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*Note: This document begins with a suggested workflow for attendance procedures from the
classroom and office levels. The remainder of the document details specific functionality and

reports available for attendance in MyEducation BC.

1. Attendance Workflow

a. In the Classroom:

The teacher takes attendance in the morning by clicking an A for Absent and entering in any known
details if the student is excused and a reason. The teacher may also enter an L for Late, edit the Time In
and select excused and a reason if applicable. The teacher will then click Post.

The Class attendance taken by the teacher automatically updates the Daily Attendance field.

Once the teacher has posted their attendance, any changes throughout the day are to be made at the
office. Teachers have access to edit the class attendance, however these changes will not update Daily
Attendance record, therefore teachers have been instructed not to edit a class attendance record after
posting or to enter a Class attendance record if a Daily record already exists for the student. The result
could be discrepancies between the Daily and Class attendance records for students which could cause
issues for reporting. If a student shows up late for class after the teacher has posted attendance, the
student will need to go to the office to check in or the teacher will have to communicate the update

with the office.

Teachers cannot enter a multiday absence, a group absence (Field trip) or a portion of the day

absence. These will have to be entered by the office.
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Figure 1: Teacher Attendance after posting




b. From the Office:

All attendance records created by teachers will appear in the Attendance Top Tab>Daily Office Side
Tab.
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Figure 2 Daily Office Side Tab

As teachers are entering and posting attendance the office staff are inputting Daily Attendance records
into the system based on phone calls and emails using the Daily Office side tab or the Daily Roster side
tab.

Daily Office Side Tab: (For details on the Daily Office side tab see page 8 of this user guide)

The Daily Office side tab allows multiple date entry (page 9/10 of this user guide) and entry of absence
records by groups such as a course section, selection or snapshot (page 9/10 of this user guide).

If a student has not already been marked absent by a teacher, enter the last name in the Name/ID field
and enter the details of the absence into the pop up window for all students that you have received
confirmation of an absence from a parent or guardian.

All absence entries made at the office will appear on the list from the Daily Office Side Tab. This is where
the school user will edit any attendance records entered by teachers that require updating.
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Figure 3 Edit daily attendance records



Editing a Record: Unexcused to Excused

If a student has been marked absent by a teacher who did not know it was excused and the office
receives confirmation from a parent/guardian that the student is ill, the office will click the blue
hyperlink (Student’s Name) and edit the absence to include Excused? and a reason.
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Figure 4 Editing a record: Unexcused to Excused

Click the Daily Office side tab to return to the full list.
Editing a Record: Absent to Late

If a student who has been marked absent by a teacher then shows up late, the office staff can click the L
button next to the absence record from the Daily Office side tab.

Date < |4/22/2015
Change
(aJf- fo) [r]
LAt e [ r
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(A Jfr §fo ) [r]

Figure 5 Click the L button to change an absence to a late.



From the pop up window deselect Absent? and select Late?, adjust the Time In if necessary, select
Excused? and enter a reason if applicable, click Save.
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Figure 6 Editing a record: Changing Absent to Late
Editing a Record: Portion of a Day

If the office receives notification of a student arriving or leaving part way through the day a Portion of
the Day absence must be entered that includes an arrival or departure time. Please see the information
on portion of the day absences on page 10 of this user guide.

Editing a Record: Authorized School Field Trip

For those students who are absent due to district-sanctioned functions (ex. science fairs, work
experience, athletic, arts, careers and trades events), please ensure the following:

1. Teaching staff and counselors are informed that they need to advise the office that this student
is out of the building attending this unique event.

2. Office staff enter this into the system using the authorized code. (Teachers do not have the
ability to select the Authorize code)

Go to the Daily Office side tab

For a group of students click on the Multi-Add button and choose from Section, Homeroom, Query,
Snapshot, or Selection. For more information on the Multi-Add functionality see page 9/10 of this user
guide.

e Portion

e Select Absent?

o Select Excused?

e Select Auth from the Other Codes drop down window



e Enter a reason such as School Authorized, Team Activity, or Field Trip

Add Attendance - Google Chrome (== 2
_| trn.myeducation.gov.bc.ca/aspen/dailyOfficeSingleAdd.do?date=

Name Adamek, Dylene 1572245

Date 03/02/2016 E Multiple Dates =>

Portion 1.0000 ¥

Absent? 4]

Late? oJ

Dismissed? [9]

Excused? 4]

Other codes AUTH ¥ v

Reason School Authorized Q

Comment

Vs

| save || cancel |

Figure 7 Entering a school authorized absence

Daily Roster Side Tab

Office staff may prefer to enter attendance records according to a class roster. The daily roster side tab
allows the office staff to select a class and input daily attendance records for students in that class. The
functionality is similar to what a teacher sees except the teacher cannot select a portion of the day
absence.

Office staff cannot enter multiday absences or absences for groups from the Daily Roster Side Tab. The
daily attendance record may be edited from this window by clicking on the blue edit hyperlink next to
the student record you wish to edit.

For details on the Daily Roster side tab see page 14 of this user guide.
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Options Reports Help
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Daily Batch ATT-AM-DVOMatihe A Attendance Walthews, Kaarina
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Dil'v HISIW ATT..AM.DV3Eastma AM Attendance Eastman, Ann
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Class Trends ATT—AM-DIV13Sandy AM Attendance ‘Sandy, Chrissy
Class History IATT—AM-DIVEETing AM Attendance Ermnglon. Carlo
IATT—AI DV 15Shock AM Attendance Schock, Gies
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Staff History IATT—Al-DIVEEWa AM Aendance Wat, Maurice
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Figure 8 Daily Roster Side Tab

c. Pushing out Daily Attendance to Class Attendance using the Class Office Side Tab



Once teachers have posted Class attendance, and the office has entered their Daily attendance records
based on phone calls and emails and the office has updated the Daily attendance records that were
populated from teacher Class attendance entries, it is important to ensure that the daily and class
attendance records are equal. This is the process of pushing out the daily attendance record to class
attendance from the Class Office side tab.

From the Class Office Side Tab select the Attendance Activity Filter .

Daily Code 1 R
The daily code column and the class column
A-E (10:30 AM} [Parent Excused] == . .
must be the same. Click the double arrows in
A-E [Parent Excused] = A-E . .
: the Daily code to push out the daily attendance
A-E [Vacation] S .
B - B record to the class attendance field.
A-E [Parent Excused] = A
A-E [Parent Excused] B A
A B A
We can see 3 examples where students are
A = A .
unaccounted for from the office: A
A-E [Vacation] 5
A-E [Vacation] =
L-E {(10:30 AM) [Medical Appointment] == A
A-E [Parent Excused] B A
A-E [Parent Excused] B A
A-E [lliness] = A
A-E [lliness] S A
A-E [lliness] = A
A-E (11:00 AM} [Parent Excused] => A

L-E {(10:15 AM) [Medical Appointment] == A-E
A-E [Parent Excused] B A-E
A-E [lliness] = A

In the example above we can see several examples of class attendance records entered by teachers who
did not have the information that the student was excused from class that day. There is an A-E(Reason)
in the Daily code field, but there is only an A in the class attendance field.

There are two examples of a situation where the teacher has marked the student A, but the daily
attendance record indicates an L-E (Time) (Reason).

There are also 3 examples where there is a daily record, but no class record exists. This is because the
teacher followed the instructions and did not enter a class attendance record because a daily record was
showing on their class attendance page. (or the teacher did not do their attendance that day. Run a Post
Verification report (see page30 of this user guide) to ensure all teachers have posted)

In order to balance the daily attendance and class attendance records to ensure both class and daily
attendance reporting is correct and to ensure that administrators may track at-risk students accurately,
the office must push out the daily records to class attendance for each student that shows an
inconsistency.
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Click the double arrows in the Daily code to push out the daily attendance record to the class
attendance field. Each record must be pushed out one at a time.

*It is a known issue right now that any Late entries entered at the office will not push out to the class. In
this case click on the A blue hyperlink in the Class attendance field and edit the record from the pop up
window to reflect the change from A to L

2. Attendance Top Tab

Be sure to

confirm the date!

a. Attendance Top Tab>Daily Office Side Tab

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help

Daily Attendance Office Input

Daily Office Code A v Show Popup ¥/ Add | Multi-Add...
Details /. Vi ]
Daily Roster / 0 of 6 selected &7 / Iome < 21972015

Enter last name /portion of Set desired Code Select Show
last name or Student ID from the drop Popup
down menu

Pages School Student Staff | Attendance = Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help Y
Daily Attendance Office Input
Daily Office Name/ID / Code A M Show Popup ¢ Add Multi-Add... | ‘

Details f
Daily Roster / 0 of 6 selected 7 / /49 « 211912015 Iy |

Set desired Code

Select Show Click Add or

from the drop

Multi-Add
down menu HETAITE




‘:[ 1'Addison, Hana -] > | '::m 0
LegalLast |LegalFirst LegalMiddle  Pupil# YOG

o Addison  Hana 1469766 2027
Adema Nirmal 701033 2025
ﬂnsley .sanlay v1392300 .2023

| Aldrich lillian 1335264 2024

& ‘.Aleck Dominique 1475418 20?
lAngrove  Hannele 700202 2024
atto lcynay 1176907 2027
Audet Jose 1467286 2027
Axival sabine ‘sally 904135 2024
Iayriss Inga | 1181779 2023

e Select the student from the popup window

e C(Click oK

Clicking Multi-Add allows the user to add multiple attendance records at once.

Students

Duplicate Records

() Section
() Homeroom
() Query
() Snapshot

() Selection

® skp

‘;_j. Replace

Selected students: 0

Select skip to allow an
individual absence to

override this group record.

Add attendance records by Section, Homeroom, Query, Snapshot or Selection.

Then...

' Add Attendance - Google Chrome
| O trn.myeducation.gov.bc.ca/aspen/dailyOfficeSingleAdd.doZaefe=2/19/2015&studentOid :stdw

Confirm the

student name.

B Confirm or select the date

=

Name

Date

Portion

Absent?

Late?

Dismissed?

Excused?

Other codes

Reason

Comment

Addison, Hana 1469766

21912015 | B8 [ Wultiple Dates >>

— =
[1.0000 |

@ 0O0O®

<
«

[Parent called.

Save Cancel

Select Multiple Dates for entries

spanning a date range.




\ ==

& httpsy//sdtmyeducationgov.bcca/aspen/dailyOfficeSingleAdd do?date=6/3/2015&studentOid = stdX2 @ For a multlple date absence, Input the
Name Adds, Nicoy 1002830 sta r‘t, and end date.
Start date 6/3/2015 = << Single Date
End date 6/11/2015 =]

Portion 1.0000 *
Absent? v

Late?

Dismissed?
Excused? 4
Other codes v v
Reason Vacation Q,

Family holiday to Disneyland.
Comment

P

‘ﬂ‘ | Cancel |

e Select Portion of the day (see details below)

o Click appropriate check boxes including Excused? If there has been confirmation of the
absence.

e Select Reason if applicable( Select from the pick list, or begin to type the reason and the
system will autofill)

e Enter Comment as required
o Click Save

*Note: Select Auth from the Other codes drop down menu for school authorized absences do not select
the Absent? or Excused? check box. No absence will be recorded on the student record.

b. Using the Portion of the Day drop down window.

In order for the system to calculate a total number of absences over time, the portion of the day drop down menu must be
used. This will allow multiple half day or quarter day absences to be calculated when determining the number of days absent in
a report.

The “portion of the day” selection does not specify which portion of the day the student is missing, therefore in order to have
an accurate record of the time the student is in attendance a Departure or Arrival must also be entered for the student.

Using the “D” button for a dismissal allows the user to enter a time, but it requires a “0.00” portion of the day value, which
means the absence will not be calculated when running a total attendance history report.

Attendance Top Tab>Daily Office Side Tab

e Enter the last name of the absent student

e Set the code drop down window to “A” for absent
e Ensure the Show Pop-Up window is selected

e (Click Add

Change View  Select School  Set Preferences  Log Off

‘ BRITISH o -
coLumsia | MyEducationB( mur S

Pages School Student Staff \ttendance = Conduct Grades Assessment Schedule Global Tools Admin
Options Reports Help

Daily Attendance Office Input

|
| Daily Office Name/ID  [axbal Code (A 2 Show Popup ¥ | Add | | Mutb-Ad
Details
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e Confirm the name and date
e If the student is not considered late, but is absent for anything less than a full day select the
Portion of the Day from the drop down window.
e Make the appropriate selection for Excused?
e Add information such as reason and comment
o Click Save
Reason PalmlEx;used Q
_— Arriving at lunch.
Save || Cancel |
e The absence is now visible from the Daily Office side tab.
e To add a Departure or Arrival time, click the student name (blue hyperlink).

Pages School Student Staff Attendance Conduct Grades Assess".ent Schedule Global Tools Admin
Options Reports Help
Daily Attendance Office Input
Daily Office W Code A Show Popup ¥ Add | | Mutt-Add ’
Details
Daily Roster / 1 of 1 selected &7 Date ¢ 22772015 ;|
Daily Batch Studen e Student > Pupil # Student > HomePhone Student > QuickStatus Student > Grade Code Excused?  Reason Time Quick Change
7 Axioal, Sabine 904135 250656-1234 A {na AE ¥ ParentExcused ‘ [ A o] P
Daily History

o C(Click the Add button under the Arrivals & Departures window
e From the pop up window select Arrival or Departure

e Enter the time i
e Select Is excused? if applicable
o Click OK

A BrivisH

COLUMBIA

Pages
Options

Daily Attendance Office Input :: 2/27/2015 - Axibal, Sabine ] o | » p
Daily Office | == | &<
> Detais
Student> Name * [Axiba, Sobne Q Ariving at lunch =
Daily Roster Date * |2272015 m _
Daiy Batch | O v * 2
tmmywducariongy be ca i
Daily History |
Daily Summary | iatedd Tipe Al
Excused? v
Class Office Time ™ 120
Portion sbaent” 5000+ S S
Class Trends =
Other code
Class History | PSRRSSI ok | Cancel
Staff Roster | ETNTY [Parent Excuace Q
Staff Histor .
&8 Arrivals & Departures ‘
PEovers (Tyve Time s oxcused? |
Mo matchng records |
Add Deete
Ssve | Cancel

MyEducation!

Student

A ool

Sel Preferences

Log OFf

School

Reports

star [WAHEndance |

Help

Conduct  Grades

Assessment

Sche ule

Global  Tools  Admin
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Click Save

Optio Repo elp
Daily Attendance Input :: 2/27/2015 - Axibal, Sabine
Daily Office
* Details
Student > Name Axibal. Sabine Q Arriving at lunch.
S Date 22712015 B
Daily B Absent? v
Da 0 Late? Comment
Da Dismissed?
Excused? v
O
Portion absent * 05000 v
5 Other code v
D Other code 2 v
Ro Reason Parent Excused Q
Arrivals & Departures
' Type Time Is excused?
\Amival 12:00 PM 4

The absence record now includes the portion of the day and the time in, allowing staff to know when
the student is actually in attendance.

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options

Reports Help

Daily Attendance Office Input

Daily Office Name/ID | | Code |A v] Show Popup ¥ [ Add | [ Mutti-Add...
Details
Daily Roster 0 of 1 selected (7 Date « [227/2015 -
. Date Student>Name |Student>Pupil# Student>HomePhone |Student>QuickStatus Student>Grade Code PentAbs [Excused? Time  Reason Time Quick Change
Daily Batch 1 1
() 22712015 |Axibal, Sabine 904135 250-555-1234 A 03 AE 05 4 1200PM [Parent Excused  In- 12:00 P A Jle o] 3
Nailv History

12

The record now appears on the Daily office input page with the option to click into the record
and edit.

Change View  Select School  Set Preferences  Log Off
BRITISH . )
coLumsia | MyEducationB

: School View
Pages School Student Staff |Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help Y ==l a-Z|

Daily Attendance Office Input

Daily Office Name/ID Code A v Show Popup ¥ | Add | | Multi-Add... |
Details
Daily Roster 10f 7 selected 7 Date <« 2/19/2015 > B
Naiks Ratek | Student> Name |Student> Pupil# Student> HomePhone Student> QuickStatus Student > Grade Code Excused? ‘Reason Time Quick Change
= ; ; T - ‘
fectibobeonHene o B 180155 b fa S e finess ! LAl . 1oy - ]
Elg”‘"’ e _) Adema, Nirmal  |701033 (250)555-1234 A 02 LE Y liness In:11:47AM | | A L Lo P
Daily Summary Angrove, Hannele (700202 (250)555-1234 A 03 LE Y Parent Excused In:12:00PM | [ A | L |[ b | [ P
Atto, Cyndy 1176907 (250)555-1234 A KF AN Lallcjio] [e
Class Office T
Avibal, Sablne 1904135 250-555-1234 A 03 AN Lallelo ] e
Class Trends Kobe, Tymen 1210000 (250)555-1234 A 03 AN fallello) [e]
Class History Ralph, Danielle 1211636 A 03 A N Lallc]lo] [er

e Click the “P” button to reset the absence to “Present”




e The absence record will now appear in the teacher class view in the Daily Attendance
field.

Pages My Info Student = Attendance Gradebook Planner Tools

Options Reports Help

Class Attendance :: 2014-2015 - ATT--AM-DIV11Munz - A ndance e [ ] Q] » ]| »

Class Period 1
» Input [ Post |
::.:I:f e 25 records Attendance for: « 8722015 »
Pupil # Name Daily Artendance Class Attendance Code
529489 Bodner, Rena Present Present LallL P
480073 Brugge, Benson Present [Present La L P
491359 Burbidge, Elin Present Present [allL P
482663 Fuller, Dasha AE [iiness] Present [alld4] P
491402 Goldstone, Navi Present Present [La L 3
471904 Higgins, Kurtis Present Present [Lallv P
480083 Kirkiand, Callum AE [iiness] Present [allu e
537573 Lambert, Eszter Present Present Lallu e
480957 Macaulay, Bryon Present Present [alltL P
. . . N
c. Recording a Late or Dismissal from the office
Name/ID Code L M Show Popup ¢ | Add | | Multi-Add...

e Change the drop down code menu to Late or Dismissal
e Enterin the last name and click add or choose the name from the pick list

N == =]
trn.myeducation.gov.be.ca/aspen/dsilyOfficeSingled do2dste - 2/18/201 SéestudentOid - teX200147541 B8co
Name Aleck, Dominique 1475418
Date 2/19/2015 [::::] Multiple Dates >>
Portion 00000 -

Absent?

Late? v

Dismissed?

Time In 9:02 AM

Excused? v

Other codes .

Reason Parent Excused Q
Comment

save | Cancel

e Confirm or edit the autopopulated time
e Make appropriate selections such as Excused?
e (Click Save

2. Viewing, Adding, and Editing Individual Student Attendance Records
e Student Top Tab
e Select a student record
e Select the Attendance Side Tab
e Use the filter to select Current Year or All Records
e A student absence can be added, deleted or edited at this location within a student
record.
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e C(Click Options>Add, or select the check box next to a record and click Options>Delete
e C(Click the blue date hyperlink to edit the absence record.

Pages School ["Student Staff Attendance Conduct Grades Assessment Schedule Giobal Tools Admin

Options Reports Help Y EE
= i
Student List :: 03 - Axibal, Sabine [ F @45 €) & =2a/ <« <« Q| » pl
Details 00f 7 selected &7 | Current Year |
Contacts Ab :7.0(4.0 d)
Date Code Time Absent? Late? Dismissed? Reason Excused? PcntAbs Other
Daily o7
211912015 A Y N 10
Attendance
Details |1/2612015 A A N N | N 1.0
1/23/2015 AE Y N N Team Activi Y 1.0
Daily Trends + y
1/13/2015 AE Y N N lliness Y 1.0
Class | l10r2015 AE Y N N liness Y 10
Attendance . - T T
| 121412014 A Y N N N 1.0
Class Trends PPPEo I v N N N 10

All students with an absence record will show an Absence Alert for the day the record is

recorded:
Pages School Student ™ Staff Attendance
Options Reports Help
Student List
| < | [T:Addison, H [I‘ ‘
= < a ISOn, Hana >
Details / ez
(] IName LegalFirst |Alerts
Contacts - — <
[ |Addison, Hana Hana it 2A
Attendance () |Adema, Nirmal Nirmal
I Conduct (] |Ainsley, Sanjay Sanjay
: () |Aldrich, Jillian Jillian
Transcnpt (") |Aleck, Dominique  |Dominique
Assessments [} |Angrove, Hannele Hannele
5 [ |Atto, Cyndy Cyndy 2a
Academics =
) |Audet, Jose Jose
Schedule [} |Axibal, Sabine sabine | T QLY =LA
(] |Ayriss, Inga Inga U

Membership

3. Taking Attendance from the office by Division (Class)
Attendance Top Tab>Daily Roster Side Tab

e Select a Homeroom or Course Number by clicking on the blue hyperlink
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OB 2, | MyEducation ool SDB1 2014-2015

Pages School Student  Staff [“Attendance  Conduct Grades Assessment Schedule  Global Tools  Admin

Help

Day 1 Period 1 Classes «@/si2015 |
Dally R 0of 12 selected 7 All Records
Students Course Description Primary Staff = Name
Daily Batch |ATT-AM.DIVOMIatthe. Al Attendanee Matthews, Kaarina
ATT-AM-DVZPlszza /Al Attendance Piazza. Gayla
Daily History IATT-AMOVIEsima (Al Attandance Easiman, Am
Daily Summary IATT—-AM-DIV4Donchu JAM Attendance Donchue, Gayle
|ATT-AMDWERollac Al Attandance Pollock.Bisnca
Class Office
[ATT-AM-DIAZNuyen Al Attendance Nuyans, Velma
Class Trends |ATT-AM-DIVEE ring A Attendance Eringtan. Calo
Class History [aTT-am o Tsordan a4 Attandance Hordan, Harya
IATT-AM-DIV11Munz JAM Attendance Munz, Kara
Stafl Raster |ATT—AM.DV13Sandy a1 Attendance Sandy, Chrissy
Staff History [ATT-AM-DVA5Shock Al Attendance Sehack, Giles
|ATT-AM-DIVIaWait Al Attendance Wat, Maurice
Stafl Covers

e Confirm the date
o Click the applicable button A=Absent, L=Late, D=Dismissed, P=Present

*The “P” button will only be available after an attendance record has previously been posted.

Change View 5 o Set Preferences  Log Off

ol SD61 2014-2015 Sehool View

| MyEducation!

School Student  Staff | Aftendance  Conduct Grades Assessment Schedule Global Tools  Admin

Reports Help
. sae
Daily Office
Daily Roster 25 records
» Students
|Pupi & Name Year of graduation Aendance Code
ily Batch | 2R Bodner. Rena 2020 Present
Daily History | i Brugge. Benson 2020 present A
laa13sa Burtadge, Elin 2020 Present A L D P
Daily Summary
|1a2se3 Fullr, Dasha 2020 Present At ][o 3
Class Office  |R¥MA Goldstane, Navi 2020 Present A Lt Lo 2
Class Trends | R Haggins, Kurtis 2020 Present A L e 3
l4a0oe3 Krkiand, Callum 2020 Present a L e 0
Class History
[537573 Lambert, Eszter 2020 Present A L o P
Staff Roster e Macaulay, Bryon 2020 Present A |l Lo ;
StaffHistory | M Moisey, Rusty 2020 Present ALt Lo ;
laz3234 Murphy, Maurice 2020 Present A L D P
Staff Covers
la743a Reinhart, Tannis 2020 Present a Lt [o P
535080 Robek, Marina 2020 Present A L ) P
la72073 Rounds, Jaspreet 2020 Present a Lt [e 3
g [197846 Ruse Susi 2020 Present A L P
lsa977s Stbata, Laina 2020 Present At e P
laz3181 Sidhu, Kim 2020 Present ALt Lo ;

e Make the appropriate selections from the popup window

[~

12 tmmyeducationgovbe.ca/aspe P— P— "

Name Ayriss, inga

Absent? R4 Portion 1.0000 ~

Late?

Dismissed?

Excused? 4

Other codes v .

Reason Parent Excused Q

Comment Enter a Comment as necessary

OK Cancel
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Click OK

Change View  Select School _ Set Preferences  Log OFF

School View

ol SD61 2014-2015

Pages School Student Staff | Attendance Conduct Grades Assessment Schedule Global Tools  Admin

Options Reports Help
Classes :: ATT--AM-DIV11Munz - DIV11Munz - AM Attendance 4 - Q. >kl
Daily Office
Daily Roster 25 records Attendance for: o B/52015 »
* Students
Pupil # Hame Year of graduation Attendance Code
Daily Batch |4 Bodner, Rena 2020 Present [alledle] L=
Daily History [ il Brugge, Benson 2020 %E‘ﬂuness] A L o 3
: 491358 Burbidge, Eiin 2020 Present LA 5 ) P
Daily Summary T
492663 Fuller, Dasha 2020 Present | a Yoo [ ey Le
Class Office 491402 Goldstone, Navi 2020 Fresent A L 1] P
[N S |471504 Higgins, Kurtis 2020 Present A 3 ) P
. 480083 Kirkiand, Callum 2020 Present A L ) P
Class History 1 1 —
537573 Lambert, Eszter 2020 Present | a L ) Le
Staff Roster  JFASR Macaulay, Bryon 2020 ‘L—E' (8:00 AM) ‘ [a ][]0 (e
Staff History | ke Moisey, Rusty 2020 Present A L ) e
473234 Wurphy, Maurice 2020 Present | A L o e
Staff Covers
474378 Reinhart, Tannis 2020 Present A L[ o Le
535990 Robek Marina 2020 P»E‘lPaﬂm Excused] ‘ A L ] P
472073 Rounds, Jaspreet 2020 Present | A L o 3
497846 Ruse, Susi 2020 Present A L ) Le

Click Save Use the Records Navigation tool to

Click the blue edit hyperlink to edit the record move forward and back through
the list of classes

| SD61 2014-2015

SH - .
UMBIA | MyEducation School View

Pages School Student Staff | Attendan e Conduct Grades Assessment  Schedule Global Tools Admin

Options Reports Help

Classes :: ATT--AM-DIV11Munz - DIV11Munz - AM A |« « Q > el
. Save
Daily Office —
Daily Roster 25 records Attendance for: < B/E2015 » B
» Students
Pupil # Name Year of graduation Code
Daily Batch 529489 Bodner, Rena 2020 At i Lr
Daily History | naaaddd Brugge, Bensan 2020 A Diness] ledi) A L D P
- 1491350 Burbidge, Elin 2020 |Present A L D P
Daily Summary T T
482653 Fuller, Dasha 2020 Present A il e [
Class Office k
491202 Goldstone, Navi 2020 |present A L ) P
Class Trends  [RALAA] Higgins, Kurtis [2020 |Present A L o P
" 480083 Kirkland, Callum 2020 Present a il e [
Class History 1
537573 Lamben, Eszter 2020 [present A L ) P
Staff Roster
480057 Macaulay, Bryon .2nzu .L,E (9:00 AM) [edd] A L o P
Staff History | i Moisey, Rusty 2020 Present a e e [
472234 Murphy, Maurice 2020 Present A L ) P
Staff Covers T 1 =
1474378 Reinhart, Tanmis .2D2D .F’reserl A L D P
535980 Robek, Warina 2020 AE [Parent Excused] [edi] VN | NI | [
472073 Rounds, Jaspreel 2020 Present A
497846 Ruse, Susi 2020 Present
669775 Shibata, Laina 2020 Present a il e [

4. Daily Batch Side Tab
This side tab is designed to do batch entry of attendance records that share characteristics.
For example, to record a series of students who are all excused with an illness:

e Confirm the date
e Confirm the Is absent? check box is selected and the portion of the day is set to 1.0
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e Select the Is excused? check box

e Type in or select the Illlness reason

e Enter a student last name or pupil number
e (Click Add

For the next student who is also excused and ill type in the last name or pupil number and click Add.
This may be useful for entering in a group of students who are appearing in the office late for the day.

Select the Is Late? check box enter in the student last name or pupil number and click Add. Enter in the
next student last name etc.

Change View _ Select School et Preferences _Log Off

‘(Il‘\}l“l“l:l]ﬂi A | MyEducationB( hool SD61 2014-2015

School View

Pages School Student Staff [FAttendance Conduct Grades Assessment Schedule Global Tools Admin
Options Reports Help

Daily Attendance Batch Input

Y EE 8 o=

Daily Office Name/ID babin
Daly Roster Date 652015 =
|D““¥ Batch Is absent? @ (10000 v Is excused? £
Details
Is late? Other codes
L Is dismissed? Reason iness
Daily Summary
Add | | Post Clear
Class Office
Class Trends 1 of 1 selected &7 All Records
. Student > Name Student > Pupil Student > QuickStatus Student > Grade Date Code Reason Timeln TimeOut
Class History | Sarwr 685742 ) o7 6152015 = S
Staff Roster
Staff History
Staff Covers

Click the Post Button
Choose to skip or replace duplicate records and whether or not to clear the list after posting.
5. Daily History Side Tab

This side tab displays all Recent Attendance records (the “recent” value is created in school set-up daily
attendance preferences) this example is set to the last 90 days.

Use the filter to view:

e All Records

e Current Month

e Current School Year
e Current Week

Click the blue hyperlink to view or edit a specific daily attendance record.

Sort by Student Name field to view all Daily Attendance records grouped by students.
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Change View  Select School  Set Preferences

vol SD61 2014-2015

BRITISH .
ﬂ:‘.. LUMBIA | MyEducationB(

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options

Daily Office
Daily Roster
Daily Batch

Daily History
Dells

Daily Summary
Class Office
Class Trends
Class History
Staff Roster
Staff History
Staff Covers

Reports

Help

Daily Attendance History

1:6/52015 [Brugge. Benson

0 of 35 selected (7

Date
las2015
652015
652015
6472015
8472015
8412015
6412015
642015
642015
642015
832015
832015
61372015
6212015
6212015
6212015
622015
622015
&i172015
512812015
512812015

Student > Name
Brugge, Benson
Macaulay, Bryon
Robek, Marina
Bodner, Rena
Higgins, Kurtis
Macaulay, Bryon
Murphy, Maurice
Rewmhart, Tannis
Ruse, Susi
Sidhy, Kim
Badner, Rena
Burbidge, Elin
Higgins, Kurtis
Badner, Rena
Burbidge, Eiin
Fuller, Dasha
Kirkland, Callum
Macaulay, Bryon
iAddey, Celeste
Bodner, Rena

Brugge, Benson

Student > HomePhone
260.666. 1234
T250.866. 1234
260-565-1234
250.555-1234
250.555-1234
250-555-1234
250-555-1234
250-555-1234
250-555-1234
250-555-1234
250-555-1234
250-555-1234
260-555-1234
250-555-1234
250-555-1234
250-555-1234

250-585-1234
(250)555-1234
250-555-1234
250-555-1234

Student > QuickStatus Code  |Excused?
.A—E Y
.L—E 4
.A—E \d
.A—E \d
A-E \d
A-E \d
L N
jA-E \d
la N
A N
aE Y
AE Y
LE \4
AE Y
LE Y
AE Y
AE L4
A N
AE \4
.A—E ¥
e v

gl gingimgimgim i ol ol m gl m gl m g m g m g o g m gl m d{ m g

Reason

liness

Parent Excused

liness
Parent Excused

Vacation

Parent Excused

Vacation

liness

Vacation

Parent Excused
liness

Parent Excused
liness

liness

liness
liness

lliness

9.00 AV

g 211

926 AN

11:49 AN

Penthbs.

10

00

10

10

10
10
00
10
0
no
no
no
0.0
10
0.0
10
10
10
10

lo
10

Othe

Recent Attendance I
o

Mom sent an email

6. Daily Summary Side Tab

Allows the user to view daily absence records for the entire school based on criteria set by the user such
as date range and number of absences or lates.

. i 120142015 Change View  Select School  Set Preferences  Log OFF
w COLUMBIA ‘ducation ol SD6 & School View
Pages School Student  Staff | Attendance Conduct Grades Assessment Schedule  Global Tools Admin
Options Reports Help
Daily Attendance Summary
S —
D Office Date Range 6/1/2015 . 6/872015
Dailv Ro Criteria Absent >= 0 AND Tardy >= 0 AND Dismissed >= 0 AND Other = 0
Daily Ba Change Fiter...
Da o 0of 13 selected &7 Active Students
Daily Name YaG Grade Absent  Tardy Dismissed Other
Summary Addey, Celeste 2021 08 1 o ] 0
0 . Bodner, Rena 2020 o7 3 (1] o (1]
Brugge, Benson 2020 o7 1 0 o 0
a end Burbidge, Elin 2020 o7 1 1 ) (]
o Fuller, Dasha 2020 o7 1 ] o ]
Higgins, Kurtis 2020 o7 1 1 o (1]
Ro Kirkland, Callum 2020 o7 1 ] o ]
isto Macaulay, Bryon 2020 o7 2 1 o (1]
Murphy, Maurice 2020 o7 0 1 o ]
5 Reinhart, Tannis 2020 o7 1 (1] o (1]
Robek, Marina 2020 o7 1 ] o ]
Ruse, Susi 2020 o7 1 (1] o (1]
» ‘Sidhu, Kim 2020 o7 1 o o ]

e Click Change Filter...

e Enter astart and end date
e Choose one of the following operators:
Greater than or equal to
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Equals

Greater than

Less than

Less than or equal to
o Type in a value for absences and combine the results with late or dismissal results if necessary.




e Choose to select a reason if desired
e Choose to Exclude excused if desired
e (Click OK

’ i L Change View ool  Set Preferences  Log Off
e coLumBia | MyEducation ol SD61 2014-2015 School View
Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global Tools Admin
Options Reports Help

Daily Attendance Summary
Daily Office Date Range 6112015 - /872015
Daily Roster Criteria Absent >= 0 AND Tardy >= 0 AND Dismissed >= 0 AND Cther >= 0
Daily Batch Change Filter...

“ =[8] 23
Activ N
| & trumyeducationgovbe.cajaspen/dailySummaryFilterPopup.doZabsentCount=O&startDate=6/1/201 5&endDate=6/8/201 @ ctive Students
Name Absent  Tardy Dismissed Other
Addey, Celests Start date 3232016 = 1 0 o 0
Class Office [Bodner, Rena End date &82015 = B ° e 0
Brugge Benson 1 0 0 0
Class Trends [Burbiage, Ein Absences Grealer than or equalto * 3 And v f I o 0
Class History [Fuller, Dasha Tardies Greater than or equal o * o And 1 o a 0
Higgins, Kurtis = 1 1 a 0
Dismissals. Greater than or equalto o And v
Staff Roster Kirkland, Callum 1 o o 0
T Other codes Greater than of equalto ™ (1] T
Staff History Macauiay, Bryon 2 1 0 0
Murphy, Maurice Other codes - 0 1 0 0
Staff Covers .Remhaﬂ. Tannis 1 .[I a o
Reascn Q
IRobek, Marina 1 o o 0
1 Exclude excused v t
Ruse, Susi 1 0 o o
'Sidhu, Kim 1 o o 0
OK || Cancel

The result is a list of students who match the desired criteria.

*This process can be used to identify students with perfect attendance by entering in a 0 value for
absences and an operator of Less than or equal to.

@ BrrisH A Change View  Select School ~ Set Preferences  Log Off
W corumBia | MyEducationB( 0l SD61 2014-2015 School View
Pages School Student Staff | Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help

Daily Attendance Summary

Daily Office Date Range 322/2015 - 6/8/2015

Daily Roster Criteria Absent >= 3 AND Tardy = 0 AND Dismissed == 0 AND Other >= 0

Daily Batch Change Fiter...

Daily History 0 of 4 selected (7 Active Students
Daily Name voG Grade Absent  [Tardy  Dismissed Other
Summary Bodner, Rena 2020 07 b 0 0 o

Brugge, Benson 2020 o7 3 0 o o

Class Office oo

Fuller, Dasha 2020 o7 3 0 o o
Class Trends Higgins, Kurtis 2020 07 3 1 0 0

Class History
Staff Roster

Staff History

Staff Covers

19



7. Class Office Side Tab

Change View e 0 Set Preferences Log Off

RITISH : pol SD61 2014-2015

COLUMBIA 4 School View

Pages  School Student Staff ' Aftendance  Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help
Daily Office TAGaM, (zabella L1) = 0 of 409 selected 7 Date « B/872015 »
Name Pupil Grade Daily Code 1
L Adam, Izabella 357718 08 -
Daily Batch Adamek, Al 361288 08 -
Daily History Tadams, Nusla 536802 o7 | -
Adamus, Bryn 576355 06 >>
Daily Summary Addey, Celeste 585601 05 >3
A, Elan 1439418 o7 >
Albus, Fae 577961 06 -
Class Trends Acock Roger ar32m0 o .
Class History Adridge, Harlan 81172 los
Algas, Jeramiah 708951 06 >
Staff Roster ‘Ambrase, Sam 851486 08 >3
Staff History Amitage, Geraline 473313 o7
Amell, Evelyn 538211 07 >
Staff Covers Amell, Wuanita 1185343 d =
Ashra, Alina 500894 los | -
Auld, Rocei 605742 07 | >
sl Saleema 576408 05 -
Babin, Enid s09727 05 | -
Bartlett, Chrystal 403786 o7 | >
Baver, Alsxander 578904 05 >
Bazuk, Sharlein 53344 06 |

e C(Click on the three dots in the Daily Code field adjacent to the student name.
e Confirm the date
e Select the appropriate check boxes
e Select the Portion Absent
e Enter a Reason and Comment as necessary
e C(lick Save
Arrivals and departures can be recorded from the popup window as well.

Bk E ol SD61 2014-2015

CoLuMBIA | MyEducation

Change View  Select School  Set Prefere

Pages School Student Staff = Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help
Class Attendance Office Input
e < | |EMunz Kara i1 |2 0 of 409 selected &7 Date o 882015 .|
. | Name D) Sl@] ] Daily Code 1

Daily Roster
[Krkland, Callum ) tmumyeducationgov.bcca/aspen/dassOfficeDailyDetail do?date=6 e & ¢ : -

Daily Batch Lambert, Eszter . >z
Macaulay, Bryon >

Daily History Student > Name * Kirkland, Callum Q (=l
Moisey, Rusty >

Daily Summary Murphy, Maurice: Date &/@/2015 m .
Reinhar, Tannis Absent? " .
Robek, Marina Late? [Comment =

Class Trends ‘Rounds, Jaspreet .

- Dismissed?

Class History Ruse, Susi -
Shibata, Laina R = -

Staff Roster Sidhu, Kim Portion absent * 10000 -

Staff History oares, Connele Other code - >
Soderstrom, Camilla q -
i Other code B

HE g Strickland, Rajena .
Syring, Mies E=D [inss Q =
Szabo, Roline .
Pr——— Arrivals & Departures -
Warnick, Francesca Type Time Is excused? >
Wey, Paxton No matching records .
Wihitney, Tida .

g Add | | Delete

Zucko, liana M >»
Cockfield, Randal 473206 o7 (250)555-1234 12 Nuyens, Veima
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To enter Class Office attendance by homeroom create a custom Field Set that includes Homeroom
number and/or Teacher and sort the list by clicking at the top of the homeroom field.

Change View  Select School  Set Preferences  Log OFf

w(_"l‘»'l{_‘t_!\];'l:IL\ MyEducation ool SD61 2014-2015

School View

Pages School Student Staff Attendance Conduct Grades Assessment  Schedule Global Tools

Options Reports Help
Class Attendance Office Input

Daily Office < | |6:Munz Kara 11 v > 0 of 409 selected (7 Date «f |6/2015 > E
Name UsualFirst Phato Pupil & Grade HemePhane Homeroom HR Teacher & Daily Code 1

Daily Roster -

Kirkdand, Callum View 480083 o7 1 Munz, Kara

Daily Batch |Lamben, Eszter View 537573 o7 250-565-1234 11 Munz, Kara | »>

Daly History Macauay, Bryon [ view 460057 o7 250.555.1234 i Munz, Kara | >
Maisey, Rusty View 473269 o7 250-555-1234 " Munz, Kara .

Daily Summary Murphy, Maurice View 473234 o7 250.555-1234 1" Munz, Kara >
[Reinhart, Tannis View 474378 o7 250-655-1234 1 Munz, Kara >
|Robek, Marina | view 535090 o7 12505651234 n Wunz, Kara | -]

Class Trends Rounds, Jasprest View 472073 o7 250.555-1234 1" Munz, Kara

Class History :Ruse Susi View 407848 o7 250-665-1234 1 Munz, Kara . >
‘Shibata, Laina View 6BOTTS o7 250-555-1234 1" Munz, Kara >>

Staff Roster Sidhws, Kim View 43181 o7 250-555-1234 It Munz, Kara .

Staff History |soares, Connete | View 527908 o7 1 Munz, Kara | |
[Soderstrom, Camilla View 516317 o7 250.665-1234 || Munz, Kara >

Staff Covers \Strickland, Rajena View 473142 T 250-555-1234 i Munz, Kara >
.Syrmg Miles | View lars107 o7 250-565.1234 n Munz, Kara | |
Szabo, Roline View 473462 o7 250.565-1234 11 Munz, Kara
Valastn, Jamie View 2703 o7 250-665-1234 1 Munz, Kara >
.Wam\[k Francesca View 481129 o7 250-555-1234 .|| Munz, Kara | >>
Wey, Paxton view 665747 o7 250.555-1234 " Munz, Kara >>
|Whitney, Tida View 480097 o7 250-665-1234 1 Munz, Kara |
zucko, iana View 474028 o7 250.665-1234 I Munz, Kara >

Four filters available from the Class Office side tab:

1. All Records: A list of all active students in the school

2. Attendance Activity: Displays all students with any attendance activity that day

3. Truant List: Displays all students with a Class attendance record, but no Daily Attendance
record (This will only occur after using the Multi-Add Class Attendance functionality
explained below))

4. Attendance Discrepancy: Displays all students who have a Daily Attendance record, but no
Class record exists.

*Office staff must push out the Daily Attendance to Class Attendance in order for the class attendance
field to populate in the teacher attendance window.
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Set the filter to Attendance Activity and click the double arrows for every attendance record that
requires balancing (see page 7 in the Attendance Workflow section of this user guide for further details)

Date <« 6/8/2015 > B
HR Teacher a Daily Code 1
Munz, Kara A-E [lliness] ==

Multi-Add Class Attendance

This method could be helpful when recording an entire class or group away for an Authorized field trip,
which does not apply to a student’s attendance record.

Class Office Side Tab

Options>Multi-Add Attendance

Choose to enter attendance by Student ID’s, Snapshot, or YOG (Use this method for quick entry
if homeroom snapshots have been created)

For ID’s enter the ID numbers separated by a comma

Confirm the date

Select the period (1 is the only option)

Choose the code and reason

Select the Overwrite existing check box to have this record overwrite any existing attendance
records.

Click Run

.

[ trn.myeducation.gov.bc.ca/aspen/runTool.do Q

Multi-Add Class Attendance

School

Students to include Student IDs

Search value

Student IDs

Date 6/8/2015 B
Select period(s) 1 Q

Attendance code AUTH - Authorized

Attendance Reason School Authorized Q

Overwrite existing v

Colquitz Middle School SD61

880842, 1482220, 577257

Run Cancel
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8. Class Trends Side Tab

Select this side tab to view attendance records over time for selected classes.

Click on the blue hyperlink to select a class

Set Preferences  Log Off

w‘ﬂl‘{“[\ﬁ_{]\ MyEducationB( 'f, R 2015

Pages School St t Staff ' Attendance Conduct

School View

Assessment Schedule Global Tools  Admin

Grades

Options Reports Help
Class Trends
Dally Office 0 of 19 selected &7 All Records
. Description Clssrm Teacher Term Schedule Unrotated Schedule
Daily Roster
ATT--AN-DIV1 1lunz Al Attendance Munz, Kara FY 11 1)
Daily Batch ATT--AM-DIV1ZNuyen AN Attendance Nuyens, Velma FY 11) 1)
o ATT--AN-DIV13Sandy Al Attendance Sandy, Chrissy FY 11 1
Daily History - 1 | |
ATT--AM-DIV15Shock AM Atendance Schock, Giles FY 101 1)
Daily Summary ATT--AM-DIVZPlazza AM Attendance Piazza, Gayla FY 11 11
Class Office ATT-AM-DIVaEastma AM Attendance Eastman, Amn v 1 1
ATT--AN-DIV4Donohu A Attendance Donahue, Gayle Y 1 10
|Class Trend ATT--AM-DIV5Polloc AM Attendance Pallock Bianca FY 1 )
Trend:
rends ATT-.AM.DIVGEring AN Attendance Ermington, Carlo Y 1 10
| class History ATT--44-DIV7 Jordan A Attendance Jordan, Hanya Y 1) 1)

The result is a grid of the students in the class and all attendance records. The blue column indicates
today’s date.

Use the records navigation tool to advance to the next class on the list or click the Class Trends side tab
to go back to all classes.

Class Trends :: 2014-2015 - ATT--AM-DIV11Munz - AM Attendance > 4« €4 Q »  »
Bl Bl BoY B Ba
RN Feriod 1
Post Enable Atendance Buttons
Daily Roster
Attandance for: o B/8/2015 » B
o 25
Daily Batch e
Jun Touls
Dal'y Hlsmry MName 18 19 20 21 22 |23 24 25 26 27 28 |29 0 M 1 2 3 4 85 6 7 (8 |9 10 11 12 13 14 15 16 17 18 19 20 24 22 23 |24 25 26 A T D O
[ETRTLELNY |Bodner, Rena AE (L AE |AE AE 4 [1 0o o
Class Office Brugge, Benson AE A-E 2 o o o
Burbidge. Elin L A L-E [AE 2 2 0 [0
Class Trends
Fuller. Dasha A |ae 2 o 0 o
* Trends
Details Goldstone, Navi A 10 0 |0
N Higgins, Kurtis A LE AE 2 1 o0
Class History | | | 1 || | | - 1 |
Kirkland, Callum A-E 1 o 0 0
Staff Roster | [ _—pp=m" o oo o
StaffHistory |l ey A AE z o 0 o
Moisey, Rusty A 1 o o |o
Staff Covers
[Murphy, Maunce AE L A 2 1 0 0
Reinhan. Tanees o o 0 o
Robek, Marina A-E 1 o 0 0

Select a student or click on the details leaf to view the same grid for a single student in the class and use
the filter to set the grid to the entire year, the current term or month.

Pages School  Student  Staff " Attendance  Conduct Grades  Assessment Schedule Global Tools  Admin

Options Reports Help
Class Trends :: 2014-2015 - ATT--AM-DIV11Munz - AM Attendance :} Bodner, Rena ;é |14 <] Q| » | &
Daily Office Attendance for: Month
Dl Roster Attendance Summary Totals
Y 1 ‘: |: ).n |n 6§ 7 8 9 10 11 12 13 14 15 ‘1: |17 ‘u 9 0 N BB ou ‘x |n ‘n |m ‘n |m Hla T o |o |
Daily Batch e 1o | [ag|as |ae 1T ] RN s oo o
Daily History T= Tardy: D = Dismissed: A = Absent; O = Other a0 o o
Daily Summary I
Class Office
Class Trends
» Trends
» Details,




9. Class History Side Tab

Use the filter to select Recent Attendance, All Records, Current Month, Current School Year, or Current
Week.

Change View  Select School  Set Preferences  Log OFf
.“ BRITISH . S
CoLumBiA | MyEducationB( School View
Pages School Student Staff [ Attendance Conduct Grades Assessment Schedule Global 10U Admin
Options Reports Help
Class Attendance History
. 1.6/8/2015 |1
Daily Office 2015 0 of 34 selected 7 I Recent Attendance
. Name Date Code  Excused? Course Description Period Reason Timeln TimeOut
Daily Roster
Addey, Celeste &/82015 lAE M ATT-AM-DIV4Donohu |AM Attendance 1 liness
Daily Batch Ambrase, Sam 61872015 e N ATT--AM-DIV4Donohu AM Atiendance 1 Tiness
9 Brugge, Benson 1812015 AE ¥ ATT-AM-DIV11Munz AM Atiendance 1 liness
Daily History
Elder, Manigue 182015 AUTH [N ATT-AM-DIV4Donohu Al Attendance 1 School Autharized
Daily Summary Espinosa, Steve 812015 AUTH N ATT-AM-DIVADonohu AM Attendance 1 School Authorized
Class Office Homenuke, Mahinder 81812015 AUTH [N ATT--AM-DIV4Donohu AM Atiendance 1 School Authorized
Kirkiand, Callum 8182015 AE ¥ ATT-AM-DIV11Munz Al Attendance 1 liness
Class Trends Murphy, Maurice w2016 A N ATT-AW.DN11Munz IAM Atendance !
Class History Robek, Marina 182015 AE ¥ ATT--AM-DIV11Munz AM Atiendance 1 liness
Details Bodner, Rena 81412015 AE ¥ ATT-AM-DIV11Munz AM Attendance 1 liness
Higgins, Kurtis 61412016 AE ¥ ATT-AM-DIV1 1hunz AM Attendance 1 Parent Excused
Staff Roster -
Wacaulay, Bryon 8142015 AE ¥ ATT--AM-DIV11Munz AM Atiendance 1 Vacation
Staff History Murphy, Maurice 81412015 L N ATT-AM-DIV11Munz AM Attendance 1 921 Al
Ruse, Susi 81412016 A N ATT-AM-DIV1 1Munz Al Attendance 1
Staff Covers
Sidhu, Kim B/412015 A N ATT--AM-DIV11Munz |AM Attendance 1
Bodner, Rena 832015 AE ¥ ATT-AM-DIV11Munz AM Attendance 1 liness

Select the Class History side tab to run the following reports:

e C(Class Attendance Post History: View history of posted attendance for teachers

e (Class Attendance Post Verification: View a list of which teachers have, or have not posted class
attendance that day.

Sorting by student name or creating a Group quick report from the Class Attendance side tab will
allow the user to identify students with multiple excused or unexcused absences over time.
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10. Staff Roster Side Tab

TOC’s in the district will be invited to complete the online training to receive credentials for
MyEducation BC.

Attendance Top Tab>Staff Roster Side Tab

e Click on the TOC button next to the name of the teacher who is away.

“ BRITISH Change View Select School Set Preferences Log Off
1S

2014-2015

coLumBia | MyEducation B e 4 School View

Pages School Student Staff [WAHERdance Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help Y EE &
Staff Roster
-~ Save
Daily Office e
: “ Alack Pascal O 20 records Attendance for: < 213/2015 > B
Daily Roster — =
Local identifier Name Department Attendance Code
| Daily Batch | s Alack, Paszal Present ToC L
Daily History | GEEd Axibal, Rosalyn Present Toc || [P
% 32849 Bartlett. Clalre Present TOG | P
Daily Summary
632859 Hess, Caline Present 1oc | §
Class Office  [FR52718 Hyson, Cassia Prasent 10C | i
Class Trends |l Jain, Inga Present TOC | P
632855 Kanz, Endre Present TG | P
Class History | resvem Kendall, Maddie Presnt we ||
I |Staff Roster [632778 Niandau, Hellen Present ¢ |
= 632752 Pauze, zabels Present Toc || [P
Staff History | =
632841 Penn, Ellen Present Toc | F
Staff Covers | 1eyeen Quint, Cami Prasent 1oc | i

e Confirm the name of the absent teacher
e Confirm the date or enter in the multiple date range
e Choose the replacement TOC from the pick list
o Select the Gradebook Access? check box to give the TOC access to the absent teacher’s
gradebook. (For example, in the case of a long term TOC)
[ tm.myeducation.gov.bcca/aspen/staffPopup.do?code=TOC&codeQid=RASOD000D07PFv&comment=&accr
‘ Name Bartlett, Claire
Date 2/19/2015 B Mutiple Dates >>
Code TOC
Coverage
Daily Replacement Q |
Gradebook Access?
Period Replacement? |

OK Cancel
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Note: The Selection based on drop down menu allows the user to choose from available staff within the
current school as well as from the teacher on call list.

e Click OK
e C(Click Save

Staff Pick List - Google Chrome
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11. Attendance Reporting
Several Key Reports are available from the Daily Office or Daily History side tabs:

Attendance Letter

James Bay Community
140 Oswego St
Victoria, BC V8V 281
(250)384-7184
Excessive Absence Notice
Date: February 20, 2015

To the Parent/Guardian of:
Aldrich, Jillian

2055 Marathon St
Victoria, BC A1A 1A1

According to our records Jillian has accrued more than 7.0 unexcused absences this school year.
This many unexcused absences is a source of concern to us.

Attendance is an important factor i a student's progress in school. For Jillian to have so many
unexcused absences at this point in the school year has to have a negative effect on your
student's progress.

Please contact me about this matter as soon as possible.

Sincerely,

The Absence Letter report identifies students with five or more absences and prepares letters to
send to parents. This report is not customizable by number of absences etc.; it is hard-coded into
the system. Parameters that can be changed include date range and whether to exclude excused
absences or students that have had previous absence letters sent home.

Attendance Bulletin

Greater Victoria James Bay Community
Attendance Bulletin
Page 1 February 19, 2015 February 20, 2015
Student Name YOG Hrm Code Time
Addison, Hana 2027 08 A-E
Adema, Nirmal 2025 05 L-E 11:47 AM
Aleck, Dominique 2026 06 L-E 9:02 AM
Angrove, Hannele 2024 03 L-E 12:00 PM
Atto, Cyndy 2027 08 A
Axibal, Sabine 2024 03 A
Ayriss, Inga 2023 01 A-E
Fernandez, Elan 2023 01 A-E
Jepp, Lois 2022 01 L-E 9:05 AM
Kobe, Tymen 2024 03 A
Montgomery, Hartaj 2023 01 A
Ralph, Danielle 2024 03 A
Summary
Absent Tardy Dismissed

Excused |3 4 0

Unexcused |5 0 0

Total 8 4 0

The Attendance Bulletin report lists all students recorded as absent that day. You may wish to run
the Daily Attendance Post Verification report first to ensure that all teachers/office staff have posted
their attendance, however the report can be run multiple times as your daily attendance comes in.
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The report will display names of students along with their Year of Graduation, Homeroom,
Attendance codes applied and time (if applicable). There is a summary at the bottom that will list all
Absences, Lates and Dismissals, both Excused and Unexcused.

Attendance Call Sheet

Greater Victoria James Bay Community
Attendance Call Sheet

Page 1 February 19, 2015 February 20, 2015

Student Name YOG |Hrm G |Parent/Guardian Phone number Code

Addison, Hana 2027 |08 F |Nero, Phoenix (250)555-1234 A-E

Adema, Nirmal 2025 (05 M |Esau, Ash (250)555-1234 L-E

Aleck, Dominique 2026 |06 F L-E

Angrove, Hannele 2024 |03 F | Olafson, Stacy (250)555-1234 L-E

Atto, Cyndy 2027 (08 F |Eskandar, Kaden (250)555-1234 A

Axibal, Sabine 2024 |03 F |Ngo, Presley 250-555-1234 A

Ayriss, Inga 2023 |01 F |Nuttall, Cass (250)555-1234 A-E

Fernandez, Elan 2023 |o01 M |St.John, Garnet (250)555-1234 AE

Jepp, Lois 2022 |01 F |Slack, Rylee (250)555-1234 L-E

Kobe, Tymen 2024 (03 M |Urquhart, Jean (250)555-1234 A

Montgomery, Hartaj 2023 |01 M |Hynes, Carson (250)555-1234 A

Ralph, Danielle 2024 (03 F |Mar, Cameron A

The Attendance Call Sheet displays a list of all students with attendance records for a given day,
along with their highest priority contact and their phone number.

Attendance Classroom and Homeroom Input Sheets

The Attendance Classroom Input and Attendance Homeroom Input are two types of class roster lists
that you can give a teacher who will be taking attendance manually for their class, and handing
them into the office to be entered into the system.

Consecutive Absence List

Greater Victoria James Bay Community

Consecutive Absence List
Page 1 February 20, 2015

Attendance Period: 8/1/2014 - 2/20/2015

Student Name YOG Hrm Consec |Start End
Aldrich, Jillian 2024 03 6 1/30/2015 2/6/2015

This report will display all students with a predetermined number of consecutive absences in a
designated date range.
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Daily Attendance Post Verification

Greater Victoria James Bay Community
Daily Attendance Post Verification for 2/19/2015
Page 1 February 20, 2015
Name Time
Bartlett, Claire (Posted by Aleck, Pascal) Did Not Post
Hess, Celine Did Not Post
Jain, Inga Did Not Post
Kant, Endre Did Not Post
Reddin, Izabela Did Not Post
Walden, Aurora Did Not Post
Wardale, Veronique Did Not Post
Watch, Buffy Did Not Post

The Daily Attendance Post Verification report will let the office know which teachers have posted
their Daily Attendance, and which teachers still need to post. This report can be run several times
during the day, after the teachers have been reminded to post, to confirm that they have indeed
sent in their Daily Attendance.

Daily Attendance Totals

Greater Victoria James Bay Community
Daily Attendance Totals
Page 1 February 20, 2015
2/1/12015 - 2/20/2015
Code [ o d | Total

YOG 2022
A 2 1 3
T 1 0 1
3 1 Rl

YOG 2023
A | 2] [ 3
Subtotals | 2] 1] 3

YOG 2024
A 3 1 14
T 2 2 4
Subtotals 5 13 18

YOG 2025
T | 1] of 1
| 1] of 1

YOG 2026
T [ 1] of 1
Subtotals [ 1 l 0 [ 1

YOG 2027
A 1 1 2
Subtotals 1 1 2
Tolals 13 16 29
Total number of attendance records: 29

Run this report to view, by year of graduation, attendance totals for your school for the date range
you specify.

Monthly Register

Monthly attendance records separated by grade.
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Principal’s Attendance Report

Greater Victoria James Bay Community

Principal's Attendance Report
Page 1 February 20, 2015

Attendance Period: 2/1/2015 - 2/20/2015

Aftendance Totals

Name YOG |Hm EnrStatus D Phone [Tdy [Dsm
Addison, Hana 2027 |08 Active (1469766 (250)555-1234 [1.0 |0 ]
Aldrich, Jillian 2024 |03 Active 11335264 250-555-1234 .0 |0 0
[Atto, Cyndy 2027 |08 Active 176907 (250)555-1234 |10 |0 |0
Axibal, Sabine 2024 |03 Active 804135 250-555-1234 |1.0 |0 0
Ayriss, Inga 2023 |01 Active 1181779 (250)555-1234 1.0 |0 0
Fernandez, Elan 2023 |01 Active 11134785 (250)555-1234 1.0 |0 0
Ferraro, Carrie 2022 |01 Active 761650 13.0 |0 0
[Kobe, Tymen 2024 |03 Active 11210000 (250)555-1234 |20 |1 0
Montgomery, Hartaj 2023 |01 Active 11002269 (250)555-1234 1.0 |0 0
Quan, Celeste 2024 |03 Active 11209866 (250)555-1234 |20 |0 0
Ralph, Danielle 2024 |03 Active 11211636 1.0 |0 0
Ruckle, Marty 2024 |03 Active 1218278 (250)555-1234 1.0 |0 ]

Total students: 12

Customize an attendance report based on selected date range, number of absences, number of
lates, sorted by Name or Homeroom.

Individual Student Attendance Reports
To run an attendance report for attaching to report cards:

Student Top Tab>Select the student or group of students>Reports Drop Down Menu>Attendance
History> select the date range>Select the students to include (Current Selection)>Click Run

Greater Victoria Colquitz Middle School SD61
Attendance History
Page 1 June 8, 2015
Name: Brugge, Benson
ID: 480073 House:
Grade: o7 Homeroom: 11
Date Code Exc |Time Reason Comment
05/28/2015 A N
05/29/2015 A-E ¥ liness
06/05/2015 AE Y liness
06/08/2015 A-E ¥ liness
Summary
Absent Tardy Dismissed
Excused 3 0 0
Unexcused |1 0 0
Total 4 0 0
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