Ranges: include all calendars.

Report Options: Validate Limited Student Presence, Validate Limited Student Absences/Absence Types,

Validate Attendance Types

Save and Print
Suspect or Questionable Attendance Report

Template Settings
* Template Description: | |
Sharz Trithstharusarsin-af

Print Greenbar

Report Ranges

Low High
Entity: [001 001
Studentkey:[ |
Grade/Grad Yr: [ |/9999 [ oooo
e
e e

0 .
Date Range: Monday Monday

0

! Include All Schools
Print Totals by First Sort Sequence

| validate Limited Student Presence @
“| validate Limited Student Absence (£)(  Absence Types

@

@

lidate Attendance Types

Asterisk (*) denotes a requiTe

AU S (7
Save

Save and
Print

Back

Sorting/Grouping
Options

Select Sorts

| Move | Label
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1spatrs2.p 07-4 William H Byrd Middle 08/1z/19 Page:1
05.19.06.00.00 *TrnOB* Suspect or Questiocnable Attendance Report 1:42 BM

Report Date Range: 05/13/2019 to 0B/16/2019

Local Fed.
Student Name Entity School Grd Gnd Race ~— Race Class Name Course Desc Teacher Name Validation Reascon
_ 042 042 a7 M 3 3 0703201719 Math Bowen,L Suspect Presence
Atnd Date oo 01 02 03 04 (11 06 o7
05/16/2018 Wed - - - - A- B- - A
_ 042 042 a7 M 3 3 0708201/12 Epanish Intro Deluna,D fuspect RAbsence
Atnd Date oo 01 0z 03 04 05 06 o7
05/16/201% Wed - - - - A- B- - A-
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HOW TO PRINT THE DAILY BALANCING SUMMARY REPORT
WS/OF/AT/RE/DB

Glenn C Hardin Int (109) (=
SKYWARD

- Student Food L .
Home « | Students Families = Staff Senvices  Service m Administration

<4l Reports

[=+—J Attendance Reports - AR
= jDa|Iy Reports - DR
1] Day Summary - DS
{1 Period Detail - PD
1] admit slips - As
) Do Not Admit Slips - NA
. 1] Unrecorded Class Attendance - UC

LB Dall\_.r Balancmg Summary DB

& skyward.iscorp.com/scripts/wsisa.dll/WService=wseduduncanvillety/qrpribrws001.w?BrwsTitle=Daily%20Bal... &
Daily Balancing Summary A @ U @ 7

¥ Display My Templates ¥ Display Shared Templates ) Display Skyward Templates
Daily Balancing Summary Templates ‘il [ prnt |

Template Type a Description Created By "
Daily Balancing Report Turner, Melinda Edit :I

2 4) Skyward Today's Daily Balancing Report Turner, Melinda |' Clone |

IL Delete :I

Name the Template

Choose the Absence Types

Choose all Entry Codes and Calendars

Report Options: Choose Today or a Specific Date

£ WYSLUPATREVAUKIUE - Lally BAIaNCINg SUMMary - NIy 1UY - S.. — LI ~

8 skyward.iscorp.com/scripts/wsisa.dll/WService=wseduduncanvilletx/satnr... &

Daily Balancing Summary A @y S (2
Template ( sae ]
* Tem{late Description: || Sa;in"’;"d
o : @ : L )
Share with other users in g ( Beck |

) Print Greenbar

Report Ranges
Low High
Entity: 109 109
Grade/Grad vr: [ | 9999 [ looon

[ Absence Types |

I All Entry Codes

¥ All calendars

Count ® Today Less Number of School Days ljl
Date:
) Specific

" Print Total PEIMS Excluded Students
) Print Breakdown for each Entity

Breakdown ® Grade and Grad
by: Grade  Year

Print Student Detail
Print Special Program Information




lsoatri3.p 0&6-4
05.15.06.00.00 *TrnDB¥*

1. BEGINNING MEMEERSHIP

2. NEW OR REENTRY STUDENTS TODAY

EEE GRADE EUMMARY PAGES

3. TOTRL REW OR REENTRIEE

4. TOTAL {1 + 3}

5. WITHDRAWALS TODAY

SEE GRADE EUMMARY PAGES

6. TOTAL WITHDRAWALS

7. TOTRAL CLOSING MEMBERSHIF (4 - &)

8. STUDENTE ABSENT TODAY

EEE GRADE EUMMARY PAGES

9. TOTAL ETUDENTE ABSENT

10. TOTAL MEMEBERSHIP PRESENT (7 - 5

11. TOTAL MEMEERSHIP FOR A.D.A

12. TOTAL ARBSENT FOR A.D.A

13. TOTAL PRESENT FOR A.D.A

14. TOTAL ADA-INELIGIELE ETUDENTE

EEEREE R R TR AR kR kR R

Glenn C Hardin Int
Daily Balancing Summary - 05/08/19

End of TEPOYE *&dddkddhrddhrddhrdiarss

08/12/18 page:1
12:26 PM

TOTAL

630

€30

630

26
604
630.0
26.0

604.0
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HOW TO PRINT THE CAMPUS SUMMARY REPORT
AKA CONTACT HOUR REPORT

When do you run this report?
End of every reporting period after you have verified —
Entry/withdrawals are correct,
Students are entered/withdrawn from special programs (Sped, ESL, CATE, G/T, etc.),
Attendance has been verified by teachers,
Attendance has been balance by attendance personnel and
After you have generated the Student Detail report (Daily Register)
At the end of the year you will have one final six weeks report covering the entire school year - two principal
semester reports and - two (2) principal summary reports.

WS/SR/TX/RE/CH
Select Contact Hours Report - CH/Add

Bl Attendance - AT

""" L] Student Withdrawal/Record Transfer Form - SW

""" _] ADA Report - AD

""" L1 Record of Program Activity - RP

""" _| Daily Register - DR

""" || Flexible Attendance Daily Register - FA ———

""" ontact Hours Report - CH : m
Options

""" L] Attendance Worksheets - AW (ﬁ)

""" L] Student Activity Information Listing - SA | Edit |
| Clone |
| Delete |

""" L] Multi-Period Attendance Report - MP
""" _| Daily Funding Absence Report - DF
""" L] Attendance Verification Report - AV

Name Template
Principal's &-wk report W

Principal's 6-wk report
Principal's semester report
Principal's semester summary
Superintendent's &-wWk report
Superintendent's 3semeater report

ReportU)pﬁnt: Superintendent's semester SUMNArY
Reporting period: Current reporting period
Always: Print signature page, Print Table I, II, 1l and IV

Save and Print



— Template Settings

* Template Description: |[FIRST SIX WEEKS

I+ iShare this template with other users in enticy 043

— Report Ranges
* Report to print:

* Reporting period:
Print signature page:
Print Table I:

Print Table II:

Print Table III:

Print Table IVv:

Report spools in Print Queue
Select Display Report

Date ~

Principal'"s &€-wk report ot

1

93 3 9 T

6:18 PM | Contact Hours Report - FIRST SIX WEEKS

03/ 5:07 PM | eSped EXTRACT Export |IEH| |Cempleted [ 00:02:00
05/ 5:52 PM |Free Period Report - FREE PERICD REPORT ] |Cempleted [o00:00:45 |
EE 5:33 PM | Daily Funding Abs

o= 2:13 PM | =Sped - v 1.0 Expofdustate ed Pro

EEN 1:55 PM |=Sped - v1.0 Expo| The rsport Contact Hours Report - FIRST SIX WEEKS

EEYS 153 P [eSped —v 1.0 Bxpdhias finkshed processing.

03 2112 AM | eSped - v 1.0 Exp:

2:00 AM | Follett v5.00 Expol

2:00 AM | esped EXTRACT B

2:00 PM [ ADA Report - ADA|
8:53 PM | Day Summary - MJ]

5:30 PM | Enroliment Report | Dispiay R epont

Report prints to screen

ltxatn0&.p 09-2 Page Na\figationi TABLE I 08/30/10 Page:2
04.10.06.00.00 SIN WEEE BEFORT OF STUDENT ATTEKDANCE AND CONTACT HOURS £:18 EM
EEMEET 2010-2011
LAKE WORTH IED 220910
H.A. HOWEY INTEEMEDIATE ECHOOL 043
15T BIX MEEK REFORTING
FROM OBSZ23/10 TO L0/01/10
. NUMEER OF DAYS TARUGHT: 25 EE FE K3 a1 a2 a3 os
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Official Accounting Period Membership/Enrollment Verification Procedures
15t and 4% Six Weeks

According to the Student Attendance Accounting Handbook:

Student membership from the teacher’s roster is to be reconciled to the attendance accounting records at the end of
the 1%t and 4™ six-weeks reporting periods.

1. Electronic attendance will be taken during the official accounting period on Thursday, September 26, 2019 and
Thursday, February 20. 2020.

2. Each teacher is given a copy of the class roster at the official ADA time.

3. Call out each student’s name.

e If student is on your roster and has NEVER attended your class mark “No Show”
e Ifastudentis in your class and not on your roster, write the student’s name, grade and ID#.

4, Fill out the attached form and total up the number of students that are enrolled in your class. (Do Not Total up
“No Shows”)
5. Attach form to signed and dated class roster and return to the office. The form and rosters are not to be

shredded or thrown away.

**Please remember this is an auditable document**

o Make all entries with ink (no pencil) .
o Do not use White-Out, correction tape, or an erasable pen.

O If errors are made, strike through the error, enter corrections nearby, and initial .
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DUNCANVILLE ISD

Writing success stories, one student at a ftime.

ENROLLMENT VERIFICATION/
STUDENT MEMBERSHIP RECONCILIATION

Teacher Form
(Circle the Date of Verification)

September 26, 2019
February 20, 2020

Teacher Name:

Class:

Grade(s):

Room:

Time:

Number of Students This is for multi-grade classes
Grade Grade Total
Grade Grade Total
Grade Grade Total

Grade Grade Total

The purpose is to remove any No Shows that are still active in our Student Information System and
on the teacher’s rosters.

# No Shows Total Enrolled in Class
(Do Not Add No Shows in Student Total)

Teacher Signature Date

Attendance Clerk - Verified Date
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DUNCANVILLE ISD

Writing success stories, one student at a fime.

ENROLLMENT VERIFICATION/
STUDENT MEMBERSHIP RECONCILIATION

Campus Form

(Circle the Date of Verification)
September 26, 2019
February 20, 2020

Campus:

Official Accounting Time:

Total Number of Students

Grade Grade Total
Grade Grade Total
Grade Grade Total
Grade Grade Total
Grade Grade Total
Grade Grade Total
Grade Grade Total
Grade Grade Total
# No Shows Removed fromthe Campus _ Total Students Enrolled

(Do Not Add No Shows in Student Total)

Attendance Clerk Date

Principal Date

Total up the number of students at each grade level from the Class Rosters. Remove all “No Shows” from Skyward, if
needed. Your campus total should equal the roster totals and enrollment totals. Balance the campus totals back to the
Enrollment report. Make a copy of this worksheet and Enrollment Report and send to the PEIMS office by the end of
the day, Friday, October 4, 2019 and Friday, February 28, 2020. File this original form, class rosters, and Detailed
Enrollment Report in the six weeks attendance folder. DO NOT SHRED ROSTERS




DUNCANVILLE ISD

Writing success stories, one student at a time.

ENROLLMENT VERIFICATION/
STUDENT MEMBERSHIP RECONCILIATION

District Form
(Circle the Date of Verification)

September 26, 2019
February 20, 2020

Total Number of Students by campus

001 Total Membership

104 Total Membership
004 Total Membership

105 Total Membership
005 Total Membership

106 Total Membership
007 Total Membership

107 Total Membership
041 Total Membership

108 Total Membership
042 Total Membership

109 Total Membership
043 Total Membership

110 Total Membership
101 Total Membership

111 Total Membership
102 Total Membership

112 Total Membership
103 Total Membership

District Total Membership

PEIMS Manager Date

Chief Academic Officer Date



DUNCANVILLE ISD

Hriting success stories, one student at a time.

Campus Attendance Audit Folder Coversheet

Campus Name: Year:

Attached NA Documentation

ADA Declaration Form

Official School Calendar

Substitute Procedures for Attendance

Six Week Reporting Period Reports

Locally Designed Absence Codes Meanings

Attendance Waivers, If Applicable

Bell Schedules, If Applicable

Other:

Other:

Other:

Attendance Clerk Signature:

Date:




DUNCANVILLE ISD

Hriting success stories, one student at a time.

Daily Attendance Coversheet

Campus Name: Date:

Attached NA Documentation

Unrecorded Class Attendance Report

Recorded Class Attendance Report

Day Summary Report

ADA Report

Substitute Paper Attendance

Teacher Paper Attendance

Field Trip/UIL Attendance

Parent, Doctor, Etc. Notes

Notes/Emails from Campus Staff Changing Attendance

Discipline Attendance Notification

ISS Attendance Log

Official Attendance Time During Testing Form (send copy to PEIMS)

Tardy Log/Raptor Log

Student Leave Early Log/Raptor Log

Modified Bell Schedule

Approved Attendance Waivers

Other:

Other:

Other:

Attendance Clerk Signature:

Date:




DUNCANVILLE ISD

Hriting success stories, one student at a time.

Weekly Attendance Coversheet
Campus Name: Date:

Attached NA Documentation

Entry/Withdrawal Report

ADA Report for the Week

Daily Attendance Coversheet for the Current Days of the Week,
plus Documents

Other:

Other:

Other:

Attendance Clerk Signature:
Date:




DUNCANVILLE ISD

Hriting success stories, one student at a time.

Campus Name:

Six Weeks Attendance Coversheet
Date:

Attached

NA

Documentation

Daily Register with Signature Page (student Detail Report)

Contact Hours Report with Signature Page (Campus Summary Report)

Teacher Six Week Attendance Verification

Enrollment Verification/Student Membership Report (15t and 4™ Six Weeks)

Discipline Summary Report For the Six Weeks

Suspension/Expulsion and Attendance Audit Report

Other:

Other:

Other:

Attendance Clerk Signature:

Date:




