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Teachers use FOCUS to record attendance accurately and in real time. Attendance is entered
daily or by period and is immediately accessible to administration, parents, and students. FOCUS
also serves as a reliable tool for verifying and reviewing attendance data.

BEST PRACTICES
Take attendance Account for every Review and Sign
DAILY and in a student on your Attendance
timely manner roster (PU,T) Verification Reports
each interim/grading
quarter.
ACCESSING ATTENDANCE

Teachers can access the Take Attendance screen through the Attendance Alerts, Featured
Programs, or the Attendance menu — all available from the portal screen.

Attendance Portal Alert

. . . « @ You need to take attendance today:
1. Courses missing attendance will appear under “You need to Siae
take attendance today.” Paiod 3 ALG LB e N MAT
. . Period -;1 - FOUN.D.iTI ONIiL SKILLS IN MATH
2. Click a course section to open the Take Attendance screen. poons e
3. Once attendance is saved, the alert disappears for that
perIOd' Q Filter menu...
(J Portal

Attendance Menu
1. From the sidebar, select Take Attendance.
2. The screen will display all active students in the selected course.

2. Take Attendance

2. Seating Chart

0 Gradebook

Recommended Favorites

Favorites

e Attendance / Take Attendance — Use List View to take

You have no favorites yet

attendance. Recommended
e Attendance / Seating Charts — Use Seating Chart View to Attendance ( Seating Charts
Attendance / Take Attendance
take attendance. Grades / Gradebook
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TAKING ATTENDANCE

The Take Attendance module allows teachers to record daily or by period attendance for the
current date using either the List View or Seating Chart View.

Reminders:
e Attendance should be entered DAILY and in a timely manner.
e Teachers can only take attendance for the CURRENT day.
e Teachers cannot override administratively placed attendance.
(i.e. attendance entered by the front office)
e Teachers can only mark a student P (present), U (unexcused), or T (tardy).

- Seledt Student Take A d Barron Collier High (0311) 2023-2024
= elect Student v Take Attendance Paul Alba Tajada (Teac.. v
@ (IEDNEEE N - - |

O 18 Students [

o B Student Information [x]Sep 29,2023
o :;:327‘ Sep 28, 2023 Z‘Z‘i:{;:m Student Is[:"de"‘ Grade E::Zm Present Unexcused/Unvalidated [Tj""i’;w“d)
@ |r P |:| SParental Gonsent for Basic First Ald Yes 2 - 10 4 O] .
@ " " D 2 - 09 8 (O] O O
o |F P O [-Parental Consent for Basic First Aid Yes s~ w0 ®
ol IE " 0 B BT [ parenisl Consent for Basic FirstAid Yes &~ w2 ® O o
W P |:| [+] s~ 09 6 ®
- " " D icotas @ 2~ 10 1 @ O O
@ T F I:l > ED [ Parental Consent for Basic First Aid Yes 2~ 10 1 @®

From the Take Attendance screen:
1. If assigned to multiple schools, select the correct one from the school drop-down.

(Teacher CTE) ¥ I 001 - Technical College v
=] =g WORK 5

2. Select the course for which you want to take attendance from the course drop-down.

ROB (Teacher CTE) \W | 001 - Technical College w1 20182019 ||
a1 vl

Elementary takes daily attendance using Period 00 only, while secondary grade levels take
attendance by period throughout the day.

3. The Take Attendance screen will display students currently enrolled in the selected course

section.
- B Collier High (0311) 2023-2024
Select Student v Take Attendance Paul Alba Tajada (Teac... ¥ 5 o] o meEns
° -]
O 18 Students &
o B Student Information [x]Sep 29,2023
° :;;317: Sep28, 2023 ;‘;‘z’;ncg Student Is[:"de"' Grade Ezzm Present Unexcused/Unvalidated (Tj"":([m -
m |r P |:| “Parental Gonsent for Basic First Aid Yes s~ 10 4 ®
a3 " P |:| 2 - [ O]
q P P |:| [:Parental Consent for Basic First Aid Yes 2~ 10 0 C]
& P P I:l @ £ [5-Parental Consent for Basic First Aid Yes & ~ 09 2 O]
W P a [+] 2. w5 ®
Clle 3 O icotas © 2~ 01 ®
e | P 0 D BB [rarental consent for Basic FistAiaYes & ~ 001 @®
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Teachers can take attendance via the list display or the seating chart display.

The Take Attendance screen defaults to the List view.

Select Student v Take Attendance

Barron Collier High (0311)

Paul Alba Tajada (Teac.. ¥

2023-2024

Q

[0 18 Students &

o s Student Information

m |r P D _Parental Consent for Basic First Aid Yes

® | r 0

= P P |:| [i--Parental Consent for Basic First Ald Yes

& P P |:| @ B [ parentel consent for Basic Fist Aia ves
M P |:| [+

Cole P | icolas ©

< T P |:| > EDm |- Parental Consent for Basic First Aid Yes

Click Seating Chart to take attendance while viewing the student attendance chart,
Select Student v  Seating Charts : s

s~
2 -
2~
2~
2~
2~
2~

Student

D

Paul Alba Tajada (Teac.

Quarter 1 ¥ 01-X101-ALG 1-B

D

[x]Sep 29,2023

Grade DM | procent UnexcusediUnvalidated 2O
Absent (Unexcused)
10 4 @ o )
09 8 C] O @]
10 0 [C] o) o)
09 2 @ O @]
09 6 [C] o
10 1 @ O (@]
10 1 ® o}

Barron Collier High (0311

photos, etc.

\;J ° = -1 = Zlst i Seating Chart
- % s 8 120 33‘ x Younsed totske attendance
o today
o . . = Present
[ 5 1 ]
@ Ak *d o Presen
=i
& @ @ = Tard
- ' R y
o o — *8
1<) S— T Tardy (Unexcused)
E (] (] =
® 3 - Q=1 . Absent
& — e T Unexcused/Unvali
& @ =
® - - ‘s
] g

¥ Front

| N
:

Code

@

=

Rl

@

For more information, see Seating Charts.
Note: FOCUS will remember your last selected view.

4. Attendance defaults to Present. Use the radio buttons to mark Unexcused or Tardy as

needed.
Student Information
Student
ntal Consent for Basic First Aid Yes 2~
s~
rental Consent for Basic First Aid Yes 2~
» ED |-.Parental Consent for Basic First Aid Yes 2~
s~
$ s
pou} | JParental Consent for Basic First Aid Yes 2~

Student
ID

Gra

10

09

10

09

09

10

10

de

[x] Sep 29,2023

Days
Absent]

Present Unexcused/Unvalidated

® O
O ®
® @]
O ®
® (@]
®

Tardy
(Unexcused),

® O

]
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If the message “Attendance has been taken for this course” appears before a teacher

g Teachers cannot modify attendance entered by the office.
records attendance, it means the office has already entered it.

25 109 | student PN Grade o'°  Present Unexcused/Unvalidated :S:l‘;cm 0
|_| ’ | See Motes A~ 4 01 0 ® D )

| D" @ |eParental Consent for Basic First Aid Yes &~ 4 01 2 - = - |
|:| hf rental Consent for Basic First Aid Yes :_,Migrant ServicesY & ¥ 4 01 1 ® (@] [®)

5. Click Save to officially record attendance, even if all students

are present =List & SH m

The colored boxes under Today’s Attendance show that the [ 5ep 29,2023

Student was marked e Eiizm Present Unexcused/Unvalidated :S:iiwse(”
= Green = present + @

= Red = absent
* Yellow = tardy

:I'td:::ance Student ISI;udent Grade E:::nt Present Unexcused/Unvalidated E:gecuse a
D " Lo_see Notes &~ ¢ 01 0 ® .

|:| " |#.55P | Parental Consent for Basic First Aid Yes 2~ ¢ 01 2 ® O

|:| 9 | Migrant Services ¥ 2. 01 7 {3 u

|:| | Consent for Basic First Aid Yes a2 01 13 (0] (@)

|:| o |#.S5P | Parental Consent for Basic First Aid Yes 2~ ¢ 01 3 ®

6. A green check mark and the message “You have taken attendance today for this period” will
appear in the upper left portion of the screen to indicate that attendance was properly
recorded.

Students Scheduling Grades Attendance Discipline School Information

| “” You have taken attendance today for this period.

22 Students i

Previous Days

Click the “Click if you're not finished” link to keep the Attendance Alert active on your Portal
page. This can be used when the teacher wants to follow up on attendance.

Students Scheduling Grades Attendance Discipline School Information

“” You have taken attendance today for this period. :l

22 Students
Previous Days

If you forget to take attendance for the previous day, provide the attendance codes to your front
office attendance staff so they can enter it on your behalf.
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OTHER FEATURES

Refresh lcon
Click to clear unsaved attendance and start over.

Student Category Menu

= List 3 Seating Chart =)

[x]Sep 29,2023

e Days Present Unexcused/Unvalidated Tardy
Absent (Unexcused)
4 O]

Click the student icon arrow to open a quick-access menu. This links to commonly used screens,
including (but not limited to): Demographics, Schedule, Grades or Course History, Absences, etc..

Student Information
Student IS[;udenl Grade g::
o j [=- T
Demographics s - 09 8
irental ¢ . Absences 2 - 10 0
Add Referral
. m Referrals &~ 09 2
- Test History S~ 09 3
0 =52 2~ 10 1
Q
Export to Excel o 18 5‘"°'="ts e S—
. . . . 5
Click the floppy disk icon above the student list to export 2 Sop 27 Todays
student data to an Excel spreadsheet. 2 | 2n Sep 28,2023 ) vendance | oI
m |r P |:| [
@ " ° O
Sorting Data
Click any column header to sort the list:
e Once for ascending order (A-Z).
e Twice for descending order (Z-A).
18 Students |
5 Student Information [x]Sep 29,2023
:;;32?’ Sep 28, 2023 ;(;de?;:nce Student IS[;udent Grade 2?_;1“ Present Unexcused/Unvalidated -[I—S:licused!
P P |:| 2t First Aid Yes & - 209799 10 4 ® O
P P M ® - 353882 09 2 ®
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ATTENDANCE REPORTS

FOCUS provides several reports to help teachers gain a better perspective on student attendance.

Attendance Chart
View student absences within a chosen timeframe and by specific attendance codes.
1. Select Reports > Attendance > Attendance Chart.
2. Set search criteria and click Search, OR click Simple List to view the entire class.

|RepunTimeframe: 09/01/2023 ] - 0973012023 =/ |Period 1 [¥)( Update \l
Search Screen Simple List
\ EEI ON|
(] AdF) 7] M 7] M T] 7] 7] 7] M 7] M T] 7] 7] 7] M +] v
Student 4 M1t 924 9/13+  9/14%  9/154 9184  919: 9204 9214 9224 9/27% 9281 9294
irst Aid Yes 3 3 3 P P 3 3 3 P u 3 3 2
P P P P P u P P P P P P ?
cFirst Aid Yes 3 3 P T P 3 3 P P P 3 3 ?
L ent for Basic First Aid Yes P P E 4 P P P P 4 P P P 7
3 3 M T P 3 M u P u M 3 ?
3 3 E P P 3 3 3 P P 3 3 2
- =rit for Basic First Aid Yes P P P T P P A P P P T P 4
3 3 3 P P 3 3 3 P P 3 3 2

Adjust the timeframe and or period as needed, then click Update. Timeframes can cover days,
weeks, months, terms, or entire calendar years.

Soed0f-] SelectStudent ¥ Attendance Chart

Q Report Timeframe: 06/01/2025 7 - 06/30/2025 | | Period 00 E] Update

Absence Summary

Displays totals for absence and tardy codes (not “Present”) over a selected date range. You can
also filter by student groups or fields.

1. Select Reports > Attendance > Absence Summary.
2. Enter or Select your search criteria.

Report Timeframe: [August v |10 v 2023 v || — [September v |29 v[2023 v | =

Period 1 v][Go]

Days Possible: 33

Search Screen Simple List Customized List

10 Ststens (P
Left
Scheol
Student State Tard rdh
Student Grade Present Unexcused/Unvalidated > Absent Excused Before ° 1SS 0SS
D Abs (Unexcused) (Excused 1)
End of
Day
F R ental Consent for Basic First Aid Yes 10 4 28 2 0 0 2 o 0 0 0
2~ 09 8 22 2 2 0 3 o 0 0 0
2~ arental Consent for Basic First Aid Yes 10 o 2l o 1 0 0 o 0 0 0
2 L m |e_Parental Consent for Basic First Aid Yes (] 2 28 1 0 0 1 o 0 1 0
2 ) 09 & 25 3 1 0 0 o 0 0 0

Click the student's name to view the Absence Summary for the selected student.
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Attendance Verification

Used to verify and sign off on attendance for auditing and state reporting. Includes options for
periods, dates, and display settings. Reports are reviewed and signed each interim/grading

quarter. The front office will distribute them.

1. Select Reports > Attendance > Attendance Verification/Sub Rosters.

[08/01/2023 |—[09r29/2023

U Print Student Alertlcons[ 14 |Date columns per course period
Print || Preview |

ALG 1-B: 01 01 - X101 - Paul E Alba Tajad

Student
Consent for Basic First Aid Yes

al Consent for Basic First Aid Yes
Parental Consent for Basic First Aid Yes

arental Consent for Basic First Aid Yes

tal Consent for Basic First Aid Yes
Parental Consent for Basic First Aid Yes
Consent for Basic First Aid Yes

—“Parental Consent for Basic First Aid Yes
rental Consent for Basic First Aid Yes

% [Parental Consent for Basic First Aid Yes

né

Total Present:
Total Absent:

Important Notes:

Studentld  Grade
] 1

|| Period 1, Period 2. [¥| [] Page Bireaks between each section [ Print signature lines [_JHide empty classes [ SubRosters [ Do not display Student IDs

18 Students|

91 9/5 96 97 9/8 911 912 913 914 915 918 919 920 921

WETDUVDVOTDF *TTVTVDVODODAC

NFDDUVVODTVD *TVVDDVVED

TTUTUDODUD *DOUUVTDT-TDD

3

TTUVUVOUTUU * DU VTUVODOU=ET

[N
o

TTTUVODTUD *DOVVTOLOOLDT

@

©SXTTVVVTTTD "TTVTVIVTUVDTD

S TVDVUVTVTVDLUL "HTVVDVOVUVDTLD

v

SLTVVVVTVTVUD "VVADTATADD

ESTUTVOVCTTD "DTVTUMETMODT

©SXTTVVVTTTD "TTVTVIVTUVDTD

~ZTVDVUTVHTVUU "TVVDVOVUDCD

NFTDUVTVTVUVDY "TVTVEDVZIVODTD

S S TUTVVDVVVO - DTV UVTCODDDT

=

SZ2TTVVVTTTVTVTTTDTDITUDTD

e There should be NO question marks. Question Marks indicate that neither the teacher

nor the front office took attendance.

e Teachers can only enter attendance for the current day. For past or future dates, provide
attendance codes to the attendance clerk or front office.

Student Student Id Grade 9/22 9/27 /28 9/29
rental Consent for Basic First Aid Yes 10 U P P ?
09 P B P ?
*arental Consent for Basic First Aid Yes 10 P P P ?
I | “Parental Consent for Basic First Aid Yes 09 P B P ?
09 u M P ?
las ¢ 10 P P P ?
1| “Parental Consent for Basic First Aid Yes 10 P T P ?
han ¢ 11 P B P ?
Parental Consent for Basic First Aid Yes 09 P P P ?
@ | “Parental Consent for Basic First Aid Yes 10 P u P ?
-ental Consent for Basic First Aid Yes 09 P P P ?
& @ ' [ “Parental Consent for Basic First Aid Yes 10 P B P ?
_“Parental Consent for Basic First Aid Yes 10 A P P ?
raldin @ [ “Parental Consent for Basic First Aid Yes 10 P = P ?
z, Juan ¢ 12 P P P ?
N 09 P B P ?
10 P P P ?
09 P B P ?
Total Present: 15 16 18 18
Total Absent: 3 2 ] 0
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