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Overview

Student Attendance Tab - aliows user to view, edit and add attendance

events to an individual student

Classroom Monitor - allows user to view Teacher attendance throughout the

day as well as take attendance for the Teacher

Dally Attendance PrOCESSing — allows user to view and resolve

attendance events

Attendance E ntry W izard - allows user to enter attendance events for

multiple students

Attendance Letters - communication tool
Attendance I\/Iessenger — communication tool
Canned RepOrtS — Suggest sub attendance roster report



Attendance Codes

Attendance policy is determined by each district, so what is considered an excused
absence in one district may be considered unexcused in another. District specific

Student Attendance is driven by a collection of settings in Infinite Campus, related to
the calendar and course settings. “Resolved” attendance means attendance
personnel has reviewed and saved an excuse status to the “unknown” teacher absent
or tardy mark.

Attendance that is unresolved always displays as the “unknown” excuse code color
(yellow), but the actual excuse code is NULL [empty] until resolved by an attendance
staff user. Once attendance is resolved by attendance personnel, only users with
attendance tool rights may make revisions.

Attendance Codes may be unique per-calendar, or the district may adopt a uniform
code list. Usually, they are rolled from the prior year’s calendar.



Attendance Codes

There are four attendance Status codes in Campus:
* Present [P]
* Absent [A]
* Early Release — Not available to teachers
e Tardy [T]

There are four Excuse codes in Campus: Color coded
* Unknown [Yellow]
* Excused [Green]
* Unexcused [Red]
 Exempt [Gray] - Note: An attendance excuse of Exempt does not count against a student

Resolved attendance marks display with the district created Code (combination of the
Status & Excuse) in bold font. The color displayed is dependent upon its Excuse.

AttendanceExcuse Detail

*Code
state Code
w
*Description
status Excusze
Abszent - Unknown -
D Dizplay code in behavior resolution




Student Attendance Tab

Path: Student Information> General > Attendance

Attendance v

Abegg, DylanV 2} student #: 171900001 Grade: 11 DOB: 09/15/2007 Counselor: Joy Counselor
Rl %k Medical Condition(s) 3 HS Graduation SR Custody Restriction Il Peer Tutor NHS

m = Period Detail = Daily Detail Positive Attendance Documents

Student Information
Main Menu General Term 1 07/01/2024 - 09/27/2024 unkn
Instructional Days: 65 Present Days: 62.9 TR ---
Period

Ad Hoc Letters Period 012345678 WNACT T Date
Absent 042220310 0 0 14 3| 4 B B 7 |8WNACT

e 001 2
Instruction Alternate ID Lookup Sty Roomss [o0 10 000 J0]00] @ | o |0 sy RERRERREINE] e
Fri Daily

Assessment Tardy sgo02000000 O 1] 2 07@3‘-2024

ent Information Fri Daily

Athletics Term 2 09/30/2024 - 12/20/2024 prizz2u2s .-
Instructional Days: 60 Present Days: 60 =
0711972024

Attendance Office Attendance Period 012345678 WNACTT Fri Daily .-.- .

Absent goQeo00D000 O 0|0 07/15/2024

e Mon Daily  AUK TUK

Early Release 00 0 000000 0 o |0 071012024
Tardy 000000000 O o0 Wed Daily

Term 3 12/23/2024 - 03/21/2025
Instructional Days: 65 Present Days: 65

Period 012345678 WNACTT
Absent oo0o000O0O0O00O0 O [}
Early Release 0 0 0 0 00000 0 oo If\\s

Tardy ooo0000O0O00 O [}

Term 4 03/24/2025 - 06/30/2025
Instructional Days: 71 Present Days: 71

Period 012345678 WN AT T
Absent goooo0000O00 O oo

Early Release 0 0 0 0 0 0 000 0 [}
Tardy oo0oo0000O0O00 O [

Course Number & Name Absent  Tardy

33004 Concert Chair 2 2
3300B Physical Science 2 0
3300C Government 2 0
1300 Integrated Math Il 1 ]
3300 English 11 4 ]
33000 American Literalure 3 0

oz wg P3



Student Attendance Tab

The tab shows a table grid for the individual student’s marks in the selected calendar,
the hover-over and functionality is the same as entry via Daily Attendance Processing.

There is a read-only term-table with counts per-period for Absent, Early Release, and
Tardy attendance marks. Below that, is a count table with Absent and Tardy marks for
each attendance-bearing Course in the student schedule.

m ™ Period Detail = Daily Detail Positive Attendance Documents
Term 1 07/01/2024 - 09/27/2024 Unknown Excused Unexcused Exempt
Instructional Days: 65 Present Days: 62.9
Period 012345678 WNACT T Date Period
Absent (042220310 0 0 14 0 1 2 3 4 5 6 T  8WNACT
Early Release (0 00000000 0 0 0 “EE%‘:%‘ AEX AEX AEX AEX  AEX
Tardy olo2o0o0000 0 0 2 0712612024
Fri Daily o
Term 2 02/30/2024 - 12/20/2024 ‘gg_‘zggif“ AEX TEX
Instructional Days: 60 Present Days: 60 07,19_202‘1
1131
Period 012345678 WN ACT T s | B
Absent 00 DD0O000CO0 O 0 D 0711512024
Mon Daily AUK TUK
Early Release 0 00 000000 O o 0 071072024
Tardy pooo000000 O 0 O Wed Daily e e ey e

Term 3 12/23/2024 - 03/21/2025
Instructional Days: 65 Present Days: 65

Period 012345678 WIN AT T
Absent ojo00 00000 O 00
Early Release 0 0 0 000000 0 0 0
Tardy o0 0000000 O o0

Term 4 03/24/2025 - 06/30/2025
Instructional Days: 71 Present Days: 71

Period 012345678 WNACTT
Absent ooco000O0000 O 00
Early Release 0 00 000000 O 0 0
Tardy ojo00 00000 O 00

Course Number & Name =~ Absent  Tardy
33004 Conceri Choir 2 2
33008 Physical Science
3300C Government
1300 Integrated Math Il 1
3300 English 11 4

3300D American Literature 3



Student Attendance Tab

New attendance marks can be entered in this tab by clicking New. The functionality is
the same as entry via Daily Attendance Processing.

Please always be mindful of your comments! These can be seen by other staff.
Plus, depending on rights and/or settings viewed in Student/Parent portal.

m ® Period Detail &= Daily Detail Positive Attendance Documents

Attendance Information

Date: 1112024 | BS Refresh

Period Code Status Excuse Present Minutes Comments
0

1

2

WIN | Not Scheduled

ACT |[** Not Scheduled

Fill Dioven Clear

*=Cannot record attendance. Student is not scheduled or course doesn't take attendance



Student Attendance Tab

The Period Detail report in the toolbar requires the user to select preferences before
generating a pdf or docx report. This report allows the user to break down attendance
by Term and see attendance by period and by course.

m = Period Detail = Daily Detail Positive Attendance Documents

Attendance Period Detail Report

This report will print student atiendance suitable for handing out to students. Select the Term and the Attendance Summary
type to include in the report. You can also choose fo include attendance taken in non-instructional perieds then generate
the repaort.

Which terms would you like to include in the report?

All Terms

1 (07/01/2024 - 02/27/2024)
2 (09/30/2024 - 12/20/2024)
3 (1223/2024 - 03/21/2025)
4 (03/24/2025 - 06/30/2025)

CTRL-click or SHIFT-click to select multiple
Which Attendance Summaries would you like to include in the report?

Course Summanry
Pericd Summary
Day Summary b
Term Summary
How would you like the report oriented?
® porirait
| : ! Landscape

|:| Include attendance taken in non-ingtructional pericds

Report Format: ™™~ - -




m = Deriod Detail = Daily Detail

Student Attendance Tab

The Daily Detail report creates a student header with Day and Minute absent-status
summaries based on Whole- and Half-Day attendance minutes thresholds that are
created by the Campus Admin in the student’s enroliment calendar.

Positive Attendance Documents

Student Daily Attendance Detail

Dylan Victor Abegg

ID#: 171900001 Grade: 11 DOB: 09/15/2007

Daily Detail report displays a daily minute summary
(not including exempt attendance events) for each
attendance entry in the selected school year.

Report Format: ®ppF O DOCX -

Generate Report

Page 1 of 1
Generated: 10M11/2024 015315 PM

Missed Days Summary (Excludes Exempt)

Daily Minute Summary (Excludes Exempt)

Term Days Missed Date Minutes Half/Whole Day
1 - 08/23/2024 275 w
2 0 07/26/2024 110
3 o 07/22/2024 55
4 o 07/15/2024 55
07/10/2024 275 w



Classroom Monitor

Path: Main Menu > Attendance Office > Attendance Management > Classroom Monitor

The Classroom Monitor shows which teachers have recorded attendance for a course section during
the appropriate period. In addition, the Classroom Monitor allows the attendance clerk to rapidly
enter attendance for teachers or substitute teachers if they are provided a roster or other list of
students in that section. Red incomplete, Green complete.

Main Menu

Instruction

Student Information

Attendance Office

Attendance Office

Attendance Management
Absence Request Processing
Attendance Entry Wizard
Classroom Monitor

Daily Attendance Processing

Positive Attendance Import

Classroom Monitor ¥

Classroom Monitor

Attendance Communication
Attendance Letters
Attendance Messenger

Attendance Messenger Scheduler

Student Attendance

Attendance

Attendance Contact Log

a

24-25 Harrison High

ndance Office » Attendance Management > Classroom Monitor

Teacher Attendance

Attendance

This tool monitors classroom aftendance.

Date: [ 10/11/2024 [75] | Refresh |

= Incomplete Teacher Attendance

|:| Primary Teachers Only

Last Refreshed: 10:54:15 AM

Albinak, Gina

| Teacher Dept Contact 0 1 2 3 4 & & T WIN ACT
:ﬁ.amns. Mitchell Science 2% | (':;E}j 4100-1 (--/26) 4100-3 {--289) 4100-5 (-/6) | 4100-T {-/25) 4100-3 [--/27)

:ﬁ.beggert. Laney Mathematics o | {;}ﬁi 11751 (—/4) 1400-6 {—127)

:ﬁ.bra Dean Mathematics e | (':;Eﬁj 1800-1 {—/21) l\,. 1800-2 (--/23)

Addy, Joseph A Elective B {;Eﬁi 35104 (M) | 3510-2 :—MIM‘J 3510-3 (1) 3510-4 [-12)

I BusinessiCarzer | i (':;Eﬁi 52001 (—/21) | 5200-2 [14114) 3200-3 (—-114) 8025-1 (-12)

10



Classroom Monitor

The Date field and Refresh button allows the user to audit dates other than today
(screen defaults to “today’s date” view, but can be changed). Remember to select the
Refresh button when choosing a date different from today. Clicking Refresh (alone)
updates the selected date’s section statuses to display in real-time.

Incomplete Teacher Attendance print icon creates a pdf report for the selected day
listing the teacher, period, course/section numbers, and course names where
attendance has not yet been saved.

Primary Teachers Only checkbox - only those teachers considered the Primary Teacher
of the section are listed on the Classroom Monitor.

Last Refreshed is a timestamp letting the user know the last time the statuses were
assessed in this display.

Classroom Monitor ¢

Classroom Monitor

This tool monitors classroom aftendance

J=L p—
Diate: | 1071172024 |_n| | Refresh | Incomplete Teacher Attendance Ll Primary Teachers Only Last Refreshed: 10:54:18 AM




Classroom Monitor

Teacher column lists the names of the teachers assigned to course sections in
alphabetical order by last name.

Dept column is the department to which the teacher is assigned as noted on the
District Assignments. This may be blank.

Contact column will display an envelope icon if the Teacher has a primary email in their
Demographics tab, and clicking the envelope will open a message in the default email
program set on the user’s device.

The phone icon will display if there is a phone number in the Teacher’s Demographics
tab work phone field, and the number displays upon hover over.

Each column to the right of the Contact column is named with the Period name.

Each cell lists the course number — section number, and present student
count/expected student count within the parentheses.

Red has not been saved by the Teacher, green has.

' Teacher Dept Contact 0 1 2 3 4 5 & T
-,“-‘«ar-::uns. Mitchell Science ] .f:}y 41001 (--126) 4100-3 {-129) 4100-5 (--/6) |4100-7 {—/25) 4100-9 (--/127)
-At:-eggert Laney Mathematics | .:'{':;'h 11751 (--4) 1400-6 (-127)

-.“-'at:-ra Dean Mathematics | {‘ﬂs 1800-1 {--121) 1800-2 [--123)
Addy, Joseph A Elective 2| .f:}g 35101 (1) | 3510-2 (—4) | 3510-3 [-M) 35104 (-12)

Albinak, Gina Business/Carser | il &3 8200-1 (-/21) |8200-2 (14/14) 5200-3 (—i14) 80251 (—/132)



Classroom Monitor

Clicking on a section’s cell opens a popup where unresolved attendance may be
directly entered by the attendance staff, using the teacher P/A/T view. If attendance is
already resolved for a student, it is displayed as grayed-out and comments may not be
entered for any student if the status is Present [P]. The date may also be changed to
enter attendance for multiple dates from this view, but be mindful of the entry date
before saving. The window can also be closed without saving. Once Save is clicked, the
cell will display in green.

1400-6 Integrated Math IV
Teacher: Abeggert, Laney

Close Save
Date Selector
|10/11/2024 [T | Change Date |
Student Name Excuse Comments
Students {27) Totalz:

12 Janke. Omkar

(et e Bl

o

ot

12 Parkins, Ralph

e

e

12 Scherfi, Vanessa

st

12 Schminke, Boyce

e O = kd

®®®® ® N

12 Schrut, Cheryl
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Daily Attendance Processing

Path: Main Menu > Attendance Office > Attendance Management > Daily Attendance
Processing

Daily Attendance is the main area for resolving student daily attendance. It displays all
students with attendance events. The date defaults to “today’s date”, but can be changed.

The “Day” display message also informs the user of the period schedule.

Hovering over a cell will display the last modified information. The list may also be shortened
by ad hoc filter for easier use. New attendance events cannot be added here.

Daily Attendance Processing ¥r

Summary Report Caller Report

5|  Unknown EXSiSSd [URSHEESEE Esemp: Mete: For additional section detail hover over a

period in the grid below.

@ Cross-Site Enrollment

(Stwdent ____________________________ Number Grade 0 | 1 | 2 | 3 | 4| 5 | 6 | 7 |
Detsils Anderson, Jana 131900003 11 AEX AEX AEX AEX AEX AEX AEX
Details Bolander, Brady M 035450039 09 TUK
Detsils Carr, Shayla 108283 | 10 CAX

Details Ghamberiaine, Kallum 108446 | 10 TUX
Details Gloutier, Trisha I 53000008 | 09 CTX

Details Craig, Kimeene 7555196 | 10 CAUX

Details Dade, Dhulakshi 109522 | 10 TUX

Details Damant. Meraj 108587 | 10 AUK

Details Damms, Tejal 109602 10 TUK

Details Dilmann, Myasha 110329 10 TUK

Details Drennan, Chrissa 875 10 -

Details Earhart, Carooke 9195237 | 10 AUX
Details El-Khatib. Issraa H. 055460043 09 TUK

Detsils Erskine, Dennis 1023 10 AUK

Details Eva. Dia 1027 10 TUK
Detsils Fieldling, Martin 0755276 | 10 CAUX  AUX AUX AUX
Details Fischer. Clanica 1103 10 TEX 14




Daily Attendance Processing

The grid displays a Student name. Clicking the blue Details link generates the student
Person Summary report, which includes household and guardian contact information.
Even though the student name is not in blue, the user can click the name to see that
student’s personal attendance record. Use the back arrow to get back to the main grid.

Number is the local student ID number.
Grade is the active enrollment grade level.
Each column to the right of the grade level shows the Period name.

Daily Attendance Processing v

Summary Report Caller Report

Mote: For additional section detail hover over a
peried in the grid below.

¥ Cross-Site Enrollment

Details Anderson, Jana 181800003

Details Bolander, Brady M 035460039 09

Details Carr, Shayla 108283 10

Details Chamberlaine, Kallum 108445 10

Details Cloutier, Trisha M 53000005 | 09

Details Craig, Kimeene 7555196 | 10

Details Dade, Dhulakshi 108522 | 10

Details Damant, Neraj 108587 | 10 AUK

Details Damms, Tejal 109602 10 TUK

Details Dillmann, Myasha 10329 | 10 TUK

Details Drennan, Chrissa 375 10 fax

Detsils Earhart, Carocke 9195237 | 10 AUX
Details El-Khatib, Issraa H. 055450043 09 TUK

Detailzs Erskine, Dennis 1023 10 AUK

Details Eva, Dia 1027 | 10 TUK
Details Fiskdling, Martin 0755276 | 10

Details Fischer, Clanica 13 | 10 TEX 15




Daily Attendance and Attendance Codes

Daily Attendance Processing v« Color coded legend Unresolved Teacher
“unknown” marks,

Ex=mpE NMote: For additional section detail hover over a
pericd im the grid below.

% Cross-Site Enroliment

Details Anderson, Jana 1E 1900003

Details Bolander, Brady M 035450039 o9

Details Cardinal, Peggy M 181200006 11

Details Chown, Jasleen 1038635 A0

Details Cloutier, Trisha M 53000005 Ll=] T ‘
Details Crane, Pani 109197 A0 A
Details Crantz. Dawe 109208 A0 A
Details Crizsman, Joandac TI5 10

Details Crown, Stacie 108392 10

Details Curry. Wivia Ta8T A0

Details Damms, Tejal 108602 10

Details Dean, Jen 819 10 T
Details Demuth, Fra 823 10 F=N
Details Dickson, Lormooke S35 10

Details Drummer, Eve 108594 A0

Details Dhryfus, Joanisa SOT A0

Details Dunkle, Giulie 907 10 T
Details Dunlap, Vica 911 A0 T /
Details Durstine, Tiffane o915 10 N /
Details Eastwood, Erie o931 10 Ly /
Details Eisenhart, Rachela D63 A0 /
Details Enderly. Deirdra OT5259 A0 /
Details Fair, Alie 1051 10

Details Frankenberger., Kimel 1635295 10 /

Resolved marks with excuse color coding and bold font

16



Daily Attendance

Whether a mark is resolved or unresolved, hovering over it will display the last
updated timestamp information.

Unresolved marks display the course name, teacher name, name of the user recording
the mark, and date/time.

[English 11 - 370 - Lifelleamn, Brian] Marked by Administrator, System at 10/08/2024 14:39

Resolved marks display the excuse code’s full description, the course name, teacher
name, name of the user recording the mark, and date/time.

LRSI E- I

“IJ Tardy Unexcused [Biclogy A - 1212 - Buckberge, Bai] Marked by Administrator, Demeo at 10/09/2024 05:11
I e [ [ [ ] I

17



Daily Attendance Processing

There are two reports in the Daily Attendance toolbar.

Summary Report creates a pdf or docx report with a school calendar-based header block,

a shaded-row summary of the existing Daily Attendance marks, and an Attendance Code
legend.

REMINDER — IT IS BEST PRACTICE TO PRINT/SAVE THIS REPORT BEFORE STARTING TO
RESOLVE DAILY ATTENDANCE!

The Daily Attendance Summary Report displays the attendance events for

Daily Attendance P[’DCESSing ﬂ? each student and period for the day enterad on the Daily Attendance Tab.

An explanation of the codes describing each attendance event appears at
the end of the report. Homeroom teacher, where used, appears below the
student's name. This report displays all attendance entries for the day,

Summaw REDD“ Caller F".El:l-:ll't including those with an Unknown excuse and those that have been

processed by the attendance office.

10/11/2024 Unknonwn [ERSHSEH [IRSSENSEd S&mpl Note: For additional section detail hover over a Report Format: ®pDF O DOCK
e - - period in the grid below. -
Day: Friday - Period Schedule: Daily

Ad Hoc Filker @ Cross-Site Enrollment Generate Report

24-25
Harrison High
SE56 Peachiree Parlkway, Metro City NY 55436

Daily Attendance Summary Report
Date: 10/11,2024

Generated on 10/11/2024 1212243 PM  Page 1of S Report generated for BOCES, ES
Perlod
Grade Student Number [] 1 F 3 4 5 3 7 WIN ACT
1 Anderson, jana 181900 AEX AEX AEX AEX AEX AEX AEX AEX
HR: Lifellearn, M. 003 I — — — — - I - I -
Comment: Guardian called, student is owt sick.
09 Bolander, Brady M 035460 ALK
HE: Mason, D. 039 — — — — — — — I I
10 Carr, Shayla 108283
HE: Lifellearn, A
10 Chamberlaine, Kallum 108445 TUX
HE: Lifellearn, P.
ul-} Cloutier, Trisha M 530000 ™
HR: Backes, P. 08
[,
Attendance Code Legend:
ABR: Attendance-Behavior Relared AEX: Absent Excused AUK: Absent Unknown AL Absent Unexcused
Ao Ahesnt Exempl EReX: Early Release Exoused ERUK: Early Release Linknoswn ERuUX: Early Release Unexcused
ERX: Early Release Ewesm st [55: In-School Suspension MED: Medical excused 055! Dut of School Suspenshon
PC: Present - Counseling PH: Present - Health PRE: Presant TBUS: Tardy Bus Late
TEX: Tardy Excused TUK: Tardy Unknown TUX: Tardy Unexoused TX: Tardy Exempt

18



Daily Attendance Processing

Caller Report creates a pdf or docx with a school calendar-based header block, a
shaded-row summary of the existing unresolved Daily Attendance marks, a list of each
student’s in-household guardians, their respective contact information, and an
Attendance Code legend. Only posts students with unknown absences.

Daily Attendance Processing v

Summary Report Caller Report
Date- 105112024 _“| Unknown [EXcised [Uisscised Examps Mote: For additional section detail howver owver a
Day: Friday - Period Schedule: Daily period in the grid below.
#Ad Hoc Filter W Cross-Site Enrollment
24-25
£ . Attendance Caller Report
Harrison High Date: 10/11/2024 »

SESE Peachtree Parkway, Metro City NY 55436

Generated on 10/1 172024 12:16:50 PM  Page 1 of 1 Report generated for BOCES, ES

Period

Grade Student Number [] 1 2 3 4 5 [ 7 WIN ACT
o9 Bolander, Brady M 035450 AUKE
HE: Mason, D. 039 — — — — — — — —
o Damant, Neraj 109587 ALK
HR: Buckberge, B. _— —_— — R - -
Damant, Aneria Father Home: (S55)555-3332
Damant, Marsha Mother Home: (555)555-3332
0 Erskine, Dennis 1023 ALK
HE: Lifellearn, A —_— — — — — — — —
12 Gisch, Liberty 114151 AUE
HER: Lifellearn, ¥. — e S e E— — —
Gisch, llsa Mother Home: [355)355-4571
o9 Hoffner, Maorsal 117533 ALK
HE: Abeggert, L. —_— —_ —_ —_ —_ —_— _—
Hoffner, Erika Mother  Home: [651)1555-5474
Hoffner, Tobias Father Home: (651)555-5474
o9 Ledig, Ricardo 121376 ALK
HE: Abeggert, L. — — — — — — —
Ledig, Flynn Mother Home: (763)555-6543
Ledig, Quincy Father Home: (T63)555-6543
12 Schwendler. Santos 130485 ALK
HE: Baurn, H. — —_— — — — — — —
Schwendler, Kierran Father Home: (S55)555-9015
12 Weidling, Acton 135496 ALK
HR: Lifellearn, Y. — — — — — — —
Weidling, Beulah Mother Home: [555)555-1039
Weidling, Renze Father Home: (555)555-1039
Attendance Code Legend:
ABR: Artendance-Behavior Related AEN: Absant Excused AUK: Ahsent Unknown AL Absent Unesiciised
AN Absent Exempt EReX: Early Release Excused ERuK: Early Release Linknown ERUX: Early Release Unexoused
ERX: Early Releasa Exempt I55: In-School Suspension MED: Medical excused 055 Out of School Suspension
PC: Present - Counseling PH: Present - Health PRE: Prasent TBUS: Tardy Bus Late

TEX: Tardy Excused TUK: Tardy Uinknown TUX: Tardy Unexoused TH: Tardy Exempt



Resolving Attendance in
Daily Attendance Processing

Clicking on a mark allows a user to resolve teacher attendance, edit existing resolved
marks, and add resolved attendance for the student’s entire day.

Unresolved marks display the teacher-mark for the period(s) in which a student has an
unresolved mark.

Periods where no course attendance is expected (lunch, activity, late arrival, etc.) are
listed as “not scheduled”.

Daily Attendance Processing v
Save
Attendance Information
Date: 10/02/2024

MName: Trisha Cloutier - 53000008

Period Code Status Excuse Present Minutes Comments
0 ** Not Scheduled
1
2
3
4
v || Tardy 0
5
[
7
WIN  ** Mot Scheduled
ACT | ** Not Scheduled

Fill Dovin Clear

==Cannot record sttendance. Student is not scheduled or course doesn't take attendance



Resolving Attendance in
Daily Attendance Processing

Resolved marks display the attendance code name and the related status/excuse for
the period(s) in which a student has a resolved mark.
Daily Attendance Processing v¥

Attendance Information

Date: 101172024

Mame: Kimeene Craig - 7555196
Period Code Status Excuse Present Minutes Comments
** Mot Scheduled

ALK Absent Unexcused v 0

A mix of resolved and unresolved marks for a student within the same date will display
the related column types.



Resolving Attendance in
Daily Attendance Processing

To resolve or edit a mark in Daily Attendance, the attendance staff needs to select a
code from the drop-down.

The status and excuse codes fill in when saved.

Enter a comment, if necessary, which may be viewed by staff, users, and
Students/Parents if the portal displays student attendance.

Once the resolutions are completed, click Save.

Daily Attendance Processing ¥

Save

Attendance Information

Date:

1000802024

Mame: Caleb Harfog - 115831

Period Code

0

WIN
ACT

Status

** Mot Scheduled

MED: Medical excused

** Mot Scheduled

** Mot Scheduled

Fill Down Clear

v || Absent ~

Excuse Present Minutes Comments

[i] Mote from Mom - Medical procedure this moeming

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance



Resolving Attendance in
Daily Attendance Processing

If resolutions are not complete and the same status applies to the entire student day,
click on Fill Down at the bottom of the table and click Save. If it is early in the day,
teachers for future periods will not be able to over-write the attendance staff user’s
resolved mark.

To DELETE marks and comments in every period, click Clear.

There is only a Save button in this toolbar. If an error is made, and it should NOT be
saved, navigate off the page without saving.

Daily Attendance Processing ¢

Save

Attendance Information
Date: 10/09/2024

Mame: Caleb Hartog - 115931
Period Code Status Excuse PresentMinutes Comments

0 ** Mot Scheduled

MED: Medical excused ¥ || Absent ¥ 0 Mote from Mom - Medical proecedure this moming
2 ] . ] ] ]
MED: Medical excused v Mote from Mom - Medical precedure this moming
3 ] . ] ] ]
MED: Medical excused v Mote from Mom - Medical precedure this moming
4
MED: Medical excused v Mote from Mom - Medical precedure this moming
5 h - ’ ] ]
MED: Medical excused ¥ Mote from Mom - Medical precedure this moming
6 ] - " ] ]
MED: Medical excused ¥ Mote from Mom - Medical precedure this moming
7 h - " ] ]
MED: Medical excused Y Mote from Mom - Medical precedure this moming

WIN = Mot Scheduled

ACT | ** Mot Scheduled

Fill Dowen Clear

*#=Cannot record attendance. Student is not scheduled or course doesn't take attendance



Attendance Entry Wizard

Path: Menu > Attendance Management > Attendance Entry Wizard

The Attendance Entry Wizard allows a user to enter and edit attendance for students
with a batch-mode functionality. There are seven modes which may be run:

Daily - enters one attendance code for every attendance-bearing period for selected
students on a specific calendar date.

Period — enters one attendance code within a specific period schedule sequence for selected
students on a specific calendar date.

Batch - enters one attendance code for every attendance-bearing period for selected
students within a given date range and time span (daily attendance mode, but for several
consecutive dates).

Edit — locates students with existing attendance codes [and comments] for record updates
on a selected calendar date.

Batch Edit - locates students with existing attendance codes [and comments] for record
updates within a given date range.

Check In — resolves attendance code for all absent-marked instructional minutes/periods up
until time specified (marks prior to until HH:MM).

Check Out - adds attendance code for all scheduled instructional minutes/periods after time
specified (HH:MM until end of student day).



Attendance Entry Wizard

Step 1: Select an Attendance Date.

Batch and Batch Edit modes can have the “selected dates” over-written. All other modes read from and
write into this date.

Edit mode will locate students with existing attendance marks on this date only (as “edit” implies an
update).
Attendance Entry Wizard ¥

1. Date 10M112024 |9
2. Type (®) Standard Attendance () Posilive Attendance
3. Mode (@ Daily ()Peried (JBatch ()Edit ()BatchEdit () Checkin (_)Check Qut

4. Students A. Search for Studenis B. Select students fo add to edit list C. Click on a student to remove from list:

Last Name

First Name
Grade

SSNIPIN
Student #

Att Code
Status/Excuse
Course - Section
Period

Ad Hoc Filter

Select All

Search

5. Daily Enter attendance information and click Save

Attendance Code
Comments
Comments Options Append comments

[ Overwrite Existing Data



Attendance Entry Wizard

Step 2: Select a mode.

Step 3:  With the exception of Edit mode, use the search “Search for Students” fields
to locate students in steps 3A and 3B.

Move students from the “student pool” 3B column to the “selected students” 3C
column by clicking the student name blue link.

If a student is accidentally selected, the name may be removed by clicking it off of the
selected list.

Step 4: Varies per mode, as described in slide 24.

Each option with the exception of Edit and Check In allows a user to over-write or
append existing data and comments.
Edit mode is used expressly for over-writing existing data.

Check In will over-write any existing absence marks recorded (up until check-in time) with the new status
and comments, as any prior data up to this point is unconfirmed. Check In will not write attendance
excuses to any period where a student has not been previously marked absent (student present in
period).

REVIEW EACH SELECTION FOR EACH STEP before clicking Save Attendance. This is a
wizard that updates immediately. There is no test mode available and no way to

retrieve data that was over-written mistakenly. This is also why printing and/or saving
the Summary report is beneficial.




Attendance Letters

Main Menu > Attendance Office > Attendance Communication > Attendance Letters

eeeeeeeeeeeeeeee

Attendance Letters print an addressed-format letter for each student meeting the
“absence letter” criteria.

Attendance letters are prepared by adding a weight value to each type of mark a
student may accrue, and then prints the letter with the date on which the student
reached the qualification threshold. A student cannot reach the same threshold more
than once, so letters based on accrued increments (i.e 5, 10, 15) must be created
separately.

A calendar must be selected to create a letter format. Letters created to
include/exclude specific students, sections, or using location-specific Attendance Code
types should probably have their calendar name included in the title to avoid confusion
and error.

All regular census information must be filled for a letter to generate for a student. If a
student’s attendance marks meet the criteria and a letter is not generating, make sure
the student has a Guardian relationship, that relationship also has the ‘mailing’ check,
and that the Guardian’s address is also checked as ‘mailing’ for the household.

27



Attendance Letters

Attendance Letters may be printed by

Period Marks — counts the criteria of absence marks based on the period sequence placement, and can use
the “sections to exclude” list to locate a specific period number.

Course Marks — creates a letter for any course number in which the student meets the qualifier, and can
use the “sections to exclude” list to prevent counts from unintended course/sections.

Whole/Half Day Absences — applies a weight to each absence excuse, and adds a tardy weighting. Whether
a day’s minutes qualify as whole or half is based on calendar settings.

Exact Day Absences — applies a weight to each absence excuse, and adds a tardy weighting. Students must
meet the full minutes to qualify as a full day based on calendar settings.

Single Day Count — applies a weight to each absence excuse, and adds a tardy weighting. If a student has
one or more periods with a qualifying attendance entry, the day counts towards the total number of events
for a letter.

Absenteeism Level - This letter type can be used to send letters when students are approaching or have
reached the district's definition of being chronically absent. Choose this letter type to list a student's
percentage of being absent. It does not rely on weights or intervals.

and weight counts can be accrued by
Status/Excuse Codes
Attendance Codes

allowing users to create letters based on all attendance marks, or resolved attendance
only.

Exempt Attendance Codes are not recognized in any letter count. Attendance events
occurring in non-instructional periods are also excluded from the trigger calculation.



Attendance Letters

Attendance letters can assess student attendance in intervals...

By Year

By Term

By Course

By Course and Term

Attendance letters also allow filtering the selected student list by Teacher, by Section,
and allows for specifically including/excluding sections for which to count.

Letters can be saved to a specific user account, or shared by user group. Existing
letters display in the Saved Letters window

The letter body is created by the user, and can include data from Campus fields [i.e.
student.firstName] and Campus sub-reports.



Attendance Letters

A calendar must be selected to create a letter format. Letters created to
include/exclude specific students, sections, or using location-specific Attendance Code
types should probably have their calendar name included in the title to avoid
confusion and error.

The name of the letter must be unique, and a user notice pops up if a name is
repeated.

To create a letter format, click New Letter.

24-25 Harrison High

|

Attendance Letters ¢ Attendance Office > Attendance Communication > Attendance Letters

Aftendance Letter Wizard

To create a new letier, click the New button fo set up the aftendance letter qualification criteria and printing format. Cnee a lefter is saved, i can be selecled in the Saved Letters selection list.

To generale a lefter, select a saved lefier and click Preview and Print Letters. A screen with qualifying studenis appears. A letter can be generated for each student that meets or exceeds the qualification tofal.

Saved Letters

Preview and Print Letters

Edit | | Delete | | Copy
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Attendance Letters — Period Marks

Select a Letter Type to determine how Campus will calculate counts.

Period Marks counts the criteria of absence marks based on the period sequence
placement.

Period Marks with Status/Excuse require a selection of Status (A, T, E), but Excuse may
remain blank if desired (this will count unresolved absences). A weight must be
assigned for each new Status record selected. Up to four status/excuse combinations
can be set per letter format.

A threshold for counts must be selected. Term and Course displays are determined by
the originating calendar selection, and will limit the source for qualifying student

marks counts.

Select a Letter Type and give the letter a Mame. Qualifying criteria varies depending on the selected Letter Type. For mare information, click hare.

*Name | | I:I Allow Letter Requalification
Select a letter type and enter attendance criteria:
"T-,'|.'ue| Period Marks W | Aftendance Type
Status Excuse Weight
*Qualification Criteria for Letter \:I

Interval '3§3'b'5r"r‘&ar ':'byTerm ':'byCourse ':'byDourseﬂ'erm ':' by Date Range



Attendance Letters — Period Marks

Which students would you like to include in the letter? - reduces by teacher roster
(left column) and/or by section number (right column) which student numbers may be
selected for letter generation, based on the student roster membership. It is not a way
to filter the sections that will be counted in the letter-qualifying criteria count.
Selecting anything other than all/all is filtering out all of the non-highlighted roster
members from the eligible student pool.

Filter students by selecting teachers and/or 2ections:

Teachers (Total 224) Sections (Total 1525) Sort by "®' Mumber ' Name
All Teachers All Sectionz

Aaronz, Mitchell 1001-1 AP Siafistics

Abeggert. Laney 1050-1 AP Calculus

Abra, Dean 1100-1 Integrated Math |

Addy, Joseph 1100-2 Integrated Math |

Administrator, Demo 1100-3 Integrated Math |

Administrator, System 1100-4 Integrated Math |

Albinak, Gina 1100-5 Integrated Math |

Allen, Theon 1100-5 Integrated Math |

Allzey, Dino = 1100-7 Integrated Math | 7

CTRL-click or SHIFT-click to select multiple
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Attendance Letters— Period Marks

Excluding Student in Selected Sections - filters where the qualifying student
attendance marks take place. In the case of Period Marks selection, all sections
occurring in the desired period should be de-selected, and all others selected.

Organized To - selects whether or not to share this template with other users in your
groups, or save for your use alone.

Exclude students scheduled in the following sections:

Sections (Total 1525) Sort by "“® Number (' Name
Mo Sections

1001_1 AP Statistics

1050_1 AP Calculus

1100_1 Integrated Math |

1100_2 Integrated Math |

1100_3 Integrated Math |

1100_4 Integrated Math |

1100_5 Integrated Math |

1100_6 Integrated Math |

1100_7 Integrated Math | -
CTRL-click or SHIFT-click to select multiple

Organized To: | User Account b

| Save | Save and Confinue -= | Back |
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Attendance Letters— Period Marks

Period Marks with Attendance Code requires a resolved attendance code to be
selected from the available non-exempt-type list, and a weight assigned. Any number
of codes and weights can be added.

A threshold for counts must be selected. Term and Course displays are determined by
the originating calendar selection, and will limit the source for qualifying student

marks counts.
Attendance Letters 17

Attendance Letter Wizard

Select a Letter Type and give the letter a Name. Qualifying criferia varies depending on the selecied Letter Type. For more information, click here.

*Name | | |:| Allow Letter Requalification

Select a letter type and enter attendance criteria:

”T—;‘pe| Period Marks v | Aftendance Type | Attendance Code

Attendance Code Weight
¥ | AUxAbsent Unexcused v | |:|
¥ | MED:Medical excused v | D
b4 | 055:0ut of School Suspension | D
> | 155:In-School Suspension o | D
b4 | AEX-Absent Excused v | D
b4 | EReX Early Release Excused o | D
¥ | TEXTardy Excused v | D
| Add Attendance Code |

*Qualification Criteria for Letter D

Interval '3§3't:rg.r"r‘ear ':'byTerm ':'byrf;ourse ':'b;rGoumel'Term : by Date Range 34



Attendance Letters — Course Marks

Course Marks work with the same screen selections as Period Marks. They:

Can be selected by Status/Excuse type with up to four selections, or Attendance Code type

with unlimited selections.

Use the Teacher/Section lists to create the eligible student pool.
Can exclude specific sections if the Status/Excuse type is used.
Cannot exclude specific sections if the Attendance code type is used.

*Name | |

Select a letter type and enter attendance criteria:

[] Allow Letter Requalification

“Type | Course Marks v |
Status Excuse

*Qualification Criteria for Letter

Attendance Type

L[]

Interval @) by Year @] by Term @] by Course ] by Course/Term '_! by Date Range

Filter students by selecting teachers andior gections:

Teachers (Total 224) Sections (Total 1525)

Sort by ® pumber () Mame

All Teachers

Aarong, Mitchell
Abeggert. Laney
Abra, Dean

Addy, Joseph
Administrator. Demo
Administrator, System
Albinak, Gina

All Sections

1001-1 AP Sfatistics
1050-1 AP Calculus
1100-1 Integrated Math |
1100-2 Integrated Math |
1100-3 Integrated Math |
1100-4 Integrated Math |
1100-5 Integrated Math |
Allen, Theon 1100-5 Integrated Math |
Allsey, Dino - 1100-7 Integrated Math |

CTRL-click or SHIFT-click to select multiple
Exclude studentz scheduled in the following sections:

Sections (Total 1825) Sort by '®) Number ' Mame
Mo Sections

1001_1 AP Statistics

1050_1 AP Calculus

*Name | |

Select a letter type and enter attendance criteria:

[_] Allow Letter Requalification

"I"y'pe| Course Marks v |

Attendance Code
x| v]
| Add Attendance Code |

Aftendance Type | Altendance Code w

Weight

[

*Qualification Criteria for Letter |:|
Interval @ by Year O by Term O by Course O by CourseTerm @] by Date Range

Filter students by selecting teachers andior sections:

Teachers (Total 224) Sections (Total 1825)

Sort by ®) Number () Name

All Teachers:

Aarons, Mitchell
Abeggert. Laney
Abra, Dean

Addy, Joseph
Administrator, Deme
Administrator, System

All Sections

1001-1 AP Statistics
1050-1 AP Calculus
1100-1 Integrated Math |
1100-2 Integrated Math |
1100-3 Integrated Math |
1100-4 Integrated Math |

Albinak, Gina 1100-5 Integrated Math |
Allen, Theon 1100-6 Integrated Math |
Allsey, Dino S 1100-7 Integrated Math |

CTRL-click or SHIFT-click to select multiple

Organized To: | User Account

v |

| Save I Save and Confinue -= I Back |
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Attendance Letters — Whole/Half Day
Absences

Creates a letter when the student reaches a “whole day” based on minute counts on
the calendar’s settings. Each date for a student is assessed as a half-or whole day
mark.

Students may accumulate “half day” counts, but won’t generate until they reach the
threshold based on the “whole day” threshold.

For example, a school’s calendar may determine that a half-day absence for a student
is two periods, 80 minutes, and a full day absence is four periods, 160 minutes.

A student may be absent one period (40 minutes) every single day, and will not
generate a letter, because they never reach the half-day mark in any one day.

However, once a student reaches a half- or whole-minute total for the day, a tally will
start for minute marks on this letter/report. Two half-absent days equal one absent
day. A student must reach the letter criteria threshold in whole days to have a letter
generate.

Whole Day Absence (minutes) Half Day Absence (minutes)
160 &0




Attendance Letters — Whole/Half Day

Absences

1610

Whole Day Absence (minutes) Half Day Abzence (minutes)

&0

Half Day

10.15.20xx
12.12.20xx
01.13.20xx
01.21.20xx
03.10.20xx
04.28.20xx

60

120 X
160

320

60

80 X

Although weights are assigned for each type of absence excuse separately, once the
day “qualifies”, it is counted for the student, according to its weighted value. If the

absent threshold for this letter was set at “3”, the student would generate as eligible
for a letter on 04.28. The half days are worth half the ‘whole day’ weighted value in

the count.



Attendance Letters — Whole/Half Day
Absences

Whole Half Day selections are based on resolved Absences only, plus Tardy. Each gets
a weight to accumulate to a total value, independent of the half/whole day count.

Counts can be assessed by Year, or by Term(s), and sections cannot be selected for
exclusion.

*Name |1.".-'h|::-lehalf | [] Allow Letter Requalification

Select a letter type and enter attendance criteria:

“Type | Whole/Half Day Absences w | Aftendance Type

Status Excuse
Absent Excused

Absent Unexcused/Unknown

Tardy
*Qualification Criteria for Letter I:I

Interval (® by Year O by Term O by Date Range
Filter students by selecting teachers and/or sections:

11

Teachers (Total 224) Sections (Total 1325) Sort by (® Number (| Name
All Teachers All Sections

Aarons, Mitchell
Abeggert. Laney
Abra, Dean

Addy, Joseph
Administrator, Demo
Administrator, System

1001-1 AP Statistics
1050-1 AP Calculus
1100-1 Integrated Math |
1100-2 Integrated Math |
1100-3 Integrated Math |
1100-4 Integrated Math |

Albinak, Gina 1100-5 Integrated Math |
Allen, Thaon 1100-6 Integrated Math |
Allsey, Dino * || 1100-T Integrated Math | hd

CTRL-click or SHIFT-click to select multiple

Organized To: | User Account v |

| Save I Save and Continue -= I EBack |
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Attendance Letters — Exact Day
Absences

Exact Day uses the count of minutes accumulated over the course of the selected time
span (Year, Term(s)) to reach the Student Day minute count from the calendar.
Student Whole/Half Absent day minute values are irrelevant. Counts can be assessed
by Year, or by Term(s), and sections can not be selected for exclusion.

Student Day (instructional minutes) -
350 *Name | Exact Day | || Allow Lefter Requalificafion

Select a letter type and enter attendance criteria:

"I":.-'pe| Exact Day Absences b | Attendance Type

Status Excuse Weight
Absent Excuzed

Absent Unexcused/Unknown
Tardy

*Qualification Criteria for Letter

1171

Interval ® by vear () by Term () by Date Range

Filter students by selecting teachers and/or sections: I}
Teachers (Total 224) Sections (Total 1825) Sort by ® pumber ) Mame
All Teachers All Sections

Aarons, Mitchell
Abeggert, Laney
Abra, Dean

Addy, Joseph
Administrator, Demo
Administrator, System
Albinak, Gina

Allen, Theon

Allsey, Dino

-

1001-1 AP Statistics

1050-1 AP Calculus

1100-1 Integrated Math |

1100-2 Integrated Math |

1100-3 Integrated Math |

1100-4 Integrated Math |

1100-5 Integrated Math |

1100-6 Integrated Math |

1100-7 Integrated Math | 4

CTRL-click or SHIFT-click to select multiple

Crganized To:| User Account hd |

| Save | Save and Continue -= | Back |
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Attendance Letters — Single Day
Absences

Single Day count uses the criteria matching at least one attendance mark within a
date, and the sum of the dates are counted to meet the minimum qualifying threshold
set for the letter. Single Day selections are based on resolved Absences only, plus
Tardy, by Status/Excuse combination or Excuse Code.

*Name | Single Day | ("] Allow Letter Requalification

*Name |Single Day | |:| Allow Letter Requalification

Select a letter type and enter attendance criteria: Select a letter type and enter attendance criteria:

“Type| Single Day Count v Altendance Type ’T'y'pe| Single Day Count W | Aftendance Type | Attendance Code w
Status Excuse Weight
g Attendance Code Weight

Absent Excused 10

: » [AEX Absent Excused w] 10
Absent Unexcused 1.0 :

: | Add Attendance Code |
Tardy

*Qualification Criteria for Letter EI

Interval (®) by “fear O by Term O by Date Range
Filter students by selecting teachers and/or sections:

*Qualification Criteria for Letter
Interval ® by Year () by Term | by Date Range
Filter students by selecting teachers andior gections:

. Teachers (Total 224) Sections (Total 1525) Sort by ® pumber ) Name
Teachers (Total 224) Sections (Total 1825) Sort by '® Number () Mame

All Teachers
Aarons, Mitchell

Abeggert. Laney
Abra, Dean

Addy, Joseph
Administrator, Demo
Administrator, System

All Sections

1001-1 AP Statistics
1030-1 AP Calculys
1100-1 Integratedl.gath |
1100-2 Integrated Math |
1100-3 Integrated Math |
1100-4 Integrated Math |

CTRL-click or SHIFT-click to select multiple

Organized To: | User Account v |

| Save | Save and Continue -= I Back |

All Teachers

Aarons, Mitchell
Abeggert, Laney
Abra, Dean

Addy, Joseph
Administrator, Demo
Administrator, System

Albinak, Gina 1100-5 Integrated Math | Albinak, Gina 1100-5 Integrated Math |
Allen, Theon 1100-5 Integrated Math | Allen, Theon 1100-6 Integrated Math |
Allzey, Dino * || 1100-7 Integrated Math | - Allzey, Dino T |[1100-7 Integrated Math | -

All Seclions

1001-1 AP Siatistics
1050-1 AP Calculus
1100-1 Integrated Math |
1100-2 Integrated Math |
1100-3 Integrated Math |
1100-4 Integrated Math |

CTRL-click or SHIFT-click to select multiple

Organized To: | User Account L' |

| Save I Save and Continue -= I Back |
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Attendance Letters

Once a letter type (set criteria) and letter format (letter text body) has been saved,
letters can be edited by highlighting the letter name, and clicking Edit. If editing a

group-shared letter format, it is edited for all users.

If you preview a letter and not actually print the letter, the template can be deleted.

Letter templates can only be deleted if they have not yet generated data.

Attendance Letters ¥

Harrison High

5856 Peachlree Parkway Report generaled.
Metro City, NY 55435 10157202
(763)555-5555

Student #181900003
Grade: 11
Birnaste: 06/15/2007

letter are ret selected, and 3 raw —_—
tLog

st 2 e grace bevel, Students whose enroiment or alendar end dale has passed appear in red

e pontedsucens
a Hame v  Grade &  Course humber & | Ouaified - | Printed & Logged Contact % | Resel
S
*
x
IE3
%
E3
*
|%
*
*
*
= cen v o Lot

training189.infinitecampus.com says

Are you sure you wish to delete this Letter Design?

Attendance Letters 1y ° Cancel

Attendance Letter Wizard

To create a new lefier, click the Nev: button to sef up the affendance letter qualification criteria and prinfing formal. Once a leffer is saved, it can be selected in the Saved Lefiers selecti

To generale a letier. select a saved lefter and click Preview and Print Letlers. A screen with qualifying students appears. A letter can be generated for each student that meets or exceer

Saved Letters

=

Pasent/Guardian of: Andersan, Jana
620 Rice Creek Ter NE
Bisina. MY 55440

WARNING LETTER!
Dear Parent or Guardian

Our records indicate that Jana Anderson has § absences in one or mere of the following course(s) listed below.

I this pattern continues, Jana may exceed our District attendance pasicy limits; hinder his or her academic sucoess; and
wotentially Impact on-time graduation.
Terms:

<

Term 1 Term 2 Term3 Term 4 Tu%
Absem:  Tardy | Absent Tardy | Absent Tardy | Absent Tardy | Absent Tdvdy
] [l ® I8 o @

35000 American Liersiure. [ [l 8 [l
3300A Conced Choir s [ & 0| 8 o ) 0 59 o
5500 Engiich 11 i [} ] ] &5 ] ] [ =4 u
3300C Govemmen v [ ] () [] &5 o & [l = [
1500 Integrated Maih i (3 [l &0 [ &5 ] ] q ] [l
33008 Physical Scence s o & o 65 o ] [ 5 ]
SS00E US Hisiory [a—] @b | & ] ] [ =4 [}

Please discuss the imponance of reguiar atiendanca with your child

if you have any questions, please comact your chikd's teacher(s) via e-mad or call the High Schaol Attendance Office at
631) 522-0353.

After discussing the above with your child and note sny ermars, please have your son/daughter bring this letier t the
tescher of record. The teacher will verify and sign below.

“Yaur child must bring this farm to the Offce to have the signed by hisiher teacher.

** If na camection ks necessary In the aitendance, then please keep this letter for your records.

Teacher Signature:

Cormecton 1o be made: Date:

Saved Letters

Security: The record vou tried to delete is linked up with
other records, and the system will not allow vou to delete it
until veu delete the records that are linked to it. This is fo
prevent you from deleting something by accident. Remove
the records in doo.AllendancelLetterHistory 1o be able fo
delete this

District: Campug Training - NY (Training) app Server
appi

Date: Oct 15, 2024 §:34:06 AM

Error Token: 661124178
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Attendance Letters

To generate a completed letter, select the related school year/calendar in the header,
highlight the letter name, and click Preview and Print Letters. A grid with a row for
each qualified student will display.

2425HamisonHigh M = 2
Attendance Letters 17 Attendance Office > Attendance Communication > Attendance Letters
Attendance Letter Wizard
Main Menu Select the students who may receive a printed attendance letter. Students who have already received this letter are not selected, and a new letter does not print uniess the checkbox next to their name is marked.
Click Print Letters fo access options for sorting and posting information to the Attendance Contact Log
TR Students who have only a non-Primary service type enroliment in this calendar have an asterisk nexd o their grade level. Students whose enrolment or calendar end date has passed appear in red
Preview Summary - 5 Absences [] Hide printed students

Student Information e

Name ~ | Grage’ | Course Number 2 | Qualified ~ | Printed % | Logged Contact ¢ | Resel
Attendance Offi Andersan, Jzna 1 33004 0710572024

Andersan, Jana 1 33008 07/05/2024
Behavior Office Andersen, Jana 1 3300C 07/05/2024

Andersan, Jana 1 3300E 07/05/2024

Census

Anderson, Jana 1 33000 071052024
Communication Anderson, Jana n 1300 0710512024

Anderson, Jana 1 3300 071052024
Employee Self Service Fieldling, Martin 10 7250 0713112024

" Jeck_ Hermione 12 4400 080172024
Fees 4

Stanley, Yoshio 1 1001 08/05/2024
Food Servic Drummer, Eve 10 1200 0811272024
FRAM Export | [ Preview | [ PintLetiers
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Attendance Letters

Select/de-sel I ingl d All column headers are sortable
elect/de-select all, or single student ascending/descending

Hide letters already
printed for this criteria

2324 HarmisonHigh ML

Attendance Letter Wizard

Select the studenishgfmay receive a printed attendance letter. Students who have already received this lefier are not selected, and gfnew letter does nat print unless the checkbox next to their name is marked

Click Print Lettpfs tg/access opfiens for sorting and posting information to the Aftendance Contact Log

owhose enrollment or calendar end dale has passed appear in red.

Students wHo hifre only a non-Primary service type enroliment in this calendar have an asterisk next to their grade level. Student

’/ N
Preview mny{— & Absences [ Hide printed students

Qualified - % | Logged Contact % | Resst

Name ~ | Grade % | Course Number ¥ Printed ¥

| 0712612023

|F|e|tl|mg. Martin (e dated) (1] 2100

24-25 Harrison High 3

Name, red font = inactive
(end dated) =Nno |Onger enrOIIed Attendance Office » Attendance Communicatio

(Previous calendar) I\ ame of selected Behavior
(Witqirawn) - dropped (Current calendar) not selected, and a new letter does nat print unless the checkbox next to their name is marked. Admin' Or‘ name of user

Studgnts who have only a non-Primary service type enrollment in this calendar have an asterisk next to their grade level. Students whose enroliment or calendar end date has passed appear in red. ge n e rati n g Iette r. ( re a d _O n Iy)
Preview Suméﬁ(— 5 Absences [] Hide printed students
ame * | Grade % | Course Number % | Qualified ~ | Printed # | Logged Contact / % | Reset
D Anderson, Jana (withdrawn) b 33004 07/05/2024 10/15/2024 10/1572024 l/ )( \
O Anderson, Jana (withdrawn) 1 33008 ﬂ 07/05/2024 10/15/2024 10/15/2024 L >

D\ Fieddling, Martin 10 7250 / 07131/2024 / 10415/2024 1001572024
O \ Jeck, Hermione 12 4400 / 05101/2024 / 10415/2024 1001572024
O \ Stanley, Yoshio 11 1001 / 05i05/2024 / 10415/2024 1001572024 | |

1
~N / | Expori | | Preview | | Frint Letiers |

Date student met (or exceeded) qualifying critéria threshold Compé the print

M| K| K

Delete ‘printed’
status [X icon]

process and save date

Choose new letter without Date letter was printed

printing
Print a Preview pdf batch without

logging “Print date” and/or
“Contact Date”



Attendance Letters

Select the student(s) to print. Preview will display the letter batch data (summary and
letter pages) with a watermark in the background.

Generated on 10M15/2024 10:18:02 AM Attendance Letter 24-25 Harrison High
Page 1 of 1 5 Absences 123 Main Street, Metro City, NY 55555
Name Grade Address
Fieldling, Martin 10 1875 109th AV, Blaine, NY 55449
Harrison High
5856 Peachtree Parkway Report generated:
Metra City, NY 55436 10/15/2024
(763)555-5555
Student #0755276
Grade: 10

Birthdate: 04/04/2009

Parent/Guardian of: Fieldling, Martin
1875 109th AV
Blaine, NY 55449

WARNING LETTER!
Dear Parent or Guardian:

Our records indicate that Martin Fieldling has 5 absences in one or more of the following course(s) listed below.

If this pattern continues, Martin may exceed our District attendance policy limits; hinder his or her academic success; and
potentially impact on-time graduation.

Tarms: Term 1 Term 2 Term 3 Term 4 Total

GCourse Absent Tardy | Absent Tardy | Absent Tardy Absent Tardy Absent Tardy
4200 Biology A E] 1 9 0 [0 [i] 0 0 18 1
4250 Biclogy B [1] [4] 1] [4] 12 [1] 8 0 20 0
3200 English 10 ] 4] 8 1 12 1] 10 0 39 1
7250 Health 10 10 1 8 1 ] a o V] 18 2
1200 Integrated Math II E] 0 ] [1] 12 [1] 8 1 38 1
7200 Physical Education 10 [1] [4] 0 [4] 12 [1] ] V] 21 4]
2300 US History A ] o | 9 o b 0 [1] ] ] 18 0
2350 US History B [1} 0 1] 0 11 1 10 0 21 1
6650 Varsity Choir I1A ] 0 ] [4] 0 1] 0 0 18 0
’m arsity Choir IIB 1] [4] 0 [4] 1 1] 9 1 20 1

44



Attendance Letters

If the Preview appears correctly, click Print Letters. Complete the popup selections,
Print to save and generate, Close to cancel.

i .
Sort printed letters by Student Name w

1

| Contacted by= [ Hamiton, Adrianna__ w |

1

| Update Attendance Contact Log: Mo W

1

p [ close |[ Prnt |
Export | | Preview | | Print Letters |

Contacted by drop-down list offers the name of the logged-in user, and the Behavior
Admins in the Campus database.

Update Contact Log is optional per district. It logs a record in the Student Information
> Contact Log tab with pre-formatted information.

= i [ ]
2425HamisonHigh M = 2
Attendance Contact Log v¥ Attendance Office > Student Attendance > Attendance Contact Log
Anderson, Jana @ Student #: 181900003 Grade: 11 DOBI_
Contacted About H Module H Contacted By H Contacted H Contact Type H Date/Time | : Details
Recipients hidden, Attendance
Anderson, Jana Attendance BOCES, ES Lettepr ' U.s. Mail 10/15/2024 09:32 AM 5 Absences - 3300 English 11, qualified date: 07/05/2024
Recipients hidden, Attendance
Anderson, Jana Attendance BOCES, ES Lettepr ’ U.s. Mail 10/15/2024 09:32 AM 5 Absences - 1300 Integrated Math Ill, qualified date: 07/05/2024
Anderson, Jana Attendance BOCES, ES Recipients hidden, Attendance Us. Mail 10/15/2024 0932 AM 5 Absences - 33000 American Literature, qualified date:
Letter 07/05/2024
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Attendance Letters

Printed letters print without a summary page, and without the watermark. Previously

printed students can be hidden, and also have a “reset” option to re-print and re-

contact. The student qualified date will not change if the student is reset.

Name

v | Grade

s
v

Qualified

A

Previously Qualified

s
r

Printzd

s

¥ | Logged Contact

Reset

Fieldling, Martin

10

07/252024

7inziz024

101612024

10116/2024

X

Heinze, Samir

|

0&/05/2024

0782024

101612024

101162024

X

If the user elects not to update the Contact log while printing, there will be a blue link

to log the entry at any time. © 0752024 0004 1015004 Postto ContactLog

If the user resets a student’s letter, the Contact log is not altered. It is a district policy
decision whether to alter any previously- logged records.

Are you sure you want to delete the letter history?

Flease make any appropriate changes to the Attendance Contact Log

after deleting the letter history.

If the letter is reset, a new letter may be printed with the same qualifying data, but
will have an updated generation date. (Print again.)
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Attendance Messenger

Attendance Messenger sends student-Messenger-checked-Guardians messages
through the internal Campus Messenger system based on resolved Period
absences/tardy marks. Templates can be saved to singular users or shared user
groups, and copied or deleted once saved.

Messages are run by calendar header selection, and can be filtered to Grade Level.
Attendance must be resolved for Status and Excuse code, and reach the user-set
threshold by period count.

The student list can be limited by an ad hoc filter.

Unless regularly-scheduled, messages select a single effective date to assess student
attendance marks.

Depending upon district messaging configuration and add-on products, the messages
can be sent via Inbox (Portal,) Email, Voice, Text or any combination.

They require a Message Subject line, and the Message Body uses the same Campus
Fields functionality as the Letter text body (sub-reports are not available).

If enabled, attachments can be sent with Email messages (only, not Inbox or Voice).

A date and time can be selected for generation and transmission, and a preview may
be viewed for any recipient.



Attendance Messenger

Select whether to save to User or Group if saving as a template. All minimum required
fields must be filled before clicking Save.

* Status

* Excuse

*  Minimum Periods
* Message Body

Use an existing template
by selecting it from the
drop-down.

Attendance Messenger 7

Attendance Messenger

Attendance Messenger sends attendance relaled messages te Messenger contacts based on the criteria selecied. To limit the message recipients, select an Ad Hoc Filter.

The Templaie Name and User/Group can be changed after selecting Save or Copy.

Enter the filter criteria for Attendance Messenger:

Grade Status
| All Grades w | AND | A:Absent

Minimum Periods

v|AND 1

Excuse
w | AND'| Unknown

Ad Hoc Filter (Further namows criteria)

Effective Date Limit delivery to contacts that speak
10/15/2024 [ No Language Preference v |

Delivery Devices: Inbaox Email Voice Teot

Template | <nsw= v Saue| Copy | Delete

Reply ToEmail:  [icdemo@icdemo.mg.infinitecampus.org | Caller ID: | (763)555-5550

Message 5ubject| Student Attendance

Message Body
1 B I b = = = = W H @

1=
m
w
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Attendance Messenger

Create a message by completing the fields as necessary. Make sure the effective date
is correct, as it is the field that identifies which student Guardians are contacted.

Language preference selection looks at a Guardian’s demographic tab to determine
home language preference, but the system does not translate to alternate languages
(the user must enter the corresponding language in the message body).

Attendance Messenger vy
Attendance Messenger

Attendance Messenger sends attendance related messages to Messenger contacts based on the criteria selected. To limit the message recipients, selzct an Ad Hoe Filter.

The Template Name and User/Group can be changed after selecting Save or Copy.

UseriGroup Template Save | Copy | Delete
Enter the filter criteria for Attendance Messenger:

Grade Status Excuse Minimum Periods:

[ Al Grades w | AND [ A:Absent v |AND| Unknown  w [AND |4

Ad Hog Filter {Further narrowes criteria)

Effective Date Limit delivery to contacts that speak

10/15/2024 | Mo Language Preference |

Delivery Devices: Inbox Email Woice Text

Reply To Email: |icdemo@icdemo.mg.inﬂnitecampus.org |Cal|erID: ||_T63}555—555EI

Message 5ubjec‘l| Student Attendance |

Message Body
1 B I

=

= = = = W BH o = — A [F| [s

49



Attendance Messenger

Depending on district Messenger preferences, the user may or may not be able to
alter “Sender’s Email” field.

Also dependent upon district Messenger preferences, the user may have the ability to
add an email attachment.

Test allows email or voice transmission test, and the user may enter an email or phone
number that does not have to be available in the Campus database (can be an non-
census linked contact).

Preview/send gives a popup of recipients and counts of their receipt method(s).

Attendance Messenger

Attendance Messenger sends allendance related messages 1o Messenger contacts based on the crileria selected. To fimit the message recipients, select an Ad Ho Fiter Preview Message

The Template Name and User/Group can be changed after selecting Save or Copy.

Click Review Recipients to view the people and devices.

User/Group Template [ Student Attendance w | Save | Copy | Delete b ] -
[ seve | Copy | Delete | Click Send Message to deliver this message.
Enter the filter criteria for Attendance Messenger:
Grads Status Excuse Minimum Periods R‘ECipiEﬂ' Count 2
[ Al Grades w | AND [ A:Absent v |AND[Unknown v |AND 4 Process Inbox Count 2
‘Arl Hoc Filter (Further narrows criteria) | Emal' Eount 2
~
Effective Date Limit delivery to contacts that speak %
Mo Language Preference v
Delivery Devices: Inbox Email
Reply To Email: noreply@esboces. org
Message Suhjeci| Student Attendance |
Cancel Send Message Review Recipients
Message Body
T B I U = = = = @ BHE o = — A |F §
Your child | student legalFirstName H st\lden:t:lega\LastNam}e::::} was absent

today. Please call the attendance office to discuss this. 631-566-0123



Attendance Messenger

Review Recipients gives data with their receipt method(s) that may be removed on-
the-spot, and a preview of the actual message to be sent including the Campus-fields
inserted data.

Save Edited List. Exit without altering.

Review Recipien’s

Clear the cffeckboxes next to recipientor devices to prevent them from receiving the message. All eligible recipients display. Howewver, only recipients with any of the SeIGCt/de-seleCt
following gelivery devices displayed #ill receive the message: Process Inbox, email address, or a phone number (when Voice is enabled). .« .
recipient method(s).
Select fave & Return to retain 2fy changes to recipients. Select Cancel te go back to Preview Message without saving changes.
| » Users without a

| Save &VReturn I Cancel |

method list must be
Message Preview contacted using an
Recipient Name V|| SR ® | Preview alternate method (nO
Parise, Emelia Parise, Zach O

messenger capability).

jferrelli@esboces.org

Process Inbox

Parise. J. P / Parise, Zach O
jfemelli@esboces. org

Process Inbox

essage Recipient Preview

Recipient Mame:| Parize, Emelia

Device (1) jferelifesboces org

Device (2} Process Inbox

Subject Student Attendance
Preview of actual student- Message Body- [Your child Zach Parise was absent today. Please call the
allgned message as S'eeni”/ attendance office to discuss this. 631-586-0123.
Inbox view (default). Close
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Attendance Messenger

View returns to the popup after confirmation, where “Send Message” may be clicked.
The message will be sent at the appointed time, and the message data is saved in the
admin messenger log.

Preview Message »®

Click Review Recipients fo view the people and devices.
Click 5end Mezzage to deliver this message.

Recipient Count
Process Inbox Count
Email Count

S S I U

Cancel Send Message Review Recipients
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Attendance Reports

For each Report in Infinite Campus, there is a header/s that explains the Report Data
and the Report Options. Each report is generated by selecting options and clicking
Generate Report. Some reports allow for data extraction from calendar sources other
than what is selected in the header. Read the options information for each report to
make sure it is locating the necessary data. The options selected may alter the report
output data as well as its sorting and appearance. All reports generate in pdf unless
there is an output Format drop-list option.

ADM and ADA Detail - gives a percent-in-attendance calculation for students based on days
of enrollment count, and non-exempt attendance marks counts. Can be exact per calendar
minutes, or whole/half day minutes (same logic as letters minutes for each). Can be
summarized by grade level, or detailed per-student.

Attendance Reason - counts the attendance period, attendance days, and minutes, grouped
by attendance reason.

Consecutive Absence - counts the number of days students are absent from all scheduled
instructional (only) periods.

Day Count - calculates exact or whole/half day attendance, and sums and filters the totals as
selected.

Dialer Extract - generates a file for importing into an attendance auto-dialer. Returns the
names, phone numbers and a period string where the student was absent and their excuse
is unknown for the selected date.




Attendance Reports

Funding Report - prints district-level summaries of membership and attendance for funding.
However, this report may not be appropriate for NYS funding information, as the “NCLB
Subgroup” options are most likely not filled in the correlating Campus fields of your
database. See more information in the knowledge base to determine where this data is
sourced.

Home & Hospital Attendance - produces a weekly or monthly attendance register grid for
manual documentation of student attendance in hours or days.

Period Count - counts attendance marks per student. The Report Type option determines
how attendance marks are summed.

Period Detail Batch - prints the student information attendance Period Detail report in batch
for selected students (all, grade level, or ad hoc filter).

Attendance Register - prints a summary of whole/half attendance, membership and non-
enrolled day count, and absent day count students within a date range.

Sub Attendance Roster - prints a substitute teacher roster for manual attendance recording.

Attendance Change Tracking - reports attendance changes that have been made for the
selected attendance date range, audited by modified date timestamps.

Section Change Tracking - same report as above, sorted and/or filtered by section.

Behavior Attendance Audit - identifies students who have behavior resolutions not linked to
an attendance entry, or attendance codes that are not linked to a behavior resolution type
but are eligible to be linked.

Positive Attendance Summary - sums students' attending minutes from all positive
attendance records during the specified time frame.




Attendance Reports - Misc

Infinite Campus does not have a canned report for perfect attendance - below
are two options...

Student Pass Through Query Day Count Report s
using Ad Hoc
Th |S q ue ry r et urns St u d e nt S W h 0 h ave Qﬁs“:?:jnﬁlctglriu:ﬁteefo::rl‘;otlyz izyoi ;ﬂfr[e}:g :g:gﬁ:gg—; It::ed off the number of minutes defined in the calendar, and
perfect attendance records — that is,
St u d e nts W h (o) h ave no atte n d ance Which students would you like to include in the report?
k ® Grade QLStudents
Marks v
02
03
Box A O Ad Hoc Filter . T
sine [ 1 4| Enterfirst day of school to
LEFT OUTER JOIN attendance a ON S Dt I
End Date [ desired end date. Then on
a.personlD = student.personIiD AND P—— T st senc "Having the most" field
a.calendarlD = student.calendarID Having at most e e
Calculation Options

@ EXACT (The sum of minutes absent / student day)

Box B O DAILY APPROXIMATION
(Whole Day/Half Day attendance is approximated
AND a.attendancelD IS NULL and ese days are summed)
Sort Options ® Name O Grade &Name () Absent Days & Name

OR _ Dav Count Report Report Format: [PDF v |

See screen shot to the right | Generate Report |




Have Questions? Need more help?

https://kb.infinitecampus.com/help/classroom-monitor-article

https://kb.infinitecampus.com/help/daily-attendance

https://kb.infinitecampus.com/help/attendance-wizard

https://kb.infinitecampus.com/help/attendance-letters

https://kb.infinitecampus.com/help/attendance-messenger

24-25 Harrison High A

My{ @ Campus Learning Home Center

2s2 Community

Campus Community is a great resource!

Click the Campus Community link in your
Campus header, and search the Knowledge Base.


https://kb.infinitecampus.com/help/classroom-monitor-article
https://kb.infinitecampus.com/help/daily-attendance
https://kb.infinitecampus.com/help/attendance-wizard
https://kb.infinitecampus.com/help/attendance-letters
https://kb.infinitecampus.com/help/attendance-messenger
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