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Secondary Attendance Introduction

Attendance in MyEducation BC is set up to record arrivals, departures and absences of students.
MyEducation BC is set up to record one attendance record per student per day or per class. If there are
multiple attendance instances for a student in a single attendance period, they will all be added to the
same record. There are two parts to an attendance record:

1. The actual record — this stores the date, the code and whether the late, dismissed, or excused
checkboxes were selected.
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2. The arrival and departure times — these are for informational purposes only. They do not affect
membership statistics. You can enter attendance in the District or School view, or teachers can enter
student attendance during a homeroom or classroom period within the Staff view. There are two main
ways of taking Attendance in MyEducation BC:

e Daily Attendance
o Class Attendance

Schools may choose to take either form of attendance, or both depending on their requirements. Daily
Attendance takers have the option of recording attendance once per day, or twice per day, depending
on their school’s preferences. Most attendance is “Negative Attendance”: Students are assumed present
unless marked as otherwise by a teacher or office person.

Attendance Top Tab
Taking Attendance: Office
a. Attendance Top Tab>Daily Office Side Tab

The Daily Office side tab allows you to enter attendance for students as they enter or are
dismissed from school during the day. You can also use the Daily Office side tab to enter
attendance for multiple students by section, selection, or homeroom. From the Attendance top
tab, click the Daily Office side tab. This will be the default view your office staff will have when
they click the Attendance top tab. Here, you will be able to see all Daily Attendance records
already taken for your school, and take new Attendance records or update existing records for
today and all past and future dates.

To Enter an Absence:

1. Fill in the student’s name, last name first, or Pupil # in the appropriate field at the top. Ensure
that the Code is set to A for Absent.

a. If you do not put in the full name, the system will select the student that matches as much of
the name as you put in. If there are multiple students who could match, it will show them all. If
no student matches, it will bring up a list of all students and select the one closest to what you
entered.

b. If you leave the box blank and click the Add button, it will pop up a list of all active students in
your school.

2. If you wish to put in a Reason for the absence, click the Show popup checkbox, and click the
Add button.

a. If you did not check the Show popup box, your student will appear in the list of students on
this page with an A in the Attendance code column.
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b. If you did check the box, a popup will appear where you can fill in additional information

about the Absence. Be sure to

confirm the date!
[
Pages School Student Staff | Attendance = Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help

Daily Attendance Office Input

Details

/ /
Daily Roster / 0 of 6 selected 7 / Iom « 211912015

|Daily Office Code A v Show Popup ¥

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
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

Click Add or
from the drop Selleict Sl

down menu

Popup Multi-Add

tm.myeducation.gov.bc.ca/asp

< || 1:Addison, Hana M N ::;rds 0
LegalLast fLegllFint LegalMiddie Pupil # YOG

o Addison jHanc ‘ 1469766 :2027
‘Adema Nirmal 701033 2025
lainsley |sanjay ‘ 1392300 2023
Aldrich Jillian 11338264 2024

. lAleck Dominique 1475418 2026 |
Angrove  Hannele 700202 2024
Atto lcynay ‘ 1176907 2027
Audet Jose | 1467286 2027

-~ |Axibal Sabine sally 904135 2024
ayriss 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.
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Click the Multi-Add button to get the Attendance Record details popup. Here you can determine
how to select the grouping of students you wish to assign the Attendance record to; you have 5
options:

1. Section. You can assign the Attendance code(s) to the roster of a single Section in your
school’s schedule. (Remember this is for assigning a daily attendance record, which could include
a portion of a day, but is not restricted to one class. In other words you cannot mark the selected
section awaly for a single class from here)

2. Homeroom. You can assign the Attendance code(s) to all the students who are assigned to a
Homeroom.

3. Query. If you have saved a Query, for instance querying any student who has a Grade Level of
“12”, you can use this list of students to assign the Attendance code(s).

4. Snapshot. Similar to the Query, if you have saved a Snapshot of a group of students, you can
select it here for assigning the Attendance code(s).

5. Selection. Clicking this will bring up a popup menu with a list of all Active students at your
school. You can check the boxes beside each student’s name that you wish to include.

On the right side of the popup is what to do when the system encounters duplicate records. For
example, you are assigning a Field Trip to a Section of students; however one of them has
already called in Sick for the day. You will set the Duplicate Records choice to Skip in this
instance, so that it will not overwrite the existing Absent record for your ill student.

If you had already assigned a Field Trip for tomorrow, and the parent of a group of students
then calls in to report that they will not attend school as they have to go to a funeral, you can
choose Replace. This will change the existing “Field Trip” absence to be “lliness” for all students
in the group you have chosen who were supposed to go on the Field Trip but are sick and cannot
attend.

Students Duplicate Records

- Select skip to allow an
Section e Skip . o
Homeroom Replace IndIVIdua| absence tO
Query override this group record.

Snapshot

Selection

Selected students: 0

If you wish to assign these codes to all the students selected over multiple dates, click the blue,
hyperlinked Multiple Dates >> link to be able to enter the Start and End dates the students will
be Absent (or Late, AUTH, etc.)
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You may then fill in any additional information about the Students over this period, such as
whether it is an Excused absence and what Reason is given.

Confirm the

student name.

R R B e T SE Confi | he d
e - . : . onfirm or select the date
c\vg\emado?aate:2/19/2015&smdemoW/

i lrn,myeducation,gov.bc.ca/’aspe’v/da\lyom
N\
:I Name Addison, Hana 1469766
Date 2/19/2015 Multiple Dates >> . q
2 B [ \I Select Multiple Dates for entries

=
Portion [1.0000 .

: spanning a date range.
Absent? 54
Late? u
Dismissed? (@]
Excused? (7]
Other codes I v
Reason liness &

Parent called.
Comment

4

save | Cancel

When you click the Add button, and get the Attendance Record details popup, click the blue,
hyperlinked Multiple Dates >> link to be able to enter the Start and End dates the student will
be Absent (or Late, AUTH, etc.) You may then fill in any additional information about the
Student over this period, such as whether it is an Excused absence and what Reason is given.

‘ = |B] 22

& https://sdtmyeducation.gov.bcca/aspen/dailyOfficeSingleAdd.do?date=6/3/2015&studentOid=stdX2 @ FO ramu Itl p | e date a bsence, in pUt the
Name Adds,Nicoy 1002830 start, and end date.
Start date g << Single Date
End date leieos R

‘ Portion

Absent? 4
Late? g
Dismissed? 5]
Excused? 5]
Other codes E E
Q

Family holiday to Disneyland.

Comment

Cancel

e Select Portion of the day (see details below)

e 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)
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e Enter Comment as required
e C(Click Save

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

experie

1.

nce, athletic, arts, careers and trades events), please ensure the following:

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.

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.

Portion

Select Absent?

Select Excused?

Select Auth from the Other Codes drop down window

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

(=8 2

), Add Attendance - Google Chrome
TRy

| trn.myeducation.gov.bc.ca/aspen/dailyOfficeSingleAdd.do?date=
Name Adamek, Dylene 1572245
Date 03/02/2016 Multiple Dates =>
Portion 1.0000 ¥
Absent? Ud
Late?
Dismissed?
Excused? v
Other codes AUTH ¥ v
Reason School Authorized Q
Comment
7
Save || Cancel

Figure 1 Entering a school authorized absence
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To Enter a Late:

1. Fillin the student’s name, last name first, or Pupil # in the appropriate field at the top. Ensure
that the Code is set to L for Late.

Name/ID Code L M Show Popup ¢ Add Multi-Add...

a. If you do not put in the full name, the system will select the student that matches as much of the
name as you put in. If there are multiple students who could match, it will show them all. If no student
matches, it will bring up a list of all students and select the one closest to what you entered.

b. If you leave the box blank and click the Add button, it will pop up a list of all active students in your
school.

2. If you wish to put in a Reason for the late, or modify the Arrival time, click the Show popup checkbox,
and click the Add button.

a. If you did not check the Show popup box, your student will appear in the list of students on this page
with an L in the Attendance code column.

b. If you did check the box, a popup will appear where you can fill in additional information about the
Late.

w =[a =]

trn.myeducationgovbeca

Name Aleck, Dominique 1475418

Date 2/19/2015 [::::] Multiple Dates >>
Portion 00000 -

Absent?

Late? @

Dismissed?

Time In 9.02 AM

Excused? v

Other codes

Reason Parent Excused Q

Comment

q - =

c. When the popup appears, you can modify the Time In field to represent when the student has arrived.
By default, the system will use the Current Time when you first clicked the button.

3. If you need to modify the Late after you have entered it —i.e., you need to enter in a Reason, or
change the Arrival time, click on the blue hyperlink and edit the record as required.

Entering Dismissals from the Daily Office Side Tab
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Dismissals are used when a student leaves the class before the time when all students are leaving. They
may be used when a student leaves in the middle of the session to go to an appointment, leaves school
early due to illness, or can be used when a student has to go to the office for a set length of time.

Dismissals will automatically populate the Departure time with the Current Time when you first clicked
the button. You can modify this time when it is first entered, or change it after the fact. If the student
returns to the school, you can then add an Arrival time for their return.

To Enter a Dismissal:

1. Fill in the student’s name, last name first, or Pupil # in the appropriate field at the top. Ensure that the
Code is set to D for Dismissed.

a. If you do not put in the full name, the system will select the student that matches as much of the
name as you put in. If there are multiple students who could match, it will show them all. If no student
matches, it will bring up a list of all students and select the one closest to what you entered.

b. If you leave the box blank and click the Add button, it will pop up a list of all active students in your
school.

2. If you wish to put in a Reason for the Dismissal, or modify the Departure time, click the Show popup
checkbox, and click the Add button.

a. If you did not check the Show popup box, your student will appear in the list of students on this page
with a D in the Attendance code column.

b. If you did check the box, a popup will appear where you can fill in additional information about the
dismissal.

¢. When the popup appears, you can modify the Time In field to represent when the student has arrived.
By default, the system will use the Current Time when you first clicked the button.

3. If you need to modify the Dismissal after you have entered it —i.e., you need to add a return time, or
change the Departure time, click on the blue hyperlink and edit the record as required.

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

8
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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

o Click Add

e

BRITISH

cowumsia | MyEducationB(

|y
Pages School Student Attendance

Reports

Staff
Options. Help

Daily Attendance Office Input

ty 2014-2015

Conduct

Grades

Assessment

Schedule Global

Tools

Change View

Select School

Set Preferences  Log Off

School View

Admin

—
Daily Office Name/ID  |axibal Code (A Show Popup ¥ Add | | Muli-Add
Details
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
e Click Save
| Add Atfen =l
trnmyeducation.gov.bcca/aspenydailyOfficeSingleAdd.do?date=2/27/2015&studentOid =s1dX2000904135& @
Name Axibal, Sabine 904135
Date 212712015
Portion 0.5000
oy
Dismissed?
— ' ;
Reason Parent Excused Q
Arriving at lunch.
Save || Cancel

The absence is now visible from the Daily Office side tab.
To add a Departure or Arrival time, click the student name (blue hyperlink).

Pages School Student Staff | Attendance  Conduct Grades Assess~—..nt Schedule Global Tools Admin
Options Reports Help
paily Attendance Office Input
Daily Offi Name/) Cod Show Popup ¥ Ad Multi-
i anll.ymu ice M ode A ow Popup d | | Mutt-Add
Daily Roster / 1 of 1 selected &7 Date « 22772015 > B
Dal'y Batch Student e .Swdanl>P|lpII' ‘Smdlnl>H°ﬂ|iPhon. Student > QuickStatus Student > Grade »Cbﬂn Excused? »Ruion »'ﬂmt ‘Oulcl Change
' Auoal, Sabine 904135 1250.556.1234 A s A ¥ Parent Excused Al L | o] 3

Daily History

e C(Click the Add button under the Arrivals & Departures window

e From the pop up window select Arrival or Departure

e Enter the time

o Select Is excused? if applicable

e Click OK
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Pages School Student

Options Reports

Sae | Cancel

staff [VAHENdance  Conduct Grades Assessment

Help
Daily Attendance Office Input :: 2/27/2015 - Axibal, Sabine

Schedule

Global

Tools Admin

Daily Office
> Detais
Student > Name © [xbal, Sabne Q Ariving at lunch.
Daily Roster [ PYS 2272016 =
Daily Batch Ao z [ A - Go =y
trmysducation gov be s a1 Deta
Daily History |53
Daily Summary | smaid T Al
Excured? v
Class Office Time® zwm
Portion absent ~ 05000 = @
Class Trends sl
Other code
Class History | [PSRSSI ox | Cancer
Staff Roster  [ETREA [Parent Excuses Q
Staff Histo
2 Arrivals & Departures
Staff Covers Type Time 15 excused?
No matching records
#dd | | Dol
Save | Cancel
P 00 d a Ct ond d d oD 00 d
Optio Repo elp
Daily Attendance Input :: 2/27/2015 - Axibal, Sabine
N Save
Daily Office p—
* Details
Student > Nami Auibal, Sabine Q Arriving at lunch.
Sk Date 22712015 2]
Daily B Absent? v
Da o Late? Comment
D3 Dismissed?
Excused? v
O
Portion absent - 05000
d
Other code v
0 Other code 2 v
Roste Reason Parent Excused Q

Arrivals & Departures

Type
Wrival

Time Is excused?
1200 PM v

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

the studentis a

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 | Show Popup | Add | [ Multi-Add...

Details

Daily Roster 0 of 1 selected 7 Date <« 2/27/2015 -]
Daily Batch Date Student > Name {Smdenn Pupil#  Student > HomePhone Student > QuickStatus Student> Grade Code PcntAbs Excused? Time Reason Time 'Quick Change

aily Batc — r ; !

() [212712015  Axibal, Sabine 904135 250-555-1234 A 03 AE (05 \4 1200PM [Parent Excused [n:1200PM | | A || L o | P

Nailv History

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

10
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Change View  Select School  Set Preferences  Log Off

“(?)'flll\li\lﬁ\ MyEducationB( unity 2014-2015

School View
Pages School Student Staff | Attendance @ Conduct Grades Assessment Schedule Global Tools  Admin
Options Reports Help Y E & h = (7]

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
Nails Ratrh . Student > Name Student> Pupil # Student> HomePhone Student > QuickStatus Student > Grade Code Excused? [Reason Time Quick Change
Addison, Hana (1469766 (250)585-1234 a e AE Y liness EEEEEE K
‘ et Al Adema, Nirmal 701033 (250)555-1234 A 02 L-E |Y liness In:11:47AM | | A L i‘ D i LP
dDain Summary Angrove, Hannele (700202 (250)555-1234 a 03 LE |¥Y |Parent Excused In: 12.00PM | | A Lt o | [r "
Atto, Cyndy 1176907 (250)555-1234 A KF A N [ a L Lo | [r
Class Office T T T
Axibal, Sablne /904135 250-555-1234 A 03 AN [ A L e | [e]
Class Trends Kobe, Tymen 1210000 (250)555-1234 A 03 A N \ [ A L]lo | [k
Class History Ralph, Danielle 1211636 A 03 A N \ | A L [o]| [

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-DIV41Munz - AV endance « |/ afa|» »
Class Period 1
» Input [ Post |
i:::fcm" 25 records Attendance for: « 622015 » B
Pupil # Hame Daily Antendance Class Attendance Code
529489 Bodner, Rena Present Present [La i) P
480073 Brugge, Benson Present Present Ca]f] 3
491250 Burbidge, Elin |Present Present Cal]fa] P
[' 52663 Fuller, Dasha [AE [iness] Present Ta k) P
T[aa1a02 Gowsione, N Tresent Present CA L] P
471904 Higgins, Kurtis Present Present La o] P
480083 Kirkland, Callum AE [iness] Present Calie) 3
537573 Lambert, Eszter [Presert IPresent Ea ]l P
480957 Macaulay, Bryon |Present Fresent Lalic]) P

Viewing, Adding, and Editing Individual Student Attendance Records
e Student Top Tab
e Select a student record
e Select the Attendance Side Tab
e Select the Daily Attendance sub side tab or the Class Attendance sub side tab
e Use the filter to select Current Year or All Records
e Astudent absence can be added, deleted or edited at this location within a student
record.
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.

11
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Pages School Student| Staff Attendance Conduct Grades Assessment Schedule Global Tools Admin

Options Reports Help

A = = ~ o
Student List :: 03 - Axibal, Sabine | ¥ @i €) & =2a4A < <« Q »  »
Detaills 00of 7 selected &7 | Current Year |
Ab . 1
Contacts 7040 i
Date Code Time Absent? Late? Dismissed? Reason Excused? PcntAbs Other
Daily 21192015 A Y N 10
Attendance
S 112612015 A Y N N N 10
112312015 AE Y N N Team Activity Y 10
Daily Trends
Y 1113/2015 AE Y N N liness Y 1.0
glt‘::: ST 1/8/2015 AE Y N N liness Y 10
12/4/2014 A Y N N N 10
Class Trends 111412014 A Y N N N 10

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

2a

recorded:

Taking Attendance from the office by Division

Note: The daily roster side tab will only show homeroom rosters for secondary schools.
To do attendance for a specific course section the school view user will either have to
switch to staff view, select the teacher, choose the course section and input attendance
as that teacher or perform a query for a specific course section from the Class Office
side tab and enter the absence for the students in the correct period.

**See Appendix B for details on these two procedures.

Attendance Top Tab>Daily Roster Side Tab

e Select a Homeroom or Course Number by clicking on the blue hyperlink

A ZEmst, | MyEducadionB hool SDB1 20142015

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

School View

YE@EIL & =

Daily Office Day 1 Period 1 Classes «@/52015 (]
Daily Roste 0of 12 selected &7 All Records
Daily Baich |ATT-AM-DIVOMatthe JAM Attendance Matthews, Kaarina
|ATT-AM-DIVZPlszza AM Attandance Piazza. Gayla
Daily History [ATT-AM OV IEstma a4 Attendance Eastman. Amn
Daily Summary |ATT-AM DNVADonohu Al Attendance Donohue, Gayle
e |ATT-AM-DVEPolloc Al Attendance Pollock. Bianca
|ATT-AM.OV12Nuyen Al Attendance Nuyens, Velma
Class Trends |ATT—AM-DIVEEring Al Attendance Erington, Caslo
Class History IATT-AM-OV7Jordan Al Attondance Uordan, Hanya
|ATT-AM-DIV1 1Munz AM Attzndance Munz, Kars
Staff Roster |ATT-AM-DIV13Sandy Al Attendancs Sandy. Chrissy
Stafl History [ATT-AM DN 158hock A Attendance Schack, Giles
\ATT-AM-DIVE9WWait JAM Attendance Wat, Maunce
Staff Covers

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

12
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*The “P” button will only be available after an attendance record has previously been posted.

-W-, BEmSH, My

Pages = School Student  Staff [“Aftendance | Conduct Grades Assessment Schedule Global Tools  Admin

ool SD61 2014-2015

ucation!

Options Reports Help
Classes :: ATT--AM-DIV11Munz - DIV11Munz - AM Attendance
» Save
Daily Office
Daily Roster 25 recards - o 652015
* Students
[Pupi & Hame Year of graduation Attendance Code
Daily Batch  JE¥CH Bodner. Rena 2020 Present
Daily History | el Brugge Benson 2020 Present A
laa1350 Burbidge, Elin 2020 Present A L Lo P
Daily Summary
l4az663 Fuller, Dasha 2020 Present A L Lo P
Class Office | oy Galdstane, Navwi 2020 Presert a Lt Lo ®
Class Trends | R Higgins, Kurtis 2020 Present ) L[ o P
lsa00sa ¥akiand, Callum 2020 Present A v Lo P
Class History
[sa7573 Lambert, Eszter 2020 Present A L e P
Staff Roster laaoast Macaulay, Bryon 2020 Present A L ! L
Staff History i Maisey, Rusty 2020 Present A Lo [
la73234 Murphy, Maurice 2020 Present A L Lo P
Staff Covers
l474378 Reinhar, Tannis 2020 Present A L Lo P
lsasag0 Robek, Marina 2020 Present ) L Lo 3
l472073 Rounds, Jaspreet 2020 Present a L [e P
g [sa7a46 Ruse, Susi 2020 Present A L P
Jeasrrs Shibata, Laina 2020 Present A L e P
la73181 Sidnu, Kim 2020 Present A L [o [

e Make the appropriate selections from the popup window

 tmmyeducationgovbeca I

Name Ayriss, inga
Absent? v Porton  1.0000 *
Late?

Dismissed?

Excused? v

Other codes . .
Reason Parent Excused Q
Comment Enter a Comment as
OK Cance

Click OK

Log OFf

CoLumela | MyEduca ol SD61 2014-2015 Soi View

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

1Munz - DIV11Munz - AM Attendance I« <« Qf » »

Daily Roster 25 records Attendance for: 4 B52015 »
* Students

|Pupil & Name Year of graduation Attendance Code

Daily Batch 528488 Boaner Rena 2020 Fresent

Daily History | ieaia Brugge, Bensan 2020 A" finess]

’ |aa13se Burbidge. Elin 2020 Present

Daily Summary
|saz6a3 Fulles, Dasha 2020 Fresent

Class Office  [FePY Galdsione, Naw 2020 Fresent

Class Trends | ksl Higgins, Kurlis 2020 Present

1 [480083 Kirkland, Caburm 2020 Present
Class History
[537573 Lambent, Eszter 2020 Present

Staff Roster |lsanos7 Macauiay, Bryon 2020 LE* (9:00 AM)
Staff History | ki Maisey, Rusty 2020 Present

l473234 Murphy, Mawice 2020 Present
Staff Covers

Click Save

474378 Reinhart, Tannis 2020 Present
|sa5ea0 Rabek, Marina 2020 A-E* [Parent Excused]
472073 Rounds, Jaspreet 2020 Present

|aa7e4s Ruse, Susi 2020 Present

SR S S e e B B EHEMEIEIEI Y [ES
o|e(fe(f=(l=|l=/l=ll=||=|/l=|l=|{=|fe ==

13
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Use the Records Navigation tool to
move forward and back through

Click the blue edit hyperlink to edit the record
the list of classes

e BRITISH MyEducationB( ool SD61 2014-2015

COLUM

School View

Pages School Student Staff Allondanna- Conduct Grades Assessment Schedule Global Tools Admin
Options Reports Help
Classes :: ATT--AM-DIV11Munz - DIV11Munz - AM Attehda

Save
Daily Roster 25 records Attendance for: « G/S2015 » H
» Students

Pupil # Name Year of graduation iance Code

Daily Batch 20488 Bodner, Rena 2020 Presen Al o

Daily History | nasad Brugge, Benson 2020 AE [liness] [edi] A o e
. 401360 Burbidge, Ein 2020 Fresent
Daily Summary
462663 Fuler, Dasha 2020 Presert
Class Office | F9¥"Y (Goldstone, Nan 2020 Present
Class Trends | o) Higgins, Kurts P Presert

480063 Kirkiand, Gallum 2020 Present

B ESIEIEEINES
|

Class History

sarara Lambert Ester 2020 Present
Staff Roster | %% Macautay, Bryon 2020 LE(9.00 AM) [edi] A L o P
Staff History | G Woisey, Rusty 2020 Presert allt e
473234 Murphy, Maurice 2020 Fresen a Lt Lo
Staff Covers
474378 Renhan, Tanris 2020 Presem A Lo be
535600 Robek, Marina 2020 AE [Parent Excused) [ed) A L D P

472073 Rounds, Jaspreet 2020 Present A L o

487845 Ruse, Susi 2020 Present A L [}

669775 ‘Shibata, Laina 2020 Fresert A L o

4. Daily Batch Side Tab

The Daily Batch side tab is useful to quickly enter in students that may have similar Attendance codes
and reasons (if applicable). For example, first thing in the day when you are listening to your office voice
mail, you may want to quickly input all the students whose parents are calling in sick for them. Or later
during the day, you can set the value to Late if there is a lineup of students who are late.

For example, to record a series of students who are all excused with an illness.

The Daily Batch is a two-step process: You add all the information for the students, which you can
modify if you wish, but the records are not set until you click the Post button. Another difference with
the Daily Batch side tab is that there is no pop-up when you enter in the information. If you enter in a
Late or Dismissal, the time will be set as the Current Time when you clicked the button, and you will
have to adjust it after, before you Post the information.

Once you click the Post button, you will get a popup window asking whether you want to Skip or
Replace Duplicate Records. Skip is used if you do not wish it to overwrite the existing Attendance record
for your student that may already have an existing one. Replace will be used if you want this Attendance
record to overwrite any previously entered Attendance record for the student.

You can also decide what will happen after attendance is posted: do you Clear the list, Clear only the list
of what has been posted, or leave the list as-is.

e Confirm the date

Fill in the student’s name, last name first, or Pupil # in the Name/ID field at the top. Check that the
appropriate box is checked whether you want to do Absences, Lates or Dismissals. If these are to be
excused, you can check the box and fill in a reason that will apply to all that you add here. When you are
ready, click the Add button to add the students to the list.
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Before Posting the attendance you have added in the Daily Batch side tab, you have the ability to edit
the attendance information for each student that you have added to the batch list. To access the details
on a student’s attendance record for that day, click the blue, hyperlinked name of the student to bring
up the Attendance Details screen. Here, you can uncheck a box, add in a reason, change the Portion
absent, adjust the time in or out, or add a comment, etc. Remember that if you are removing an
Absence while adding another code, you will want to adjust the Portion Absent pull-down as the student
will no longer be absent.

Change View  Select School  Set Preferences  Log Off
School View

‘c'?-ﬂ.!.\'?ih'.\ MyEducation B hool SD61 2014-2015

e
Pages  School Student Staff |[“Attendance  Conduct Grades Assessment Schedule Global Tools  Admin
Options Reports Help
Daily Attendance Batch Input

Daily Office Hame/ID babin
Daily Roster Date BI5/2015
Daily Batch Is absent? ¥ 10000 v Is excused? ’
Details
Is late? Other codes.
Daily History Is dismissed? Reason liness
Daily Summary
Add | | Post Clear
Class Office
e T 1 of 1 selected &7 All Records
Class Hist Student > Name Student > Pupil # Student > QuickStatus Student > Grade Date Code Reason Timeln TimeOut
ss Hisf | | |
SO | epee— 865742 fa) o7 6162015 AE Mness

Staff Roster

Staff History

Staff Covers

When all student records are correct, click the Post Button
Choose to skip or replace duplicate records and whether or not to clear the list after posting.
Taking Attendance: From the Classroom

The teacher takes attendance each class by clicking an A for Absent or an L for Late. The teacher will
then click Post. After posting, a teacher may click the blue edit hyperlink next to an attendance record
for a student and add any additional information as required. Teachers do not need to repost after
editing an existing attendance record. The changes are automatically updated in the Class Office Side
tab for school view users. Teachers may change an absence to present by clicking the P (Present) button;
this process does require that the teachers repost. (Click the post button)

Teachers will see if a daily attendance record has been entered from the office in the Daily Attendance
field.

Teachers cannot enter a multiday absence, a group absence (Field trip) or a portion of the day
absence. There is no time stamp for Lates for teachers. These will have to be entered by the office if
required.
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Pages My Info Student = Attendance Gradebook Planner = Assessment PD Tools

Opions  Repors b ® =
Class Attendance :: 2014-2015 - MCALC12---80 - CALCULUS 12 4 4 O »  »
S|
Class Period 4
* Input Class attendance posted on 11/10/2015 10:5!
Seating Chart
Post AM.
Trends
1 Adelberg, Sanders v 28 records Attendance for: « 4712015 -]
Pupil # Name Code Class Antendance Daily Attendance
215801 Adelberg, Sanders a P A [edit] Present
2170689 Ayre, Rolando A L Present Present
518002 Bryson, Amelia L P L [edit] Present
215909 Clack, Cole: A L P Present Present
1433444 Espinosa, Rochana A P A [edit] Present
873099 Friend, Anatoljus A L F Present Present
304205 Harbour, Brodie A P A [edit] Present
215934 Hyman, Erle A L Present Present
1322407 Kaleel, Jorge A L Present Present
259336 Leyland, Anatoli a i Present Present
529366 Lundbek, Mimi a L Present Present
1420353 Mascotto, Thora A L Present Present
223213 Mattice, Alisha 4 L Present Present

Figure 2: Teacher Attendance after posting

Once the Post button has been pressed, the teacher will see a verification notice that attendance has
been posted.

Depending on the School Set up preferences teachers can have the ability to enter attendance for dates
in the past or future by using the forward and back buttons in the Attendance for: window, or by
selecting the date from the calendar.

*For details on the attendance process for teachers, see Appendix B

Taking Class Attendance from the Office

Attendance top tab>Class Office side tab

Office staff taking Class Attendance can view and take attendance from the Class Office side tab under
the Attendance top tab. From here, the filters are very important, as they will save a lot of time finding
students, and working with the existing records. The Class Office side tab displays both the Daily
Attendance value (if it exists) as well as the individual periods that exist in your school structure where
you can add or edit attendance for each period.
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Optio Reports elp Q. a-Z| B
Class Attendance Office Input

Daily Office (=) [1:Adam. Joe v 0 of 1257 selected (7 Date «[4/92015 » BB
= Name Pugil # Grade DailyCods | 1 | 2 | 3 4+ | s | s | 8 | @ w | ou
Adam, Joe 260681 10
2 Adam, Rusty 317806 10
Da i |adame, Lsa |2ssss0 In
|adank, Canin |2ases7 oo
Addison, Karel 285077 12
| Class Office |addley, Gar 288400 oo
|acdtey, Ene 20276 |2
Adelberg, Philomena 302018 10
|adkins, Kerm lezsars |12

Adkins, Romona 1230896 12

Alberti, Mariko 244269 10
Aldridge, Denis 217502 10
Aldridge, Hally 228936 09

Alexander, Fabian 707034 10
Aley, Kent 1413869 11

Algas, Byron 678457 10

Allison, Hilary 300905 12
Ashbee, Cali 228697 12

Class Office Filters

The default filter will be All Records. This will show you every student in the school, regardless whether
they have an existing attendance record or not. This is useful when you will be adding a new attendance
record for a student on the given day. If you are looking to filter the list to only students that already
have Attendance records assigned, you will use one of the other filters. It is possible to query this list to
identify groups of students including all those in a single course section. (See Appendix B)

The Attendance Activity filter will narrow the list of students to those that have any attendance records
assigned to them on the given date, regardless whether they are Daily Attendance or Class Attendance
records. This filter is useful when looking just to work with the Attendance Records for a day; perhaps to
modify existing ones or to remove the record for a student.

The Truant List or Class Cut filter will display students that have Absent records assigned in one or more
classes during the day, but their Daily record is empty. This was designed for schools that take both Daily
and Class attendance, and use them to reconcile against each other. This can also be useful for schools
using the “Class to Daily Attendance Procedure”, to ensure that this procedure was run.
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Pages School Student Staff [ Attendance Conducf Grades Assessment Schedule Global

Options Reports Help

Class Attendance Office Input
Daily Office 0 of 9 selected /7
. .| |Name UsualFirst Photo Pupil # |Grade HomePhene [Homeroom|HR Teacher Daily Code 1 2 3 4 5 6
Daily Roster
[ |Addey, Mostafa 215969 [11  |(250)555-1234|16 Speer, H s> AL
Daily Batch [ ] |Adelberg, Sanders 215901 [12 |(250)555-1234 22 s> A A
Daily History [ |Bryson, Amelia 518002 [12  |(250)555-1234/25 > A L
. |_ |Espinosa, Rochana 1433444(12 (250)555-1234|23 Tolhurst, D >> A
Daily Summary
[ |Harbour, Brodie 304205 (12 |(250)555-1234/26 >> A
ICIass Office | () |Hoyt, Elias 216770 |11 |(250)555-1234/15 Rudiger, D > L
Class Trends [ |Koloska, Tania 510823 (11  |(250)555-1234/12 Zazzi, S >> A | A
|| |Matheson, Reed 300913 |12 (250)555-1234|30 Szefer, Marty b A
Class History
|| [Roche, Pandeep 5209622 |11 (250)555-1234{16 Speer, H > A

The Attendance Discrepancy filter will display all students who have a Daily Attendance value of Absent,
but have no Absent records for any of their classes. As soon as a student has a single Absent record
assigned to one of their classes, they will no longer appear in this filter. That is, it does not consider that
they may have an Absent Portion value of 1.000 but have only been marked as missing one class.

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global Toa

Options Reports Help
Class Attendance Office Input
Daily Office 0 of 17 selected /7
) (] |Name UsualFi Pupil # |Grade|t F iR Teacher Daily Code 1|12 |3]| 4|56
Daily Roster b
|| |Adema, Edlira 1426558(12 (250)555-1234[17 Belfry, Sheri| A-E AUTH [Team Activity] >>
Daily Batch ("] |Ahmed, Warren 285846 [10  |(250)555-1234|03 A-EAUTH [Team Activity] >>
Daily History (] |Akbar, Geralyn 302811 (12 |(250)565-1234[28 Trembath, R| A-E AUTH [Team Activity] >>
. | |Albertson, Sunny 1334385/11 (250)555-1234|17 Belfry, Sheri| A-E AUTH [Team Activity] >>
Daily Summary
(] |coiison, Ellie 216072 (10  |(250)565-1234|05 AE [liness] >>
|C|EISS Office | (] |pariing, Borie 1504841|10  |(250)565-1234|10 AE [liness] >>
Class Trends (] |Dellert, Con 285660 (09  |(250)565-1234|37 AE [liness] >>
(] |Devito, Amanjoat 441075 |11 |(250)565-1234[13 AE [liness] >>
Class History 5
|_| |Dinsdale, Rosaria 216877 (09 (250)555-1234 31 Tait, S A-E [lliness] >>
Staff Roster (] |Doran, Karlic 1319724/11  |(250)555-1234|16 Speer, H A-E [lliness] =
Staff Histury || |Durban, Debborah 339611 |11 (250)555-1234(15 Rudiger, D A-E [lliness] >>
(] [Esau, Jeffery 305217 10 |(250)565-1234|05 AE [liness] >>
Staff Covers [ |Esford, Blanche 143221012 |(250)565-1234[28 Trembath, R AE [liness] >>
(] |Evans, Vinod 244237 (11 |(260)565-1234|11 AE [lliness] >>
(] |Fleetwood, Rodger 300161 |11 |(250)565-1234[20 Zakreski, P L (9:00 AM) >>
(] |Flett, Cayley 228764 (12 |(250)565-1234[21 Totten, R L (9:00 AM) >>
(] |Fiintstone, Vanessa 442839 [10  |(250)565-1234[10 L (9:00 AM) >>

Taking Attendance in the Class Office Side Tab

Note: If you have rotated your school’s schedule using a Bell Schedule in your school structure, students
displayed in the Class Office side tab will appear in a flat schedule order. If you have rotated those using
Rotations during the Build process, they will appear according to the rotated order.

If an Office staff has given a student an existing Daily Attendance record by using the Daily Office, Daily
Roster or Daily Batch side tabs, these values can be quickly “pushed out” to all their classes prior to the
sections even meeting that day. For example, a Student’s parent calls in to the office to notify the school
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that their child is absent that day due to Iliness. The Office Clerical responsible for attendance can use
the Daily Office side tab to record the Attendance for that student and others as required. From the
Class Office side tab, they can then change the filter to Attendance Activity to see what students have
records already. Find the student whose information you wish to “copy” to their Class Attendance
records. In the Daily Code column, there will be their Daily Attendance value, followed by two “greater
than” symbols, like so: >>.

Name Pupil # Grade Daily Code 1 2 3 4

Adam, Joe 250681 10 A-E [lliness] >>

Click that symbol and it will copy the A code to each of the student’s classes.

Name Pupil # Grade Daily Code 1 2 3 4 5

Adam, Joe 250681 10

A-E [lliness] == AE A-E AE AE

The above student example does not have a class in period 1 and has a class outside the regular 4 period
timetable.

When the teacher logs in, it will show that student as being absent both in their Daily code, and in the
Class Attendance for that section.

The other way to take Class Attendance from this view is to click on the ellipsis in the appropriate class
in the schedule.

Adamek, Lisa 285680 11 =

This will bring up a popup for that period which indicates what class the student should be in (be sure to
confirm that this is the correct class), and you can then assign the attendance codes and reasons for the
student in that class.

0 ey W e g | D] 25

r‘ Student Class Attendance - Google Chrome - -

] trn.myeducation.gov.bc.ca/aspen/classOfficeClassDetail.do?date=4/8/2015&student=stdX20

Name Adamek, Lisa D-l
Course MSS--11---50
Period 1
Date * 4/2/2015 B Comment
Is absent? 4
?
Is late? //
Is dismissed?
Is excused? 4
Other code v
Other code 2 v
Reason Medical Appointment Q

Save | Cancel
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Click Save
The absence record is recorded in the period selected. '
Adamek, Lisa 285680 11 AE

Any changes you make in this screen will be visible to the teacher when they go to their Attendance
view for this particular class.

The third way will be for the Office staff to change to the Staff view and use the Select Teacher on the
Settings Bar to view that teacher’s class and take attendance against that section’s entire roster. This
will be useful if you have a teacher who fills out an attendance sheet and hands it into the office for
them to enter into the MyEducation BC system. Once they have selected the appropriate teacher, they
can follow the same steps as outlined in Appendix B.

*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.

Set the filter to Attendance Activity and click the double arrows for every attendance record that
requires pushing out.

The system will not allow a daily late or dismissal record to be pushed out to classes. These would need
to be edited manually by clicking on the specific period the student is late for or dismissed early from.

Multi-Add Class Attendance

Multi-Add Class Attendance allows you to take attendance for a group by Pupil #, YOG or a Snapshot.
You can assign Absences, Lates or Authorized Absences, and indicate whether they are excused with an
Attendance Reason or unexcused.

School view > Attendance top tab > Class Office side tab

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.

e (Class Office Side Tab

e  Options>Multi-Add Attendance

e Choose to enter attendance by Student ID’s, Snapshot, or YOG
a. Student IDs — you can put in the Pupil # for each student in the Student IDs field, separated by
comma or carriage return.
b. Snapshot — Once a snapshot has been created under the Student top tab, you can select this
option. In the Search Value field, type in the exact name of the saved Snapshot — spelling must
be exact.
¢. YOG —You can enter in a specific Year of Graduation, and it will select every student who
matches that criterion.

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

e Confirm the date

e Select the period or periods
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e Choose the code and reason

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

o Click Run

w =]

‘ [% trn.myeducation.gov.bc.ca/aspen/runTool.do

Multi-Add Class Attendance

School Colquitz Middle School SD61
Students to include Student IDs
Search value

880842, 1482220, 577257

Student IDs

Date 6/8/2015 B
Select period(s) 1 O‘a

Attendance code AUTH - Authorized

Attendance Reason School Authorized O‘

Overwrite existing v

Run Cancel

Modifying Class Attendance Records in the Class Office Side Tab

Once a student has an Attendance Record attached to them for a given date, you may need to modify
the existing record by changing some information or deleting the record entirely. The Class Office side
tab allows you to modify both Daily and Class Attendance for a student.

To modify an existing Daily Attendance record, click the blue, hyperlinked Attendance Code in the Daily
Code column that you wish to edit. This will bring a popup with the details of the attendance record; you
can then adjust Dates, Attendance Codes, Portion Absent, Reasons or set Arrival/Departure dates. If you
simply want to delete the existing record, click the Delete button at the bottom of the popup window.

To modify an existing Class Attendance record, click the blue, hyperlinked Attendance Code in the
specific period you wish to modify. This will bring a popup with the details of the attendance record; you
can then adjust Dates, Attendance Codes and/or Reasons. If you simply want to delete the existing
record, click the Delete button at the bottom of the popup window.

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
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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.

Change View  Select School  Set Preferences  Log Off

A 51 | MyEducationB o0l SD61 2014-2015

School View

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

Options Reports Help
Daily Attendance History
Daily Office 1652015 [Brugge. Benson s 0 of 35 selected (7 Recent Attendance I
Date Student > Name Student > HomePhone Student > QuickStatus Code Excused?  Reason Time PentAbs  Od
Daily Roster
52015 Brugge, Benson 250-555-1234 A aE Y liness 10
Daily Batch Bi52015 Macaulay, Bryon 250-555-1234 Q LE ¥ 9.00 AW 0.0
Daily History 52015 Robek Marina 250-555-1234 & aE Y Parent Excused 10
Details 42015 Sodner, Rena 250-555-1234 A mE Y liness 10
42015 Higgins, Kurtis 250-555-1234 A mE Y Parent Excused 10
Daily Summary 6472015 Macaulay, Bryon 250-555-1234 A IAE ¥ Vacation 10
Class Office (B4R Murphy. Meunce [250-555-1234 a L N 92141 00
842015 Reinhart, Tannis 250-565.1234 & WE Y Parent Excused 10
U 842015 [Ruse, Susi 2506551234 A la N 1o
Class History 842015 Sidhu, Kim 250-655-1234 A A N Vacation 10
32015 Bodner, Rena 250-555-1234 A aE Y liness 10
SR 32015 Burbidge, Ein 250-555-1234 A mE Y Vacation 10
Staff History B32015 Higgins, Kurtis 250-855-1234 A LE Y Parent Excused 9.26 All 0o
E— 22015 Sodner, Rena 250-555-1234 A aE Y liness 10 Mom sent an emall
22015 Surbidge, Elin 250-555-1234 A LE ¥ Parent Excused 1149AM 00
22015 Fuller, Dasha 250-555-1234 A mE Y liness 10
22015 Kirkiand, Callum A mE Y liness 10
22015 Macaulay, Bryon 250.555-1234 A A N 10
812015 Inddy, Celeste (250)555-1234 A WE ¥ liness 10
5202015 [Bodner, Rena 250-555-1234 A e ¥ liness lo
5282015 |Brugge, Benson 250-555-1234 A he ¥ liness l1o

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.

Pa— E Change View  Select School  Set Preferences  Log OFF
w coLumeia | 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 6/1/2015 - 6/B/2015
Nailv Ro Criteria Absent >= 0 AND Tardy >= 0 AND Dismissed >= 0 AND Other == 0
Daily Ba Changs Fitter
Da o 0of 13 selected &7 Active Students
Daily Name YOG Grade Absent  |Tardy Dismissed |Other
Summary Addey, Geleste 2021 08 1 o o 0
o . Bodner, Rena 2020 o7 3 ] o ]
Brugge. Benson 2020 or 1 0] 0 o
a end Burbidge, Elin 2020 o7 1 1 o ]
o Fuller, Dasha 2020 o7 1 (1] o (1)
Higgins, Kurtis 2020 o7 1 1 o ]
Ro Kirkland, Callum 2020 o7 1 (1] o (1]
isto Macaulay, Bryon 2020 o7 2 1 o ]
Murphy, Maunce 2020 o7 o 1 o (1]
3 Reinhart, Tannis 2020 o7 1 ] o ]
Robek, Manna 2020 o7 1 (1] o (1]
Ruse, Susi 2020 o7 1 ] o ]
" Sidhu, Kaim 2020 o7 1 (1] o (1]

e C(Click Change Filter...
e Enter a start and end date
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e Choose one of the following operators:
= Greater than or equal to
= Equals
=  Greater than
= Lessthan
= Lessthan or equal to
e 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 C(Click OK

- e IS Change View  Select School _ Set Preferences  Log Off
e coLusBia | MyEducation ool SD61 2014-2015 School View
Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global Tools
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 Fiter...
“ =[8] 23
Daily History Activ N
| & trumyeducationgovbe.cajaspen/dailySummaryFilterPopup.doZabsentCount=O&startDate=6/1/201 5&endDate=6/8/201 @ ctive Students
Daily Name Absent  Tardy Dismissed Other
Summary Addey, Celest Start date 3232016 = 1 0 o 0
Class Office [Bodner, Rene End date. 6812015 = 3 0 a 0
Brugge Benson 1 0 0 0
Class Trends [Burbiage, Ein Absences Greater than or equalte * 3 And " Tt 0 0
Class History [Fuler, Desha Tardies Greater than or equalic * 0 And 1 o 0 0
Higgins, Kurtis = 1 1 a 0
Dismissals. Greater than or equalto o And
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 u ! P °
Sta" COVEI’S \Reinhart, Tannis 1 0 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 daily attendance by entering in a 0 value
for absences and an operator of Less than or equal to.
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AR BriTISH ol SD61 2014-2015

corumBia | MyEducationB( 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

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

Change View hool Set Preferences Log Off

School View

! ol SD61 2014-2015

MyEducationB(

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

Options Reports Help

Class Trends
Daily Office 0 of 19 selected &7 All Records
. Description Clssrm Teacher Term Schedule Unrotated Schedule
Daily Roster - \ | |
ATT--AM-DIVI 1hunz AM Attendance Munz, Kara FY 101 1)
Daily Batch ATT--AM-DIV1ZNuyen AN Attendance Nuyens, Velma FY 11) 1)
— ATT--AM-DIV13Sandy AM Attendance Sandy, Chrissy FY 101 11
Daily History - 1 1 1
ATT--AM-DIV15Shock AM Atendance Schock, Giles FY 101 1)
Daily Summary ATT--AW-DIVZPlazza AN Attendance Piazza, Gayla FY 101) 101)
Class Office ATT-AM-DIVaEastma AM Attendance Eastman, Amn v 1 1
ATT-..AH-DIV4Donohu AM Attendance Donohue, Gayle FY 101 11
|Class Trend: Preyy— AM Attendance Pollock, Bianca Fr 1 1
Trend:
rends ATT-.AM.DIVGEring AN Attendance Ermington, Carlo Y 1 10
I Class History ATT--24.DIV7 Jordan AM Attendance Jordan, Hanya FY 101 11y

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.
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Class Trends :: 2014-2015 - ATT--AM-DIV11Munz - AM Attendance

ERECY RS L0

Daily Office Period 1
Post Enable Attendance Buttons
Daily Roster
Atendance for: « 6/82015 »
2%
Daily Batch rec)
Jun Totals
Dal'y HIStOry Name 18 18 20 21 22 23 |24 25 26 27 28 28 30 3 1 2 3 4 5 & 7 L] 9 10 11 12 13 14 15 18 17 18 |19 20 21 22 23 (24 25 26 |A T D ©O
PEUTSTTILERT (Bodner. Rena AE L A-E |AE AE 4 |1 |0 o
Class Office Brugge Benson AE AE 2 o 0o o
Burbidge, Elin L A L-E |AE 2 2 0 o0
Class Trends | - I 11 il 1|l ] I |- |- I
Fuller, Dasha A |aE 2 o 0 |0
» Trends |- |- - I |- I | | | | |
Details Goldstone, Naw A 1o 0 |o
K Higgins, Kurtis A LE AE 2 1 0 0
Class History + + +
Kirkland, Callum AE 1 o 0 o0
Staff Roster | J_G_—G=—-— o jo o |0
Staff History | i A AE 2 o 0 |0
Maisey, Rusty A 1o 0 o
Staff Covers | - I | 11 1|l ] I |- |- |
Murphy, Waurice AE L A 2 |1 0 |o
Reinhart, Tannis o o 0 |0
[Robek, Marna A-E 1 0 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

Class Trends :: 2014-2015 - ATT--AM-DIV11Munz - AM Attendance :| Bodner, Rena

Reports Help

BEERNE

Attendance for: Month

Daily Office
e Attendance Summary Totals

aily Roster

i 1 J: |a )4 |s 6 7 8 9 10 11 1213 141u‘1s|17‘1a|unz1uuu‘u|ﬂ‘n|ﬂ‘u|ﬂa1a 'rIn |n|
Daily Batch [June 18 B I o P

AE |AE |AE 3 0 oo

Daily History T= Tardy; D = Dismissed; A = Absent; O = Other 3 0 |0 |0
Daily Summary s |
Class Office
Class Trends

» Trends

* Details,

Class History Side Tab

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

—rr Change View  Select School  Set Preferences  Log OFf
S| . :
UMBIA | MyEducation School View
School Student  Staff ["Aftendance Conduct Grades Assessment Schedule  Global 10ui. Admin
Reports Help
Class Attendance History
. 1682015 |1 v
Daily Office /2015 | 0 of 34 selected (7 I Recent Attendance
. Name Date Code  Excused? Course Description Period Reason Timeln TimeOut
Daily Roster T t t t t
Addey, Celeste 8182015 AE N ATT-AM-DIV4Donohu Al Atiendance 1 liness
Daily Batch Ambrose, Sam 82015 hE N ATT--AM-DIV4Donohu AM Atiendance 1 liness:
s Brugge, Benson 1B2015 AE ¥ ATT-AM-DIV11Munz AM Attendance 1 liness
Daily History | . | .
Eider, Monigue 8182015 AUTH [N ATT-AM-DIV4Donohu AM Atiendance 1 School Authorized
Daily Summary Espinosa, Steve 6/B/2015 AUTH N ATT--AM-DIV4Donchu IAM Attendance 1 School Autharized
Class Office Homenuke, Mahinder 182015 AUTH [N ATT--AM-DIV4Donohu AM Attendance 1 School Authorized
Kirkiand, Callum 8182015 AE ¥ ATT-AM-DIVA 1Munz AM Atiendance 1 liness
Class Trends Murphy, Maurice &/B/2015 A N ATT--AM-DIV1 1Munz |AM Attendance 1
Class History Robek. Marina 182015 AE ¥ ATT--AM-DIV11Hunz AM Attendance 1 Tiness
Details Bodner, Rena 81412015 AE ¥ ATT-AM-DIV1 1Munz AM Atiendance 1 liness
Higgins, Kurtis 61412015 A-E Y ATT-AM-DIV11Munz |AM Attendance 1 Parent Excused
Staff Roster T T T 1
Macaulay. Bryon 81472015 AE ¥ ATT-AM-DIV1THunz AM Atiendance 1 Vacation
Staff History Murphy, Maurice 61412015 L N ATT-AM-DIVA 1Munz AM Atiendance 1 921 AM
Ruse, Susi 81412015 A N ATT-AM-DIV1 1Munz Al Attendance 1
Staff Covers - L L
Sidhu, Kim 8/412015 A N ATT--AM-DIV11Munz JAM Attendance 1
Bodner, Rena 6132015 AE ¥ ATT-AM-DIV1 1Munz AM Atiendance 1 liness
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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.

*See Appendix C for querying Class History for multiple class absences.
Staff Roster Side Tab

Attendance Top Tab>Staff Roster Side Tab

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

“ BRITISH ' > Change View Select School Set Preferences Log Off
IS g 7 o
coLunmBia | MyEducation Bt 2014-2015 School View
Pages School Student Staff WAHERdance” Conduct Grades Assessment Schedule Global Tools Admin
Options Reports Help Y EE a8
Staff Roster
-~ Save
Daily Office s
« | “Aleck Pascal v = Siecords Attendance for: < 219:2015 > B
Daily Roster — =
—— Local identifier Name Department Attendance Code
685417 Alack, Pascal Present _Toc | P
Daily History | azg Axibal, Rosalyn Present ToC | 3
% 32849 Bartlett. Clalre Present TOC | P
Daily Summary
632859 Hess, Celine Present 1oc |
Class Office  |ERFIE Hyson, Cassia Prasent roc || i
Class Trends el Jain, Inga Present TOG | P
2855 Kani, Endre Prezsent TOG | P
Ciass Hiistory | rewes Kendall, Maddie Presnt we ||
| staff Roster [s32778 Handau, Hellen Present Toc | i
632752 Pauze, zabels Present “T0C | P
Staff History | Wik
632841 Benn, Ellen Present TOC | F
Staff Covers | 1eyeen Quint, Cami Prasent 1oc | i

Confirm the name of the absent teacher

Confirm the date or enter in the multiple date range

Choose the replacement TOC from the pick list

Select the Gradebook Access? checkbox to give the TOC access to the absent teacher’s
gradebook. (For example, in the case of a long term TOC)

26



Bartlett, Claire

2/19/2015 EH  Multiple Dates >>

TOC

Daily Replacement

Gradebook Access?
Period Replacement?

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 Click Save

Staff Pick List - Google Chrome

| Teacher on Call

»
\ 4
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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 in 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
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
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their attendance, however the report can be run multiple times as your daily attendance comes in.
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 |01 M |St.John, Garnet (250)555-1234 A-E

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 (Currently not available)

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
21112015 - 212012015
Code [ o d | Total

YOG 2022
A 2 1 3
T 1 0 1
3 1 4

YOG 2023
A | 2] 1] 3
Sublotals | 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] of 1

YOG 2027
A 1 1 2
Subtotals 1 1 2
Totals 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 (Daily History Side Tab)

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

Attendance Totals

Name YOG _|Hrm D Phone [abs [rdy [Dsm -1 -
[Addison, Hana 2027 08 Acive [1469766 (250)555-1234__[10 [0 [0
[Aldrich, Jilian 202403 Acive 1335264 250-555-1234__ 50 [0 |0
[Atto, Cyndy 2027 |08 Active 176907 (250)555-1234__[1.0 [0 |0
[Axibal, Sabine 2024 03 Active 604135 250-555-1234__ |10 |0 |0
Ayriss, Inga 2023 [o1 Aciive 181779 (250)555-1234__[10 [0 |0
[Femandez, Elan 2023 |01 Active 134785 (250)555-1234__[1.0 [0 |0
Ferraro, Carrie 2022 |01 Active 761650 30 o o
[Kobe, Tymen 2024 03 Active 1210000 (250)555-1234_ |20 |1 |0
[Montgomery, Hartaj 2023 [o1 Active 1002269 (250)555-1234__[10 [0 |0
Quan, Celeste 2024_[03 Active 209866 (250)555-1234_ |20 |0 |0
[Raiph, Danielle 2024 |03 Active 1211636 10 o o
[Ruckle, Marty 2024 03 Aciive 218278 (250)555-1234__ |10 |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

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

The result is a Daily Attendance record.

To view a student’s class attendance history click on the Attendance Side Tab>Class Attendance Side
Sub Tab.

In order to print a copy of the student’s class attendance history a custom quick report with the
required fields must be created.
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Greater Victoria Colquitz Middle School SD61
Attendance History
Page 1 June 8, 2015
Name: Brugge, Benson
1D: 480073 House:
Grade: o7 Homeroom: 11
Date Code Exc |Time Reason Comment
05/28/2015  |A N
05/29/2015  |AE Y lliness
06/05/2015  |AE Y lliness
06/08/2015 |AE Y lliness
Summary
Absent Tardy Dismissed
Excused 3 0 0
Unexcused |1 0 0
Total 4 0 0

Reports from the Class Office Side Tab
Reports Drop Down Menu
BC Class Student List

This report allows the user to produce class roster lists that include columns for attendance or marks
entry.

Choose the sections to include in the report based on course code, teacher, all, etc.

BC Class Student List

Schoel Colquitz Middle School SD61
Column One Label
Column Two Label
Column Three Label
Column Four Label
Column Five Label
Column Six Label
Column Seven Label
Column Eight Label

Column Nine Label

Column Ten Label
Sections to include All v
Search value

Include study sections
Sort results by Course ¥

Format Adobe Acrobat (PDF) v

Run Cancel
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reater Victo Colquitz Middle School SD&1
BC Class Student List
Page 20 of 48 17M1/2015 8.41 AM
MFR--08—02: FRENCH &

Teacher Ozeroff, Rena

Room 102

Schedule

Term FY
Pupil Number Usual Name Grad Gender Age
577861 Albus, Fae 06 F 12
599727 Babin, Enid 06 M 12
583344 Bazuk, Sharlein 08 F 12
583256 Came, Allean 06 F 12
578680 Cleator, Xiao-Ping 08 M 12
583253 Elangovan, Angelica 06 F 12
583249 Hayashi, Turtle 06 F 12
578854 Jarvis, Howard 06 M 12
577425 Kilcullen, Sagib 06 M 12
578516 Koch, Barby 08 F 12
585631 Levesque, Darin [ 12
583148 Linden, Shaileen 06 F 12
5TB3TE Lockhart, Kaisa 06 F 12
657040 McDonough, Tarah 06 F 12
583234 Moort, 06 F 12
583236 Ogihey, Clifton 08 M 12
589514 Provost, Rubina 06 F 12
578510 Redda, Cody 06 M 12
1446897 Rivas, Ranjeet 06 F 12
577227 Roberts, Tyson 06 M 12
595532 Selk, Clarence 08 M 12
653023 Sheen, Susanne 06 F 12
578222 Stokke, Frederick 06 M 12
BE666T Thom. Ana 06 F 12
585801 Towers, Ned 06 M 12

Total Students: 25 Total Male Students: 11 Total Female Students: 14
Total Grade 06: 25

Class Attendance Post History

This report allows the user to view the attendance post history for a selected class. Choose the date
range, select the class. Click run.

Class Attendance Post History

Start date 11/3/2015 B
End date 11/17/2015 E
Select class MAC-11-—30 O

Sort results by Date A

Ascending order L4

Format Adobe Acrobat (FDF) A

m Cancel
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Greater Victoria Mount Douglas Secondary

Class Attendance Post History
Page 1 November 17, 2015

MAC--11---30 :: ACCOUNTING 11
Schedule: 3(1-2)

Staff Name - ID Date Time Period # Post Count
11/3/2015 10:26 AM 3

11/4/2015  |1:03 PM 3
11/6/2015  |12:27 PM 3
11/13/2015 |2:36 PM 3

S = =] =

Class Attendance Post Verification

This report allows the user to print a list of all teachers who did not post attendance for a specified
period on a specified date. Choose the date, select the period, choose to show non-posts only,
choose the sort order. Click Run.

Class Attendance Post Verification

Date [11116/12015 I::::|
Select period 1 Q

Show non-posts only v

Sort results by ’m‘

Ascending order v

Format | Adobe Acrobat (PDF) v

Cancel
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Page 1

Class Attendance Post

Mount Douglas Secondary

November 17, 2015

Posts for 11/16/2015 :: Period #1

Course description [Course # Time Post Count
TEACHER ASSISTANT 12 YED--2EX—10 Did Mot Post
TEACHER ASSISTANT 11 YED--1FX—10 Did Mot Post
FOUNDATIONS OF MATH AND PRE-MFMP-10—10 Did Mot Post
CALCULUS 10
SUPPORT BLOCK 104 XSPBKDA—X10 Did Mot Post
|SUPPORT BLOCK 11A XSPBKIA—X10 Did Mot Post
SUPPORT BLOCK 124 XSPBK2A—X10 Did Mot Post
RESOURCE ROOM 9 XATRROG—X10 Did Mot Post
RESOURCE ROOM 9 LINEAR XATRRO9-L-%12 Did Mot Post
PPORT BLOCK 10B XSPBKDB—X12 Did Mot Post
SUPPORT BLOCK 118 XSPBK1B—X12 Did Mot Post
SUPPORT BLOCK 128 XSPBK2B—X12 Did Mot Post
PRE-CALCULUS 11 MPREC11-—10 Did Mot Post
ICHEMISTRY 12 MCH-12—10 Did Mot Post
SUPPORT BLOCK 104 XSPBKDA—10 Did Mot Post
PPORT BLOCK 12A XSPBK2A—10 Did Mot Post
EP MODIFIED 9A LD XSIEP2A—10 Did Mot Post
LEARNING STRATEGIES 12 YED--2CX—10 Did Mot Post
RESOURCE ROOM 9 XATRROG——10 Did Mot Post
LEARNING STRATEGIES LD XLDCBOSLS—-10 Did Mot Post
EP MODIFIED 11A LD XSIEP1A——-10 Did Mot Post
EP MODIFIED 10A LD XSIEPOA—1D0 Did Mot Post
PPORT BLOCK 11A XSPBK1A—10 Did Mot Post
EP MODIFIED 12A LD XSIEP2A—10 Did Mot Post
SOCIAL STUDIES 9 CHALLENGE  (MSS-08C—10 Did Mot Post
PHOTOGRAPHY 11 YWPA-ILX—10 Did Mot Post
PHOTOGRAPHY 12 YYPA-2UX-—10 Did Mot Post
COMMUNICATIONS 12 MCOM-12-—12 Did Mot Post
TEACHER ASSISTANT 11 LINEAR  [YED--1FX-L-10 Did Mot Post
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Appendix A: Workflow

*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 each class by clicking an A for Absent or an L for Late. The teacher will

then click Post.

Teachers cannot enter a multiday absence, a group absence (Field trip) or a portion of the day
absence. There is no time stamp for Lates for teachers. These will have to be entered by the office.

Pages My Info Student = Aftendance Gradebook Planner = Assessment PD
Options. Reports Help

Tools

L I

Class Attendance :: 2014-2015 - MCALC12---80 - CALCULUS 12 4« 4« Q » | »
Class Period 4
* Input Class attendance posted on 11/10/2015 10:55
Seatis Chart
TG ST [[Post AM.
Trends
TAGeier, Sanders v 28 recards Attendance for: « 4712015 |
Pupil & Name Code Class Attendance Daily Attendance
215901 Adelberg, Sanders a 3 A [edit] Present
217068 Ayre, Rolando A L P Present Present
518002 Bryson, Amelia a P L [edit] Present
215909 Clack, Cole A L P Present Present
1433444 Espinosa, Rochana A L P A [edit] Present
878099 Frend, Anatolyus A L 2 Present Present
304205 Harbour, Brodie A P A [edit] Present
215934 Hyman, Erle A L P Fresent Present
1322407 Kaleel, Jorge A L Present Present
259336 Leyland, Anatoli A L Present Present
520366 Lundbek, Mimi A L Present Present
1420353 Mascotto, Thora A L Present Present
223213 Mattice, Alisha A L Present Present

Figure 3: Teacher Attendance after posting

b. From the Office:

All attendance records created by teachers will appear in the Attendance Top Tab>Class Office Side Tab.
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Pages School Student Staff Attendance Conduct Grades Schedule Global Tools Admin
Options Reports Help
Class Attendance Office Input
Daily Office 0of 4 selected 7 Date «[4772015 > B
Dilhl Roster Name UsualFirst pil # Grade HR Teacher Daily Code 1 2 3 4 5 [ 7 9 10 1 12 13 14 15 16 7 18 19|20
Adelberg, Sanders (215801 |12 |(250)555-1234 |22 A
Daily Batch Bryson, Amelia 518002 (12 |(250)556-1234/25 L
Daily History Espinosa, Rochana 143344412 |(250)555-1234|23 Tolhurst, D A
. Harbour, Brodie 304205 12 |(260)655-1234 /26 A
Daily Summary
| Class Office
Class Trends
Class History

Figure 4 Class Office Side Tab: Attendance Activity Filter Applied

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, or Daily Batch side tabs.

Daily Office Side Tab: (For details on the Daily Office side tab see page 2 of this user guide)

The Daily Office side tab allows multiple date entry (page 4/5 of this user guide) and entry of absence
records by groups such as a course section, selection or snapshot (page 4/5 of this user guide).

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 that require updating.

School
Reports

Pages Student Staff Attendance Conduct Grades Assessment

Options Help

Schedule

Global | Tools

Admin |

Daily Attendance Office Input
Daily Office Name/ID | ] Code (A v] Show Popup (¢ |
Details
Dailly Roster 0of 17 selected (7 Datc 472015 |p BB
Daily Batch (] |student > Name Student > Pupil # Student > QuickStatus Student > Grade Code Reason Time Quick Change
—— () |adema, Edira 1426558 A 12 AE AUTH Team Activity o] [
B jiitory () |anmed, Warren 285846 A 10 AE AUTH Team Activity oy Ry - |
DET\ASTV I ET | () [Akbar, Geralyn 302811 A 12 A-E AUTH Team Activity [ 7]
Class Office [ |aertson, Sunny 1334385 A 1 AE AUTH Team Activity P
[ |eoliison, Elle 216072 A 10 AE lliness. P
Class Trends | Foy Sesm—" 1504841 A 10 AE iness ]
Class History || [I]aSless 285660 A 09 AE lliness (e ]
e () |Devito, Amanjoat 441075 A 1 AE lliness P
() |Dinsdale, Rosaria 216877 A 09 AE lliness P
SIS | () Doran, Karlic 1319724 A 1 AE liness e ]
Staff Covers () |Durban, Debborah 339611 A 1 AE lliness e
[ |Esau, Jeffery 305217 A 10 AE lliness e
L) |Esford, Blanche 1432210 é 12 AE lliness \Lj
L_J |Evans, Vinod 244237 é 1" AE lliness \Lj
|| |Fleetwood, Rodger 300161 é 1" L In: 9:00 AM \L
[ |Flett, Cayley 228764 A 12 L In: 9:00 AM Lr]
[ |Fiintstone, vanessa 442830 A 10 L In: 8:00 AM [rp]

Figure 5 Edit daily attendance records
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c. Pushing out Daily Attendance to Class Attendance using the Class Office Side Tab

Once the office has entered their Daily attendance records based on phone calls and emails it is
important to ensure that the daily attendance records are pushed out to the classes. This is the process
of pushing out the daily attendance record to class attendance from the Class Office side tab.

Absent/Dismissals, Lates, or Portion of the day absences cannot be pushed out to classes.

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

Daily Code 1 2 3 4
A-E >> A A
>>
A-E >> A-E A-E A-E A-E
>>
>>
A-E AUTH [School Authorized] >> |A-E AUTH|A-E AUTH A-E AUTH|A-E AUTH

In the example above the first attendance record has not been pushed out to the classes for the
student. Pushing out the daily attendance record of Absent (Excused) would overwrite the unexcused
absences entered by the classroom teacher. This process is necessary for tracking accurate student class
attendance records. When querying for unexcused class absences the record in the first case would
reveal two unexcused absences for classes that where actually excused.

Run a Class Post Verification report 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.

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.

Edit individual class attendance records from the class office side tab as necessary.

Remember to verify the period is correct when clicking into an individual class. Depending on your
master schedule the classes may or may not rotate from day to day.
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Appendix B: Taking Attendance for a Specific Course Section

1. Staff View

e C(Click on Change View

e Select Staff View

e C(Click on Select Teacher
e Select the teacher

The Teacher Classes Widget on the Pages top tab in Staff View:

1. 2.3.4.5.6.7.

Teacher Classes

Monday, Dg

Previous |

Classes Meeting Attendance Posted Grades Posted Email

8:30 AM 1 - MPE--10B--10 - PHYSI... s S s ¥ &g

8:30 AM 1- MPE-10G-10 - PHYSL... = g ¥ &g

12:12PM 3 - MLAW-12---30 - LAW 12 s $ = 4

1:42 PM 4 - MPE--09G--40 - PHYSI... s # =i td

1:42 PM 4 - MPE--10G--40 - PHYSI... S =i 4
Classes Not Meeting Grades Posted Email

MPE--09G-10 - PHYSI... =i 4

Quick link to class Roster in the Gradebook top tab

Quick Link to Input list in the Attendance top tab

Quick link to the Seating Chart leaf in the Attendance top tab

A check mark will appear after attendance is Posted

Quick link to the Scores side tab in the Gradebook top tab for marks entry
A check mark will appear when terms marks have been posted

Quick link to email for students, contacts and teachers

NouhkwnpeE

Taking Attendance — Class List Input
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Select to show all
students in the same

period ie Art 9/10

Class Attendance :: 2014-2015 - MAC--11---60 - ACCOUNTING 11 1« ‘\1 Q> | >
SR | Ay
Class Period @) Show all students in class
» Input
Trends 21 records Attendance for: 4|4/2/2015 -2
Pupil # Name Code Class Atendance Daily Atendance
217446 /Auld, Rowena ¢| L P Present Present
1412069 Carmuthers, Danine a [t 3 Present Present
285569 ‘E[kEﬂ Ardis. I A IL L P Present ‘FrESEﬂ(
680316 &, Terren a L] P Present Fresent
205509 [Envington, Anmed I Call] " Present [Present
215442 ‘FQII\S Maralyn [ A“; P Present ‘PIQSQHL
514946 Warrop, Syrus (a [t 3 Present Present
223173 \dema, Carsan a [t 3 Present Present
223234 ‘KEDplEI_ Emest | L A IL L P Present ‘FrESEﬂ(
708458 Nyiander, Narissa | ) il P Present Fresent
a0ara7 |ONeal, Eninia I a L] " Present [Present
00908 o, Boris | Callo] " Present [Presem
1147815 Pantic, Kaslo a [ L 3 Present Present
527794 Pederson, Huia a [ L " Present Present
527168 Peschke, Becky | Calle 3 Present [present
265280 [Runkie, Basi | a [t P Present Present
285058 [Rvgg, Paimer | ALt 3 Present [Present
1451420 [street, Frankie I a [t P Present [Present
440594 Tronsan, Chica a [t P Present Present
301223 Vicic, Jonas a [t 3 Present Present
286522 ‘YEmEH Isaac I A I L P Present ‘PIESEM

Select Show all students in class check box to display multiple classes meeting in the same period.

1.

vk w

7.
Taking Att

Confirm attendance for date

View Daily Attendance records inputted by the office

Click “A” for absent

Click “L” for late

The “P” button becomes active after an absence or late is recorded in order to override
the record and set to Present.

Click Post (No attendance record will be recorded to the office until the Post button is
selected.)

A check mark will appear in the Teacher Classes Widget next to the completed class

endance — Seating Chart

Seating Chart Initial Set-up

A BrrTisH : : :
CoLumBia | MyEducationB( %

Pages My Info

lary 2014-2015 Set Preferences  Log Off
Staff View

Student | Attendance  Gradebook Planner Tools

Options Reports Help

Class Attendance :: 2014-2015 - YESFL1BX--20 - INTERCULTURAL STUDIES 11

<< Exit Design Mode

Grid Dimensions Seating Positions

Kamp, Jacquelyn
Keeping, Powell
Khan, Eugen
Knapp, Isabella

Lidstone, Dawna

s Auld,
Ludwig, Jasbir Catarina| Swa | Karic | Teddy | Ua

Mcauigkatie

Unseated Students

Cauffield. | Doran, | Erskine, | James,
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1. In Design Mode set the grid dimensions
2. Click and drag unseated students to the grid
3. Click Exit Design Mode

A BriTisH Set Preferences  Log Off
corumsia | MyEducationB( Staff View

Pages My info  Student Attendance = Gradebook Planner  Tools

Options Reports Help
Class Attendance :: 2014-2015 - YESFL1BX--20 - INTERCULTURAL STUDIES 11 <« <4 Q » pl
Period 2
Post
Class nce for: 11/18/2014 B8 setDae
Input
» Seating Chart @ Students are missing from the chart Printer Friendly Version | Design Mode >>
Trends Auld, Catarina Caulfield, Siva Doran, Karlic Erskine, Teddy
Prillant Present Present Present
A A A A A
L Ii‘ L I L ' L i L
Kamp, Jacquelyn Keeping, Powell Khan, Eugen Knapp, Isabella Lacey, Pierre
Present Present Present Present Present
A A A A A
‘ L ‘ L ‘ : ‘ : ‘ L
F
Lidstone, Dawna Ludwig, Jasbir Mcauley, Katie Patterson, Eden Rattan, Lind
Present Present Present Present Present

Confirm Attendance for date

Click “A” for absent

Click “L” for late

The “P” button becomes active after an absence or late is recorded in order to override

the record and set to Present.

5. Click Post (No attendance record will be recorded to the office until the Post button is
selected.)

6. A check mark will appear in the Teacher Classes Widget next to the completed class.

7. Click Printer Friendly Version to print the class in the seating chart grid.

PoNPRE

2. Query for course section
Attendance top tab>Class Office side tab
Options>Query
Table: Student Schedules
Field: Course
Operator: Equals
Value: Type in the exact course code
Click Search
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= : = = IS
l& MyEducetlon BC: Query Googlle C}lrgTe- - O e - e
[} trn.myeducation.gov.bc.ca/aspen/search.do

New Query Simple Mode v

Tables | Student Schedules \a

Enroliment detail counts
Study criteria
Master Schedule > Schedule

FES Unrotated Schedule ‘_‘ @

Track ID

Course M
Operator [ Equals v |
Value [MAF--11--30 |

Search criteria
Student Schedules > Course Equals MAF--11----30

Search based on | All Records v \

{ New H Save As... “ Select... I

The result is a list of students who are registered in the specified course.

Class Attendance Office Input
Daily Office 0 of 13 selected (7 Date /482015
. Name u: Pupil # HR Teacher Daily Code 1 2 3 4 s [ 8 B 10
Daily Roster - ! 1 - - . . ! ! .
Aley, Kent Kent 141386911 |(250)555-1234/56 Caines, Serg >
Daily Batch Bailey, Thea Thea 279689 (11 |(250)555-1234[35 Sutherland, Anika »>
Daily History [ [Delowsky, Anatoli  |Anatol 141904712 |(250)555-1234/56 Caines, Serg >
. ] |Eddie, Twila \Twila 223501 (11 36 Eppler, Zoran >>
Daily Summary
] |Eron, Danson Danson 145138611 |(250)555-1234/56 Caines, Serg
MacNab, Eberhard  |Eberhard 277353 (11 (250)555-1234 |40 Nimmons, Sonya >>
Class Trends IcHugh, Timo Timo 285493 (12 [(250)565-1234/52 Salomon, Edelgard
Mclver, Denean  |Denean 1414341[12  |(250)885-1234/56 Caines, Serg . »>
Class History -
Paddon, Colin (Colin 226742 (12 |(250)555-1234[39 Osmachenko, Forrest >
Staff Roster [ |Rutherford, Melanie |Melanie 223574 |11 |(250)565-1234[22 Zozula, Jacoba
swff H\S || |Sakiyama, Chen |Chen 305154 (12 (250)555-1234|48 Stettler, Katie >>
Sapinsky, Ethel  [Ethel 302851 11 |(250)555-1234[14 Jung, Jimmy
Staff Covers g 223573 [11 |(250)888-1234]11 Sherle, Bryony >

The user may then enter a daily attendance record and push it out to all classes or enter a class
attendance record for a specified period, based on the circumstances.
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Appendix C: Querying for Unexcused Absences

Class History Side Tab

Query for unexcused absences in a selected time frame (Recent, Current Month, etc) or delineate a time
frame in the query as in the example below.

o Is Absent=Y

e Is Excused=N

e Choose to include a date range or use the Search based on choices to filter to Recent
Attendance (Usually the last 90 days), Current Month, Current School Year, Current week, or
Today.

e Choose to save this query for future use.

W, MyEducation BC: Query - Google Chrome =[O 2%
() https://www.myeducation.gov.bc.ca/aspen/search.do
New Query Simple Mode Y
Tables Student Class Attendance v
Date
Code
- Period
Fields |s absent? | Sort A-Z J | And
Is late? Or
Is dismissed? < : '
Operator On or before v
Value 11/16/2015 =

Search criteria

Is absent? Equals Y
And Is excused? Equals N Delete |
And Date On or after 10/5/2015 (&)
And Date On or before 11/16/2015 S

Search based on | Recent Attendance v

| Search || Cancel | | New || Save As.. || Select.

The resulting spreadsheet contains all unexcused class absence records in the designated time frame.
The difficulty then is in identifying the students that have a specified number of absences within the

time frame.
The process in Excel is outlined below.
Export as a CSV file
From Excel:
e Click Data>Select Subtotal(Top Right)

Enter the following in the pop up window:
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Subtotal e e e o |MJ

At each change in:

‘Name

Use function:

| ‘Count

|| Add subtotal to:

wEnare ]}

HomePhone

| Date

| Replace current subtotals
| Page break between groups
J Summary below data

|| Bemove All l | QK I I Cancel
o Click OK
e C(Click the number 2 in the left hand side of the screen to collapse the screen to totals for each
student.

e Typein CNTRL>G
e C(Click Special
o And select “Visible cells only”

Go To Special - . ‘ Pl X ‘
Select
() Comments () Row differences
(@ Canstants ©) Column differences
© Formulas ©) Precedents
D Numbers ) Dependents
[] Text (@) Direct only
D Logicals All levels
[] Errors @ Lastcell
(©) Blanks @ Visible cells only
) Current region () conditional formats
©) Current array () Data validation
() Objects @i
Same
e C(Click OK

e Type CNTL>C to copy

Open a new sheet by clicking the + tab at the bottom of the XL spreadsheet

QR_7893581914719850962

Type CNTRL>V to paste totals on this new sheet.
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e Click Data>Select Filter

1E A B c D £ F G
1 ~|Name |~ HomeP -~ Date -~ Code |~ Excusec~ Course ~ Desg
8] Sort Smallest to Largest
4l Sort Largest to Smallest
Sort by Colo
Number Filters
Search fe)
] (Select All) n
2
3 H
14
[s
6
7
E]
19
10
1
12
&
14
115
116
117 g
oK | Cancel

e Click the down arrow in the name field and deselect the numbers to determine the minimum
number of class absences you wish to view.
e C(Click oK

The result is a spreadsheet with two sheets. Sheet 1 has a list of every class absence for all students who
have missed at least one class in the selected time period with totals. Sheet two is customizable to
determine the criteria you wish to filter to. ie 20+, or 50+, etc.
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