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Attendance Initiative Reports

Attendance Initiative Reports

This document describes the steps to follow in order to generate the two reports that
will be used to identify students with attendance issues for the purpose of increasing
campus attendance percentages and implementing truancy prevention measures.
These two reports are part of the Attendance Initiative project.

The “Attendance Trends by Period (Detail)” and “Attendance Trends by Period
(Summary)” reports are the reports that will be used by the Liaisons to identify the
applicable students. The reports are generated by the campus attendance and data
management clerks and emailed to the applicable liaisons.

Attendance Trends by Period (Detail)

The Trends by Period (Detail) report allows you to select students based on specified
absence criteria. The report can be used to review student’s attendance information
for specified attendance periods and look for potential trends. The report produces a
list of absence totals by period, date, and code for students who meet specific
absence criteria. The report can be used to increase ADA or percent of attendance
(when generated for 2™ period) as well as to identify truancy (when generated for all
periods).

2" period only (used for ADA and percent of attendance)

1. Log in to the eSchoolPlus student system.

eSchoolPuus+ / CGE®
UserVolce Favarifes  Help Print Home
T My Homo as
. onten olumn Bl Save Settings El Restore Defaul astrefresned: V14
() G E1 Add Content EJ Add Column Bl Save Settings I Restore Defaults Last refreshed: 8/13/2013 2:12:15PM
[ Registration Center Column Cptions ) Column Options
[ Scheduiing Center My Scheduled Tasks My Favorites
£ Atendance Center [ ask [ Scheduied Tme | Status | Enable/Disable | Delete | You do st Fave ny men s
E ST B Yfou do not have any tasks scheduled.
a a‘ssp‘lf“z Catr:Ef Change Settings
| Medical Center

[ Test Score Center My Current Tasks News
CJ state Center Descripti
= ezt StartTme | —Status | Descrption | [
7 Administration You do not have any tasks running currently.
"7 Support Center El Change Settings
© Appointment Entry My Recent Reports
3 MLy Appowmcmer;:s Shawing al available reports. Calendar For August 13, 2013
& oy T T I TR | ™, here s o calendar iformation for
© Cognos Reporting You do not have any reports. r i
% Upload File
© User Preferences Change Settings B Select All  E Delete
© Select Theme

| Date [ Tvoe | Message | Deete |

Change Settings £ Select All Delete
'+ Add Content
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Attendance Initiative Reports

2. Click on “Attendance Center.”

Student Center
Registration Center
Scheduling Center

Attendance Center
Mark F'.epnrﬁr;ﬂ')anter

Discipline Centl Attendance Center

Medical Center
Test Score Center

IR N

3. Click on “Reports.”

& Attendance Entry

S Enfry By Activity

& Entry By Class

& Enftry By Criteria

& Error Scan

Setup

Motifications
Calculations
Reports

7 Mark F‘.Eﬁ"]rting&nter

0ooo

4. Click on “Trends by Period (Detail).”

- Reparts
& Morning Bulletin
& Teacher Report
S Office Report
S Attendance Missing Submission
& End-of-Day Teacher Status
& Activity Absence
S Trends by Course (Detail)
& Trends by Course (Summary)
© Trends by Period (Detail)

& perfect Attenda
©_Full Student Reqister Fepor

rends by Period (Detail)
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Attendance Initiative Reports

5. Enter the report criteria as follows:

Attendance Trends by Period (Detail)

Run
Building:* P Enter your building
Start Date:™ @ ByDate: 12/3/2012
() By Prior Days: I—
End Date:* ® Today will change
@ ByDate: 12/20/2012 r
Calculate On: Code -
List of Attendance Codes: AES
Count Period Absences: Only count within each separate attendance period
Days to Check:™* (] Sunday
Maonday
Tuesday'
Wednesday
Thursday'
Friday
(] Saturday
Attendance Periods to Check: 5
Page Break On Student: O
Log Statistics: Indude the report statistics in the report file

e Building — Enter the appropriate campus building number.

e Start Date — Click on “By Date:” and enter the beginning date for which you
want to report absences from.

e End Date - Click on “By Date” and enter the ending date for which you want to
report absences to.

e Calculate On — Select “Code” from the drop-down table.

e List of Attendance Codes — Select “ABS” (Absent) from the drop-down table.

e Count Period Absences — Select “Only count within each separate attendance
period” from the drop-down table.

e Days to check — Click on boxes for “Monday”, “Tuesday”, “Wednesday”,
“Thursday”, and “Friday.”

e Attendance Periods to check — Select “2” (2”"' Period) from the drop-down
table or type in the number.

e Page Break On Student — Leave the box unchecked.

Log Statistics — Check the box.
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6. Enter the Occurrence Criteria as follows:

Occurrence Criteria

Choose one ofthe =
follnwingu:ne ' Indude only students who have at Ieastl absences, but no more than absences anywhere in the reporting cyde,

@ Indude only students who have atleast 3 absences, but no more than 180 absences, entered for the same attendance period.

() Indude only students who have at Ieastl absences, but not more than I ©) consecutive  cumulative 2bsences in the selected attendance periods, and these
absences were entered for at Ieastl days, but not more than I ©) consecutive  cumulative days,

Choose one of the following — Click on the second occurrence and enter
absence counts as shown above. i.e. “Include only students who have at least
3 absences, but no more than 180 absences, entered for the same attendance
period.”

7. Enter the Sort Criteria as follows:

Sort
[ Clear Criteria ]

P S BT
Demographic Grade Ascending - [
Demographic - Last Mame - Ascending - [
Demographic First MName - Agrending - [
Demographic - Middle Mame - Ascending - [
Demographic Student ID - Agrending - [

- (]

This is the recommended sort. Make changes as needed.

8. Run the report by clicking on the Run . button at the top or bottom of the
screen.

9. The Home screen will display and the report will be shown under the “My
Scheduled Tasks” section.

My Scheduled Tasks

“mﬂlﬂ-——l Wﬁ..r-.;ﬁr-ﬂ

Attendance Trends 8/13/2013 Waiting i Disable Delete
by Period (Detail) 3:10:57 PM
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10.The report will, then, move to the “My Current Tasks” section.

My Current Tasks

ST StortTime

Attendance Trends by a/13/2013 [ ] Processing
Period {Detail) 3:11:09 PM 238 of 720 (40%)  289-380

11.The report will display under “My Recent Reports” as soon as the report has
finished processing.

My Recent Reports -
Showing all available reports.

Attendance Trends Period Detail Report 8/13/2013 3:12:29 PM (]

12.Click on the report name (“Attendance Trends Period Detail Report”).

My Recent Reports -
Showing all available reports.

Attendance Trends Period Detail Report 8/13/2013 3:12:29 PM [P

1

13.The report displays on the screen. Notice that period 2 is the only one printing
on the report.

81372013 Attendance Trends by Period (Detail) Fage 2 of 4

4201011 Avia, Viry Ayfinn i o7 Alvarado, 2 12732012 ABS 1242012 ABS
Cinthia Denise
121072012 ABS
2601137 %Ewaa..lum.hse T o7 STAFF 2 1232012 ABS 121172012 ABS 121252012 ABS 122002012 ABS 1211472012 ABS
121072012 ABS
2701070 Moreno, Kassandra 71 o7 STAFF 2 12732012 ABS 121172012 ABS 121272012 ABS
2600388 Omaco, Yolanda NA o7 Guemero, Eva 2 1232012 ABS 1242012 ABS 1252012 ABS 126/2012 ABS 12772012 ABS
Elizabeth

121072012 ABS 121152012 ABS 121272012 ABS 121132012 ABS 121142012 ABS
121772012 ABS 121872012 ABS 1211812012 ABS 122072012 ABS

1278 Ortiz-Gaytan, Mario 71 o7 STAFF 2 121772012 ABS 1212002012 ABS 1211472012 ABS
Alberto JR
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14.Move the mouse toward the bottom of the screen until a selection bar appears
that allows you to choose whether to print or save the report. Click on the
Adobe icon.

o
'\_._,' '\.‘_;

S Ze B el

@ Send file as email attachrment using desktop email or
web-based email

16. A box will display asking whether you want to send a link to the report or send
the report itself. Click on the “Send Copy” button to attach a copy of the report
to the email.

Aohe e e l— . & |

.

How would you like to email this document:

o =

*%end a link (URL) to the PDF file on the Web?

* Send a copy of the entire PDF file as an attachment?

Send Link | I Sen‘d Copy ] I Cancel

Page 6
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17.A box displays asking how the email is to be sent. Select the “Default email
application (Microsoft Outlook)” option and click on the “Continue” button.

Send Email [

-

How would you like to send this email?
@ Default email application (Microsoft Outlock)

(71 Use Webmail

Select

["| Remember my choice

Uze Adobe SendMow [ Cunthinue ] I Cancel ]

18. Enter the appropriate data in the email fields (To, CC, Subject, etc.).

File Message Insert Options Farmat Text Review

: flilt N A A M @ @ J \Z v FtllllowUpv

=3 Copy ? High Importance
Paste 4 a7 . A === E s= | Address Check  Attach Attach Signature Zoom
- # Format Painter L = - = = Book MNames File Item~ - J LowImportance
Clipboard Il EBasic Text Names Include Tags | Zoom
Ta.. ||
=1
; e |
Send
Subject: |

Attached: |T_-Attendance Trends Period Detail Report 20130813 151279.pdf (9 KB)

Notice that the attachment is automatically placed in the “Attached”
portion of the email message.
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All periods (used for Truancy)

1. Log in to the eSchoolPlus student system.

V4

eSchoolPLus+

CED0E

Usaroles Frvartes  Help Pl Fome

[ Student Center
(] Registration Center
(] Scheduing Center
[ Attendance Center
("] Mark Reporting Center
[ Discipine Center
7 Medical Center

[ TestScore Center
[ State Center

[ Utiities

[ admiristration

O Support Center

© Appointment Entry
© My Appaintments

© elearning Center

© My Reports

& Cognos Reparting
& Upload File

© User Preferences
© Select Theme

1 Add Content EI Add Column E1 Save Settings El Restore Defaults
Calumn Options +
My Scheduled Tasks ~

[Tesk |~ ScciedTme | Staas | “abe/Dsabe | Dokte |

‘You do not have any tasks scheduled.

My Current Tasks ~

You do not have any tasks running currently,

My Recent Reports ~
Showing all avaiable reports.,

You do not have any reports.

Change Settings & Select Al E1 Delete

R ==z

Last refreshed: 8/13/2013 2:12:15PM
Column Options +
My Favorites +
You do not have any menu favorites,

Change Settings

News ~
There are no news items,

Change Settings

Calendar For August 13, 2013 ~

! . There is no calendar information for
today.

© Set Environment My Recent Messages ~

T S TS T

Change Settings £l Select All Delete

T

TR

2. Click on “Attendance Center.”

Student Center
Registration Center
scheduling Center
Attendance Center
Mark Repﬂrﬁrag"}anter
Discipline Cen
Medical Center
Test Score Center

Attendance Center

00000n0nmn

3. Click on “Reports.”

Attendance Entry
Entry By Actvity
Entry By Class
Entry By Criteria
Error Scan
Setup
Motifications
Calculations

Page 8
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4. Click on “Trends by Period (Detail).”

| s Reports
& Morning Bulletin
& Teacher Report
& Office Repart
& Attendance Missing Submission
& End-of Day Teacher Status
& Activity Absence
& Trends by Course {Detail)
& Trends by Course {Summary)
© Trends by Period (Detail)
& Trends by Peri ummary)
& Pperfect Attendal | rends by Period (Detail)
& Full Student Register Repor

5. Enter the report criteria as follows:

Attendance Trends by Period (Detail)

Building:*
Start Date:” @ ByDate: 12/3/2012
) By Prior Days: I—
End Date:* ) Today
@ By Date: 12/20/2012
Calculate On: Code -
List of Attendance Codes: ARS
Count Period Absences:
Days to Check:* [ sunday
Monday
Tuesday
Wednesday
TI'1ur51da1,-I
Friday
[ Saturday
Attendance Periods to Checle 1,2,3, 456 7,89, :E]
Page Break On Student: [
Log Statistics:! Include the

41

Only count within each separate attendance period -

Enter your building

These dates

will change

(3]

report statistics in the report file

e Building — Enter the appropriate campus building number.
e Start Date — Click on “By Date:” and enter the beginning date for which you
want to report absences from.
Page 9
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e End Date — Click on “By Date” and enter the ending date for which you want to
report absences to.

e Calculate On — Select “Code” from the drop-down table.

e List of Attendance Codes — Select “ABS” (Absent) from the drop-down table.

e Count Period Absences — Select “Only count within each separate attendance
period” from the drop-down table.

o Days to check — Click on boxes for “Monday”,
“Thursday”, and “Friday.”

e Attendance Periods to check — Select ALL periods from the drop-down table
or type in the numbers separated by commas.

e Page Break On Student — Leave the box unchecked.

e Log Statistics — Check the box.

LI 1 L 1

Tuesday”, “Wednesday”,

6. Enter the Occurrence Criteria as follows:

Occurrence Criteria

ch fthe =

fol‘:l:)ov:i::'“ SO O Inuge only students who have at least ahsences, but no mare than absences anywhere in the reporting cydle,

@ Indude only students who have at least 3 absences, but no more than 180 absences, entered for the same attendance period.

() Indude only students who have at least ahsences, but not more than ) consecutive  cumulative absences in the selected attendance periods, and these

ahsences were entered for at least days, but nat mare than ) consecutive  cumulative days.

Choose one of the following — Click on the second occurrence and enter
absence counts as shown above. i.e. “Include only students who have at least 3
absences, but no more than 180 absences, entered for the same attendance
period.”

7. Enter the Sort Criteria as follows:

Sort
[ Clear Criteria ]

P TS T
Demographic Grade Ascending - &
Demographic = Last Mame - Ascending - [l
Demographic - First Name - Ascending - &l
Demographic = Middle Mame - Ascending - [l
Demographic - Student ID - Ascending - &l

v ([

This is the recommended sort. Make changes as needed.

Page 10
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8. Run the report by clicking on the l Run ' button at the top or bottom of the screen.

9. The Home screen will display and the report will be shown under the “My
Scheduled Tasks” section.

My Scheduled Tasks ~

Task Enable /Disa Delete
Time

Attendance Trends 3/13/2013 Waiting i1 Disable
by Period {Detail) 3:10:57 FM

10.The report will, then, move to the “My Current Tasks” section.

My Current Tasks «

"o | StrtTme | Stotus | Description

Attendance Trends by 3/13/2013 [ | Processing
Period (Detail) J:11:09 PM 288 of 720 (40%:)  289-380

11.The report will display under “My Recent Reports” as soon as the report has
finished processing.

My Recent Reporits -
Showing all available reports.

Hodifed
Attendance Trends Period Detail Report 8/13/2013 3:12:29 PM

12.Click on the report name (“Attendance Trends Period Detail Report”).

My Recent Reports -
Showing all available reports.

Hodrfied
Attendance Trends Period Detail Report 8/13/2013 3:12:29 PM
Page 11
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13.The report displays on the screen. Notice that all periods are showing on the
report.

8/13/2013 Attendance Trends by Period (Detail) Fage 2 of 12
]

2 1232012 ABS 12472012 ABS 1252012 ABS
3] 12132012 ABS 1242012 ABS 12152012 ABS

4201011 Awia, Viry Aylinn i or Alvarado 2 123202 ABS 12472012 ABS

Cinthia Denise
12102012 ABS
4 12132012 ABS 129472012 ABS
12102012 ABS
] 12132012 ABS 129471012 ABS
12102012 ABS
602318 ESTRADA, RAE ANM 71 o7 2 1211172012 ABS 12712012 ABS
121142012 ABS
3001244 Gamez, Victorine JR 71 o7 Alvarado, 1 121712012 ABS 1211172012 ABS 12152012 ABS 12712012 ABS
Cinthia Denise
121122012 ABS
3 121072012 ABS 121172012 ABS 1252012 ABS 12772012 ABS
121772012 ABS 121122012 ABS
4 12M02012 ABS 1211172012 ABS 12152012 ABS
121122012 ABS
L] 12M02012 ABS 121172012 ABS 1252012 ABS
121122012 ABS
T 12M02012 ABS 1211172012 ABS 1252012 ABS 12712012 ABS

14.Move the mouse toward the bottom of the screen until a selection bar appears that
allows you to choose whether to print or save the report. Click on the Adobe icon.

Show Adobe Reader toolbar

15. Select the “envelope” icon at the top of the screen.

& T & @ = | () (@) |2]/4 | () () | 595% | ~ | = [ | 7]

D Send file as email attachment using desktop email or
web-based email

Page 12
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16. A box will display asking whether you want to send a link to the report or send the
report itself. Click on the “Send Copy” button to attach a copy of the report to the
email.

Adohe Rence_ g — gy 5 |

How would you like to email this docurment:

*%end a link (URL) to the PDF file on the Web?

* 5end a copy of the entire PDF file as an attachment?

[ Send Link ] I 5en.d Copy ] I Cancel

17.A box displays asking how the email is to be sent. Select the “Default email
application (Microsoft Outlook)” option and click on the “Continue” button.

Send Email [

How would you like to send this email?
i@ Default emnail application (Microsoft Outlook)
(7 Use Webmail

Select

[ Rerember my choice

Use Adobe SendMow [ Continue ] I Cancel

Page 13
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18. Enter the appropriate data in the email fields (To, CC, Subject, etc.).

CGIE || Message | Inset  Options  FormatText  Review

=1 & Cut ¥ Follow Up ~
m aal
: s @& (=g
23 Copy ¥ High Impartance
Paste . B 7 U % EE f= | Address Check  Aftach Attach Signature Zoom
- F Format Painter - T Book Mames  File [em~+ - J LowImportance
Clipboard I} Easic Text Names Include Tags G| Zoom
Te... ||
=
- fEcE |
Send
Subject: |

Attached: |T_:Attendance Trends Period Detail Report 20130813 151229.pdf (9 KE)

Notice that the attachment is automatically placed in the “Attached” portion
of the email message.

Page 14
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Attendance Trends by Period (Summary)

The Trends by Period (Summary) report allows you to select students based on
specified absence criteria. The report can be used to review student’s attendance
information for specified attendance periods and look for potential trends. The report
produces a summary of absence totals by period, date, and code for students who
meet specific absence criteria. The report can be used to increase ADA or percent of
attendance (when generated for 2" period) as well as to identify truancy (when
generated for all periods).

2" period only (used for ADA and percent of attendance)

1. Log in to the eSchoolPlus student system.

eSchool PLus+

[ Student Center
7 Registration Center
"] scheduling Center
] Attendance Center
[CJ Mark Reporting Center
[} Discipiine Center
7 Medical Center
] Test Score Center
£ state Center

£ utiities

1 administration

7 Support Center

© Appaintment Entry
© My Appointments

© elearning Center

© My Reports

© Cognos Reporting
© Upload File

© User Preferences
© Select Theme

© Set Environment

) [
7 o Ko
. UserVoics Faverites  Help  Prnt Home
My Home 2018/19
Add Content E Add Column El Save Settings El Restore Defaults Lastrefreshed: 8/13/2013 2:12:15PM
Column Options Column Options
My Scheduled Tasks My Favorites
m Enable/Disable m You do not have any menu favorites,
You do not have any tasks scheduled.
E! Change Settings
My Current Tasks . eas
Ltese || Sosae || dews ) desaew ) [ —
You do not have any tasks running currently.
(Change Settings
My Recent Reports
Showing all available reports. Calendar For August 13, 2013
I I B TS| d™\ e o ol fornaton o
You do not have any reports, n today.
Change Settings Select All Delete
My Recent Messages 5 Add Content

| Date | Tvee | Message | Dclete |

& Change Settings & Select All  El Delete
T T
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2. Click on “Attendance Center.”

Student Center
Registration Center
Scheduling Center

Attendance Center
Mark F'.epnrﬁr;ﬂ')anter

Discipline Centl Attendance Center

Medical Center
Test Score Center

IR N

3. Click on “Reports.”

P4 attendance Center

& Attendance Entry

S Enfry By Activity

& Entry By Class

& Enftry By Criteria

& Error Scan

Setup

Motifications
Calculations
Reports

7 Mark F‘.Eﬁ"]rting&nter

0ooo

4. Click on “Trends by Period (Summary).”

P Reports
S Morning Bulletin
S Teacher Repart
S Office Report
S Attendance Missing Submission
% End-of-Day Teacher Status
S Activity Absence
S Trends by Course (Detail)
S Trends by Course (Summary)
S Trends by Period (Detail)
© Trends by Period (Summary)

& Ful Trends |;:|‘_-',r Period {Summar}f]

S Reg
S student Detail Register Report

Page 16
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5. Enter the report criteria as follows:

Attendance Trends by Period (Summary)

Building:* 41 Enter your building
Start Date:” © ByDate: 12/3/2012
() By Prior Days: I—
End Date:* ® Today will change
@ ByDate: 12/20/2012 -
Calculate On: Code A
List of Attendance Codes: ABS E]
Count Period Absences: Only count within each separate attendance period
Days to Check:* ["] sunday
Maonday
Tuesday
Wednesday
Thursday
Friday
[ Saturday
Attendance Periods to Check: 5
Page Break On Student: [}
Loq Statistics:: Indude the report statistics in the report file

e Building — Enter the appropriate campus building number.

e Start Date — Click on “By Date:” and enter the beginning date for which you
want to report absences from.

e End Date - Click on “By Date” and enter the ending date for which you want to
report absences to.

e Calculate On — Select “Code” from the drop-down table.

e List of Attendance Codes — Select “ABS” (Absent) from the drop-down table.

e Count Period Absences — Select “Only count within each separate attendance
period” from the drop-down table.

e Days to check — Click on boxes for “Monday”, “Tuesday”, “Wednesday”,
“Thursday”, and “Friday.”

e Attendance Periods to check — Select “2” (2”"' Period) from the drop-down
table or type in the number.

e Page Break On Student — Leave the box unchecked.

e Log Statistics — Check the box.

Page 17
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6. Enter the Occurrence Criteria as follows:

Occurrence Criteria

Choose one ofthe =
follnwingu:ne ' Indude only students who have at Ieastl absences, but no more than absences anywhere in the reporting cyde,

@ Indude only students who have atleast 3 absences, but no more than 180 absences, entered for the same attendance period.
() Indude only students who have at Ieastl absences, but not more than I ©) consecutive  cumulative 2bsences in the selected attendance periods, and these
absences were entered for at Ieastl days, but not more than I ©) consecutive  cumulative days,

Choose one of the following — Click on the second occurrence and enter
absence counts as shown above. i.e. “Include only students who have at least 3
absences, but no more than 180 absences, entered for the same attendance
period.”

7. Enter the Sort Criteria as follows:

Sort
’ Clear Criteria ]

e L st

Demographic Last Mame Ascending - [
Demographic - First Name - Ascending - [
Demographic Middle Mame - Ascending - [
Demographic - Student ID - Ascending - [

- [C]

This is the recommended sort. Make changes as needed.
8. Run the report by clicking on the |Run h button at the top or bottom of the screen.

9. The Home screen will display and the report will be shown under the “My
Scheduled Tasks” section.

My Scheduled Tasks

“ R Wﬁ.lr-.;ﬁr-ﬂ

Attendance Trends by 3/13/2013 W aiting Disable Delete
Period (Summary) 6:45:43 PM
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10.The report will, then, move to the My Current Tasks” section.

My Current Tasks -

e | Starttime | Status | Description

Attendance Trends by 8/13/2013 || | Processing 73-
Period (Summary) f:45:53 PM 72 of 720 (10%%) 144

11.The report will display under “My Recent Reports” as soon as the report has
finished processing.

My Recent Reports -
Showing all available reports.

Attendance Trends Period Summary Report 8/13/2013 6:45: 25 PM =

12.Click on the report name (“Attendance Trends Period Detail Report”).

My Recent Reports -
Showing all available reports.

Delete
Attendance Trends Period Summary Repaort 8/13/2013 6:45: 25 PFM [

13.The report displays on the screen. Notice that period 2 is the only one printing on
the report.

&/132013 Attendance Trends by Period (Summary) Page 2 of 2
| [l

StudentID  Student Name Grade Counselor Period ABS
2201258 Alcantar Garcia, Kembery o7 2045 - Inwalid ID 2 3
4201011 Awila, Viry Aylinn o7 Aharado. Cinthia Denise 2 3
2200178 Castillo, Luis Angel il 2727 - Iwalid ID 2 11
4500441 Coronado, Amelia Ester DB TR - Inwalid 1D 2 3
4300087  Coronado, Andres Miguel il T8 - Inwalid ID 2 3
2201072 Fuentes, Alondra o7 2 i
1602020 Garcia Cythia Alsfandra 07 Avarado, Crifa Denise 16
2600027  Garcia, Yanra Vazquez DB 2645 - Inwalid ID 2 5
2001137 Gaevara, Juan Jose JR 1] STAFF 2 i

e = iy
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Attendance Initiative Reports

14.Move the mouse toward the bottom of the screen until a selection bar appears that
allows you to choose whether to print or save the report. Click on the Adobe icon.

Send file as email attachment using desktop email or
web-based email

16. A box will display asking whether you want to send a link to the report or send the
report itself. Click on the “Send Copy” button to attach a copy of the report to the
email.

Acbe Resdr _ g f— o, & |

Py

How would you like to email this docurment:

R <

*Send a link (URL) to the PDF file on the Weh?

* 5end a copy of the entire PDF file as an attachment?

[ Send Link ] I Senhd Copy ] I Cancel
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17.A box displays asking how the email is to be sent. Select the “Default email
application (Microsoft Outlook)” option and click on the “Continue” button.

Send Email [

How would you like to send this email?
@ Default email application (Microsoft Outlock)

(71 Use Webmail

Select

["| Remember my choice

Uze Adobe SendMow [ Cunthinue ] I Cancel ]

18. Enter the appropriate data in the email fields (To, CC, Subject, etc.).

File Message Insert Options Farmat Text Review

g flilt N AN s M @ @ J \Z ¥ FtllllowUpv

=3 Copy ? High Importance

Paste 4 a7 . A = = = | i= i=  Address Check Aftach Attach Signature Zoom
- # Format Painter L = = T T Book MNames File Item~ - J LowImportance
Clipboard Il EBasic Text Names Include Tags | Zoom
Ta.. ||
=
; e |
Send
Subject: |

Attached: |T_-Attendance Trends Period Detail Report 20130813 151279.pdf (9 KB)

Notice that the attachment is automatically placed in the “Attached” portion
of the email message.
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All periods (used for Truancy)

1. Log in to the eSchoolPlus student system.

V4

eSchoolPLus+

CED0E

Usaroles Frvartes  Help Pl Fome

[ Student Center
(] Registration Center
(] Scheduing Center
[ Attendance Center
("] Mark Reporting Center
[ Discipine Center
7 Medical Center

[ TestScore Center
[ State Center

[ Utiities

[ admiristration

O Support Center

© Appointment Entry
© My Appaintments

© elearning Center

© My Reports

& Cognos Reparting
& Upload File

© User Preferences
© Select Theme

1 Add Content EI Add Column E1 Save Settings El Restore Defaults
Calumn Options +
My Scheduled Tasks ~

[Tesk |~ ScciedTme | Staas | “abe/Dsabe | Dokte |

‘You do not have any tasks scheduled.

My Current Tasks ~

You do not have any tasks running currently,

My Recent Reports ~
Showing all avaiable reports.,

You do not have any reports.

Change Settings & Select Al E1 Delete

R ==z

Last refreshed: 8/13/2013 2:12:15PM
Column Options +
My Favorites +
You do not have any menu favorites,

Change Settings

News ~
There are no news items,

Change Settings

Calendar For August 13, 2013 ~

! . There is no calendar information for
today.

© Set Environment My Recent Messages ~

T S TS T

Change Settings £l Select All Delete

T

TR

2. Click on “Attendance Center.”

Student Center
Registration Center
scheduling Center
Attendance Center
Mark Repﬂrﬁrag"}anter
Discipline Cen
Medical Center
Test Score Center

Attendance Center

00000n0nmn

3. Click on “Reports.”

Attendance Entry
Entry By Actvity
Entry By Class
Entry By Criteria
Error Scan
Setup
Motifications
Calculations
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Attendance Initiative Reports

4. Click on “Trends by Period (Summary).”

- Reports
% Morning Bulletin
S Teacher Report
S Office Report
S Attendance Missing Submission
S End-of-Day Teacher Status
S Activity Absence
S Trends by Course (Detail)
S Trends by Course {(Summary)
S Trends by Period (Detail)
€ Trends by Period (Summary)

© Per Attendance
© Full [ Trends by Period (Summary]
S Reg

% Student Detail Register Repart

5. Enter the report criteria as follows:

Attendance Trends by Period (Summary)

Building:*
Start Date:*

End Date:*

Calculate On:
List of Attendance Codes:

Count Period Absences:
Days to Checle:™

Attendance Periods to Check:

Page Break On Student:

@ ByDate: 12(3/2012

") By Prior Days: I

Enter your building

These dates
will change

) Today

@ ByDate: 12/20/2012
Code -

ABS (2]

Only count within each separate attendance period
0 Sunday

Monday

Tuvasu:lan,-I

Wednesday

'I'I"lursrdan,-I

Friday

O Saturday

1,2,3,456789 (]

[l

Indude the report statistics in the report file

e Building — Enter the appropriate campus building number.
e Start Date — Click on “By Date:” and enter the beginning date for which you
want to report absences from.
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e End Date — Click on “By Date” and enter the ending date for which you want to
report absences to.

e Calculate On — Select “Code” from the drop-down table.

e List of Attendance Codes — Select “ABS” (Absent) from the drop-down table.

e Count Period Absences — Select “Only count within each separate attendance
period” from the drop-down table.

o Days to check — Click on boxes for “Monday”,
“Thursday”, and “Friday.”

e Attendance Periods to check — Select ALL periods from the drop-down table
or type in the numbers separated by commas.

e Page Break On Student — Leave the box unchecked.

e Log Statistics — Check the box.

LI 1 L 1

Tuesday”, “Wednesday”,

6. Enter the Occurrence Criteria as follows:

Occurrence Criteria

ch fthe =

fol‘:l:)ov:i::'“ SO O Inuge only students who have at least ahsences, but no mare than absences anywhere in the reporting cydle,

@ Indude only students who have at least 3 absences, but no more than 180 absences, entered for the same attendance period.

() Indude only students who have at least ahsences, but not more than ) consecutive  cumulative absences in the selected attendance periods, and these

ahsences were entered for at least days, but nat mare than ) consecutive  cumulative days.

Choose one of the following — Click on the second occurrence and enter
absence counts as shown above. i.e. “Include only students who have at least 3
absences, but no more than 180 absences, entered for the same attendance
period.”

7. Enter the Sort Criteria as follows:

Sort
[ Clear Criteria ]
e ———— LS e
Demographic Last Mame Ascending [
Demographic  « First Mame - Ascending - =
Demographic - Middle Mame - Ascending - [
Demographic  « Student ID - Ascending - =
M [C]

This is the recommended sort. Make changes as needed.
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8. Run the report by clicking on the [Run.button at the top or bottom of the screen.

9. The Home screen will display and the report will be shown under the “My
Scheduled Tasks” section.

My Scheduled Ta5k5 -

Enable/Disa Delete
Time

Attendance Trends by 8/13f/2013 Waiting E1 Disable = |
Period (Summary) f5:45:43 PM

10.The report will, then, move to the “My Current Tasks” section.

My Current Tasks «

s [ Sterttme | Status | Description

Attendance Trends by 8/13/2013 || | Processing 73-
Period (Summary) G:45:53 PM 72 of 720 (10%G) 144

11.The report will display under “My Recent Reports” as soon as the report has
finished processing.

My Recent Reports -
Showing all available reports.

Attendance Trends Period Summary Report 8/13/2013 6:45:25 PM

12.Click on the report name (“Attendance Trends Period Detail Report”).

My Recent Reports -
Showing all available reports.

Attendance Trends Period Summari %E@rt 8/13/2013 6:96: 25 PM
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13.The report displays on the screen. Notice that all periods are showing on the
report.

8/13/2013 Attendance Trends by Period (Summary) Fage 2 of 7
| |
Student I Student Name Grade Counselor Period ABS
ZO00000  Alanis, Alexs 06 2727 Ivahd ID T
43
2201258 Alcantar Garcia, Kemberly o7 2645 - Inwallid 1D 1 3
2 3
3 3
4 B
5 3
& 2
2200665 Abdape, Ann Mane or Ablarado, Cinthia Denise 1 3
3000660 Alvarado, Cxana Zaimar oe 2727 - Inwallid 1D 5 3
802288 Arechiga. Kevin Alexis 08  2727-Iwakid ID a3
8 2
4201011 Awila, Viry Aylinn or Ablarado, Cinthia Denise 2 3
4 3
B 3
2401202  Belmares, Francisco Alexandro 08  2727-Iwakid ID a2
4100283  Casas. Samantha L] Guemern, Eva 1 3
2100834 Castillo, Kimbery Marie og 2727 - lnwallid 1D B 3

14.Move the mouse toward the bottom of the screen until a selection bar appears that
allows you to choose whether to print or save the report. Click on the Adobe icon.

Show Adobe Reader toolbar

15.Select the “envelope” icon at the top of the screen.

& B ZF @ = | (#)(®)|2]/4 | () (o) | 595% |+ |

D Send file as email attachment using desktop email or
web-based email

I
2
s
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16. A box will display asking whether you want to send a link to the report or send the
report itself. Click on the “Send Copy” button to attach a copy of the report to the
email.

Adohe Rence_ g — gy 5 |

How would you like to email this docurment:

*%end a link (URL) to the PDF file on the Web?

* 5end a copy of the entire PDF file as an attachment?

[ Send Link ] I 5en.d Copy ] I Cancel

17.A box displays asking how the email is to be sent. Select the “Default email
application (Microsoft Outlook)” option and click on the “Continue” button.

Send Email [

How would you like to send this email?
i@ Default emnail application (Microsoft Outlook)
(7 Use Webmail

Select

[ Rerember my choice

Use Adobe SendMow [ Continue ] I Cancel
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18. Enter the appropriate data in the email fields (To, CC, Subject, etc.).

CGIE || Message | Inset  Options  FormatText  Review

=1 & Cut ¥ Follow Up ~
m aal
: s @& (=g
23 Copy ¥ High Impartance
Paste . B 7 U % EE f= | Address Check  Aftach Attach Signature Zoom
- F Format Painter - T Book Mames  File [em~+ - J LowImportance
Clipboard I} Easic Text Names Include Tags G| Zoom
Te... ||
=
- fEcE |
Send
Subject: |

Attached: |T_:Attendance Trends Period Detail Report 20130813 151229.pdf (9 KE)

Notice that the attachment is automatically placed in the “Attached” portion
of the email message.
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