EleGrade - Entering/Confirming Attendance

Steps

Screen Displayed

Procedures
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Entering Attendance

On the Menu Bar

™~ Click Load
T Click Attendance

If the Current Date is not within the
Grading Period in the user’s setting

The following Message is displayed.

Current Date

@ Taoday, 7/5/02, iz nat a School Day in the current grading period

Refer to Chapter 2-2, Step 4 to
change Grading Period

T~ Click OK

mfleﬁrade@'Hill(restflementary(1351) School Year: 0102 Grading Period: 3 (1/2/2002: -8l
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The Attendance screen is displayed.
To Record an Absence or Tardy

——e Click Inside the Desired Date

field for the student

Enter an A for Absent

Enter a T for Tardy

Enter a U for Unexcused*
Enter an S for Out of School
Suspension

e Enter a X for Unexcused Tardy

*Note: U is a PCSB code used for
truancy purposes.

No Attendance Code is necessary for a
student who is Present.

(Blank = Present)
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On the Information Window
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6 #. Confirm Attendance X To Edit or Change an Attendance entry

According to Florida State Law:
You must confirm attendance for each school day even if
there are no absences or tardies.
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Once an Attendance has been
Confirmed, it cannot be Edited until the
Confirmation has been undone.

To Undo Confirmation

e Select the Day/Date you need to
edit

e Click Undo
Note: No Attendance/Tardy

information will be undone (deleted)
only the confirmation.
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im. Confirm Attkendance ><|
According to Florida State Lawi:
ou must confirm attendance for each school day even if

there are No absences or tardies .

I January I 2002
Sun ton | Tue [ wied Thu Fri Sat
1 = 2 < =]
& i‘ﬁ 3 10 11 12
13 | - s s
20 Z ped = | —
= —: Undo Confirmation For: 17/8/2002 =
Tes o |
EA/10/02 — 1/2/02
Legend:

School Day Mon School Day Confirmed Day Selected Day
L]

Unda I

Coanfirmn I Cancel I

there are Nno absences or tardies.

I Januany I 2002
Sun Mon [ Tue [ wied [ Thu Fri ==
4'% ; f ; :
E F =] 10 1 12
13 Polk Elementary Grad Xl 19
=0 || Zonfirmation For: 108/Z00 =6
Er has been deleted.
EA/10/02 A8/02
Legend:

School D ay

Undo I

Mon School Day Confirmed Day Selected Day
I

Confirm I

Cancel |

| —

On the Confirm Date Window

| _—e Click Yes to Undo the
Confirmation

On the Information Window

e Click OK

Note: The Grid Cell will become white
(see Color Code Legend).

The Confirmation has been undone (No
Attendance/Tardy information has been
deleted).

|_——s Click Cancel to continue

The Attendance Screen is displayed.

e Repeat Step 2 to Record an
Absence or Tardy

Once the Edit/Change has been made

Repeat Steps 3 through 5 to
Confirm the Change in Attendance

Click Cancel to leave the
Confirmation Window
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There is another method to Open the
Confirm Attendance screen.

Once the Attendance Grid is loaded

On the Menu Bar

\. Click Attendance

\ Click Confirm Attendance

The Confirm Attendance screen is
displayed.
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Use the Search Arrows to Locate the
Date to Confirm

Refer to the Color Code Legend to
identify the School Day, Non-School
Day, Confirmed Day, and Selected Day.
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Repeat Steps 4 through 5 to
Confirm Attendance

Repeat Steps 6 through 8 to Undo
an Attendance Confirmation and
return to the Attendance Screen to
Change an Entry and Re-Confirm
the Attendance for the Date Edite
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