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Accessing the Attendance Screen

From the home page hoveyour mouseover SIS Applications until you see the drop dowtist, then click
on Attendance or if you have Attendance set on the home page click on that.

% SIS Applications /. Reports

SIS 2000+ Home 000+ Home

Academic Progress

Assessment

Aftendance

Behavior ress Assessment Attendance
2 -. |
Change Passward

Clearinghouse

Data Qually _* Clearinghouse Gradebook
Gradebook I A "

SECQP

Specialist Student Contact -
;{ Student Summary - Other Applications
Student Summary & a

Choadnant | Hilitine

Once Attendance is selected theext screen will look like this(based on permissions)

# Attendance

# Class Entry > Student Entry a: Rapid Entry
' W -

Seating Chart

Classroom Layout Seat Assignment Take Attendance
g 4

Utilities

Phone Log

AP
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Class Entry
This saeen replaces the highlighted module from FoxPro/desktop

Qf

Class Entry Phone Log Student History Repors

Go toHome Page> Attendance >ClassEntry

Click on # Class Entry

For Secretaries/Office

/' TAA UT 06 OA Clasa ExtryddeedniyoOnll Aeed to selecTrack , Teacher, Term and Period
from the drop-down lists.

% 818 Applications  # Attendance

Track: Sani-Tooele High » Teacher. « Select a Teacher» » Term:| « Select a Term » Period: | « Select a Period »

For Teachers

/' TAA UT 06 OA Clasa ExitryddeedniyoOnll Aeed to selecTrack , Term and Period from the
drop-down lists if you are assigned to more than one track

Default to: Track / Term /1st Period (for elementary) or if you are only assigned to one track and have
only one period (for secondary)

!

—— Track: Willow Elementary Schn-::IE| Term: | Term 4

[*] | EmailPeriod | Legend

Totals Mon Tue Wed Thu Fri Sat Sun Mon Tue ed
Absent  Tardy 0319 0320 03 022 0323 0324 0325 03726 o3z7 0328

E| Period: | 1 (not taken)

Separate Classes

If this does not populate, it is because the user does not have a default login in the current
faculty status track

General I Address ﬁ Certification I Permissions
I Display All Faculty Status Records
Status | Active | Track | A 146 11/12 ]
Entry Date | 01/24/2011 Exit Date |
Evaluation Date I FTE 0.00
Job Class |{U"59l=‘-‘ _1' Supernvisor Class |<Uﬂsel> _;l
Teacher [+ . Counselor . Certificated I
Site Admin [ Group Admin [
—— Default login — Changed By ICumTa
=chack 4| new |  petee| [P Date [02/14/2011

© 2012 Utah State Office of Education SIS 2000+ Attendance
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Entering Attendance Codes

1 Enter an appropriate attendance code for each student.
Click onLegend to the right of the drop down selectorsto see what each attendance symbol

stands for. Teacherscan see vhat the codes mean that are put in by the office and alseewhat codes
they are allowed to put in.

Available Teacher Attendance Codes
X - Absent because they didn't showu .- Present T - Tardy
# - Unprepared

Available Office Attendance Codes

B - Pre-Excused C - Cleared Seat Time D - Doctor's Note

J - Excused Juvenile Court K - Cleared Sluff L - Notified by Certified Letter
R - Incarcerated U - Unexcused V - Vacation

N - Notifed by Parent Z - Suspended A - Activity

S - Sluff I-In School Suspension * - Educational Leave

1 PressCancelto change the codes back to what they weteefore you made anychanges.
1 After entering the codes, presSave You will see a confirmation at the top of your screen:

@ Changes Saved Successfully

- z

1 NOTEf, ) £ UI O EAOCAT 80 OAEAT Ol AUOR
O AA

/ X ) ) X ET A EAx AA
Save, allthéd 1 AT E Z£EAI AO Ob O AT A I Al OAET ¢ OEA

m —

Displaying the Attendance Summary

Drag the scroll bar to the left to see aummary of absences and tardies for the selected term.

Totals MTLE Wed Thu Fri Sat Sun

Absent Tardy 08724 03/25 08/26 08127 03/28 0829 08130

Araiza, Ewvalina

EBS ecdard, Brystal

m Canchola, Jesus Saucedo
B ciddelprado, Jerrold

m Dimmick, Augusta

B cniott, Dustylynn

B erwel, Exta

m Esther, Kyson

m Hiendel, Guinntonya

m Higginbotham, Jaycey

a

[S=I I =T =T =T P =T T P O =T Y
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Using the Icons

Note thecard to the left of the students name, hover your mouse over this and you will see the following
icons.

m Araiza, Evalina

EBY Bedard, Brystal
m Canchola, Jesus Saucedo Lﬁ] Lﬁﬂ = F
FBY ciddelprado, Jerrold
FBY pimmick, Augusta

< | Bedard, Brystal

Born: 30 Jan 1995 P
Grade:; 9

FB Elliott, Dustylynn
B Enwell, Exta

m Esther, Kyson

Emailing Individual Students
Clickontheld 0i OEA 1 AZED i1 &£ A OOOAAT 080 T AI A O OAT A Al
screen will display. You can select additional students to include in the email. You can also choose to send

A s o~ A oz

OEA Ai AEl Oi OEA OOOAAT OO AiT OAAOOS

=Cinan Fid AF 3EUsucs

Select Students: Send this message to:

[¥] Amrhein, Tiae Jason [V selected Students
("] Bowman, Rafael J ["I selected Students’ Contacts (¢.g. parents, guardians, etc.)
] Copenhauer, Bristchae E Subject:

"] Craw, Natasia Stenberg

] Drogin, Kayloni M

[”] Femney, Denae Lynn

(7] Maya, Nevada J

[ Nekipelora, Mckade Jennifer
"] Partridge, Lagishia

("] wellentine, Micheala Luis
[l winham, Ashwin Mackelle

Include a link to Student Summary. « Cancel E

Displaying an Attendance Report

ClickontheEltoOEA 1 A&O T £/ A OOOAAT 660 TAI A O AEODPI AU

Qu

Displaying the Student Profile
Clickonthe®l 61 OEA T AESO T £ A OOBAAT 660 1 AT A 61 AEODPI AL
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Emailing a Period

PressEmail Period to send an email to the entireperiod. l

Track: Sani-Stansbury High School ~ Term: Term 1 + Period: 1 ~ | Email Period | Legend

Totals mon |18 Wed  Thu Fri sat Sun Mon  Tue Wed
Absent Tardy 08/24 0825  08/26 0827 0828 0829 0830 0831 0301 05/

Separate Classes

4 Ashcraft, Angorie

B sirdzen, satvintino

B sium, Talitha

B8 eoutton, Hubbard

=R EEREE
m

If you have segments within a period, click on Separate Classexl you will see anemail icon next to the
course name. Click on the icoto email only the students listed under that course name.

Track: Sani-Stansbury High School = Term: Term 1 ~ Period: B/1 (not taken) ~ | Email Period | Leaend

Totals mTue Wed Thu Fri Sat Sun Mon Tue Wed Thu
Absent Tardy 08/24 08/25 08:26 0827 08/28 08/29 08430 08431 09401 o9z 09/03

Combine Classes

INDHACT SWIMMING

g- | Asheraft, Angorie
B sium, Talitha
B soutton, Hubbard
BB caidwel, walter
B ciitso, Hichol

m Creekmore, Lynn Allred

EEEIE R

INDHACT SWIMMING

FEH girdzell, Salvintino

=
m

m Costel, Rezn 2 0

The Hidden Menu

"A AxAOA 1T &£ OEA OEEAAAT |1 AT ydow mousebverkte nadm®and dak h GO A A

top right corner. Of particular interest is the ability toShow Inactive students in the attendance screen.

6 SIS Applications  # Attendance i.Reports @Help e g
- - ™ Show Inactive
Track: Sani-Tooele High - Term: Term 1 -
Class: * P/3 AP Statistics ~ | Email Class User Profile
Scroll « for Summary  Prev. 2 Weeks 11/1/2009 ﬁ Hext 2 Weeks » | Change User
Sun Mon Tue Wed Thu Fri Sat Sun Men Tue Wed Thu ' = TSu

10/25 10i26 10027 10/28 10i29 10i30 1031 11/01 11102 11103 11/04 11/05 11/06 1107 11/08

E1 €] Amrhein, Tiae : c c A i
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The inactive students will havean asterisk (*) next to their name.

- * Alaniz, Edward

Araiza, Evalina

Bedard, Brystal
Canchola, Jesus Saucedo

Go back to the hidden menu and predside Inactive to hide those students from view.

Entering Lunch Counts

For elementary and secondaryschools you can enter the lunch count for the classEnter the number of
students eating lunch on the specified date.This is a permission that needs to be added for teachers in
OEA OOAAAEAOGE cOi Obs8

& SIS Applications # Attendance

Track: Dunbar High School + Teacher: + Term: Term 3 ~ Period: P/3 ~+ | EmailPeriod || Lunch Count for 02/13/2012:

Totals Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Men Tue Wed Thu

Separate Classes

Absent  Tardy 01117 0118 0119 01120 o121 01122 01/23 01/24 01125 01/26 [l ag 01/28 01/29 01120 01131 0201 0202 02/03 02i04

Rapid Entry
This screen replaces the highlighted modules from FoxPro/desktop.

Student History Eepors

Go toHome Page> Attendance >Rapid Entry

-y .
| -I—JI Rapid Entry

a.

Click on _
1. SelectTrack: 2. Select theAttendance Code: 3. Select theAttendance Date(s) either by Date
Range or Period Range, the date will default to the current date4. Add Student(s) FromSearch
(individual students), Group or Class when adding multiple students the Attendance Code and
Attendance Date(s) selected will apply to all students listed on the left side of the screerh. If you
would like to add a Phone Log, check the box and type in a comment, the comment will applALd
individual students listed on the left side of the screen, but not the Groups or Classes.

NOTE: When adding individual students you will see two icons to the right of the student names, when
clicking on the first icon, you will see all phone logntries for that student. When you click on the second
icon, it will add all siblings to the list that are in the same Track.

You can delete a student, group or class by clicking on the r&do the left of the names.

© 2012 Utah State Office of Education SIS 2000+ Attendance Page9
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© SIS Applications # Attendance /. Reports @Help
Rapid Entry ,m
Track: Sani-Stansbury High School v
Add Student(s) From Search | Group | Class Attendance Code: << Select a Code >> v
ol i E‘“e””g‘js 'm ﬁ\ Attendance Date(s): | Date Range | Period Range
l Phone Log Entries I Add Siblings From 06/704-/20-10' To
x drill team Q« Phone log entry only applies to ALL individual students listed on the left
Add Phone Log Entry

¢ 0420-1 Home Study Period: B/3 - Olds, Teigan

« Cancel |Save »

If you put the wrong Attendarce Code in and save, you will then have to go to the individual student or
class entry screen and make the correction there. The Rapid Entry screen will not let you override
previously entered Attendance Codes.

Student Entry
This screen replaces thdighlighted module from FoxPro/desktop, which allows you to look up a student

and see his/her attendance history.

.|
5.
B

Student History

Go toHome Page> Attendance > StudenEntry

.
Click on ij_} Student Entry and the next screen will look like this:

—Search for a Student

Include Exited: [

z Cancel| | Search »

© 2012 Utah State Office of Education SIS 2000+ Attendance Pagel0
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Note: To include exited student in the search, click the box next taclude Exited:

When searching for a studenttype in identifying information such asthe Student Identifier ,Last Name,
or First Name then pressSearch. You can type in a fewetters and pressSearch A list of student names
will appear select the one that you want

Students
Ailadi Makian (3958) A-Tyler Etherington (4086) Maorgi Argote (4159) Anesa Clair (4130)
Grade: 12 Grade: 12 Grade: 12 Grade: 12
Gender. F Gender: M Gender: F Gender. F
Birthdate: 12/14/1993 Birthdate: 08/23/1994 Birthdate: 06/30/1994 Birthdate: 03/05/1994

The following screen will come up

Attendance Entry for 2 | A-Tyler Etherington (change

Track: Ouellette High School + Term: Term 3 * |leqgend
Totals Tue Wed Thu Fri Sat Sun Maon Wed Thu Fri
Absent Tardy 0117 0118 0113 0120 0121 0122 0u22 0W24 0125 0126 0127 0128
peioaen 10
Pericd B2 ul 0
Period B/2 1 (0]
Pericd Bid ul 0
Pericd 5/5 0 0
Feriod 5/6 0 0
Period 5/7 0 0
Feriod 5/8 0 0
Period B/9 1 (0]
Pericd 5/9 0 0 g
= Cancel | Save »
Period | Codel Section | Course Teacher Classroom
B 19701 Adv Theater |Stearman, L |110
B2 0512-2 Release Time|Radarmel, B|SEM
B3 4950-1 Journalism| |Bardsky, L |207
Bi4 85031 Accounting Il [McKissick, F|136
B/ 0451-2 Extended Day |Olds, T 159

Class (course) Information will always display at the bottom of the screen for the default attendance day.
If you click on a different attendance daycell), the display of class (course) information will change if a
different teacher and course are assigned.

If any changes were made, presSave

Click onLegend to the right of the drop down selectorsto see what each attendance symbol stands for

© 2012 Utah State Office of Education SIS 2000+ Attendance Pagell
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Utilities

r. Phone Log Gives the user the ability to edit or delete a previous phone log entry.

Click on the icon andhe following screen will look like this.

—Search for a Student

Include Exited: [

«z Cancel| | Search =

Note: To include exited student in the search, click the box next taclude Exited:

When searching for a student, type imdentifying information such asthe Student Identifier ,Last Name,

or First Name then pressSearch. You can type in a fewetters and pressSearch A list of student names
will appear select the one that you want

Students
Ailadi Makian (3958) A-Tyler Etherington (4086) Maorgi Argote (4159) Anesa Clair (4130)
Grade: 12 Grade: 12 Grade: 12 Grade: 12
Gender. F Gender: M Gender: F Gender. F
Birthdate: 1214/1993 Birthdate: 08/23/1994 Birthdate: 06/30/1994 Birthdate: 03/05/1994

The following screen will comeup; you may edit or delete the phone log entry.

Phone Log for © A-Tyler Etherington (chanae

Call Date Remarks Code Start Date End Date

02/09/2012 will not be in school today X 02/09/2012 02i09/2012 dit | Delete

© 2012 Utah State Office of Education SIS 2000+ Attendance Pagel2
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Reports

Below is an explanation of what was done for each report.

Attendance Collection Status
No changes were made.

WEB

FOXPRO

Reports

Attendance Collection Status
Attendance Phone Log
Class Attendance
Consecutive Absent Audit
Daily Attendance

Perfect Attendance

School Absences by Race

UT Daily Attendance

Daily Call Report

ﬁ Attendance Reports Menu

UT Attendance Term End

UT Excessive Absences/Tardies
UT Perfect Attendance

UT Report of Absent Days

UT Class Roll Worksheet

School Attendance By Class Teacher's Summary of Attendance
School Attendance For Special Altendance Collection Status
Report Category: Attendance + Report Attendance Collection Status -
Description:

Show Students” | In My Track(s)

For an administrator, to show whether teachers have taken attendance

School: ad
2010 - Sani-Stansbury High ! +

Formatting Options:

] Reported g
Filtering Options:

As Of 09/01/2009 Te 09/30/2009

1. Select Track
2. Select Formatting Options

3. Select Filtering Optionsh $ A £ZA 01 OO

Attendance Phone Log

Oi O1 AAUd O

Previously no Phone Log report on FoxPrane already existedon the Web and the following changes

were made to the report.

© 2012 Utah State Office of Education SIS 2000+ Attendance
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FOXPRO
ﬁ Attendance Reports Menu = |

WEB
Reports

Attendance Collection Status
[sttendance Phone Log |
Class Attendance
Consecutive Absent Audit

UT Daily Attendance .
UT Attendance Term End

UT Excessive Absences/Tardies

UT Perfect Attendance

Report Category: Attendance
Description:

List of students showing excused absences called in.

Show Students: | In My Track(s)

~ Report Attendance Phone Log -

School: m

2010 - Sani-Stansbury High ! -

T

Term: a

Term 1 -

Filtering Options:

As Of 08/24/2002 To 11/01/2009

1. Select Track
2. Select Term
3. Select Filtering Options

Attendance Phone Log

0ld Report
Date: 1/9/2012 From:
Student Name ID Gender Grade Talked To Relationship Call Date Code From To Remarks
0 Students \ f
Removed
New Report Att_endan ce Ph.one Log
Sani-Stansbury High School
Date: 1/12/2012 8/24/2009 - 11/1/2009
Student Name ID Gender Grade Call Date Code From To Remarks
Abaloshopper, 30078 F Eleventh  12/8/2011 V- Vacation 824/2009 8/28/2009  Student will be on vacation. Talked with Mother
Joohee
Anderegg, 7509 F Twelfth 92772011 D-Doctor's  9/24/2009  9/24/2009
Saraphena Note
Krieser, Tyron 26171 M Twelfth /2712011 J-Excused 9/23/2009 9/23/2009 waa
Juvenile
Court
3 Students

© 2012 Utah State Office of Education SIS 2000+ Attendance
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Class Attendance
Combined the two reports highlighted inthe FoxPro menu into one reporthat is highlighted in the Web

menu.

Class Attendance Reports max out for a term duration between 75 days z 80 days on displaying on the
report. If your school has a term or trimester duration more than 75 days  z 80 days, the report will cutoff
the last days of data that continue past 75 days z 80 days. But, the totals will be correct. Example: Term 1 z
90 days Term 2 - 90 days Or Term 1 z 100 days Term 2 z 80 days Or Term 1 z 180 days.

FOXPRO

WEB :
e @8 Attendance Reports Menu @lﬂlﬂ

UT Daily Attendance
UT Attendance Term End |

UT Excessive Absences/Tardies

UT Perfect Attendance

UT Report of Absent Days

|UT Class Roll Worksheet

| Daily Call Report

Teachers Summary of Attendance |
| Attendance Collection Status
Student Attendance Detail

|Master absence list

Excessive Absence w/Course Desc
10 Day Audit Report

Attendance Collection Status
Attendance Phone Log
lClass Attendance ]
Consecutive Absent Audit
Daily Attendance

Perfect Attendance

School Absences by Race
School Attendance By Class
School Attendance For Special
Ed

Student Absence and Tardy
Student Attendance

Student Attendance Detail

For Secretaries/Office

Report Category: Attendance ~ Report: Class Attendance -
Description:
For a class, shows attendance defail for all students with totals (1 term only)

Show Students: [in My Track(s)| | 1 Instruct|
School: Teacher: g Term: a

2012 - Ouellette High Schoal Liberty, Shasta - Term 3 + - Term3 -

Filtering Options:
[l Include Withdrawn Students

Report Format: Acrobat (.pdf) = | Generate Report

1. Select Track
2. Select Teacher
3. Select Term(s)
4. Select Filtering Options

© 2012 Utah State Office of Education SIS 2000+ Attendance Pagel5
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For Teachers

Report Category: Attendance ~ Report Class Attendance -
Description:
For a class, shows attendance detail for all students with totals (1 term only)

Show Students: | Instruct
School: m Term: a Class: @

2012 - Ouellette High Schoaol « Term 3 ~ to Term 3 v 5/6 CC551 - Math I -

Filtering Options:ﬂ

[l include Withdrawn Students

Report Format. Acrobat (.pdf) » | Generate Report

1. Select Track

2. Select Term(s)

3. Select Class

4. Select Filtering Options

2/16/12
0211612 Class Attendance by Term Page 1
OLD REPORT District 30 - Tooele  School: 720 - Quellette High S chool Track: A72011/12  Phone: (355) 000-0000
Term:3-3 Period:6 Teacher: Liberty, Shasta Class: CCSS1-Math (5215.2) VOC. CIP:
011612 0123/12 013012 020612 021312 0212 022712 030512 OX'1212 03'18/12 032612 0440212 040912 O416/12 042312

S tudent Trm Trm MIWRF MIWREF MIWRF MIWRF MIWRF MIWEF MIWRF MIWRFMIWREF MIWERF MIWRFMIWRF MIWRF MIWRF MIWREF ¥ID YID YID
Number Grade Name Bbs Trd ———= ——=== ————= == === —— === Ho—m— Bbs Trd Mem
] 340359 Ansle famatha 1 a - K. * 7 3 (131
2 14300%  Armuillo, Mclenley 2. a o- - a o zz
5 337529 Butz Mariadd Socoro a a L 1 a £-1
] 143109 Cardona, Justen M. (1] a = (1] a (14
] 358059 Goff, TiaMM a a * a a (141
5 127349 Gonzales, Julema 8. z a L z a 17
] 140579 Groff Kerilyn (1] a . 7 1 (14
Date: 02/162012 OLD REPORT Teacher's Summary of Attendance Page 1
Time: 14:11:34 Quellette High School : A- A 72011/12
Teacher: Liberty, Shasta (24) 02/01/2012 to 02/29/2012

Class: 5215-2 CCSS1 -Math I

Term: All Year (2 semesters), Period: 6, Cycle: Silver

February
BE S B S B S B S BESEBESIEBESE ESUESES
1 2
Student Ident PerAbs1 2 3 4 5 6 7 8 » 0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9
kngle, Samatha 34035 & o}
Brguillo, Mckenley Z2 14300 & 1]
Butz, Maria del 33752 & i}
Cardona, Justun M 14310 & 1]
Goff, Tia M 35605 & 0
Gonzales, Julena 5 12734 & 1 X
Groff, Eerilvn 14057 6 1}

© 2012 Utah State Office of Education SIS 2000+ Attendance Pagel6
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3/28/2012

Teacher: Shasta Liberty
Tem 3

Class Attendance
Ouellette High School (720)
Course: (5600-1) AP Statistics

AMBMZ
MIF Grd (M TWT
12
11
12
11
12
12
12
12
11
12

Student name
Annala, Arlis
Bendtschneider, Raedawn
Grove, Danya
Hellewell, Irving
Kaotter, Sammie
Kunze, Chul Min
Lyken, Ruston
Peyton, Courtenae
Supanich, Clenece
Talman, Latu

S - -S D= B -4

NZINZ 1E0M2 2812 ZM3NZ | 22002 | ZETHMZ 3612 322

Term 3

FMTWTFMTWTFMTWTFMTWT FMTWTFMTWTFMTWT FIM TWT FTardy Abs

=1 =1 =1 =1 =] =1 =] =1 =] =]

ole| ole| ofle| ~[a| =fa

Period: B3

10 Students

D - Mon schoal day. Attendance Codes:

. - Day nat in term.
D - Mot enrolled in class. (| dgidn't showy

I=Tardy more than 10 mins *=Tardy lessthan 5 mins B=Pre-Excused C=Cleared Seat Time [C=Doctor's Mote E=Excused because theirparents ca F=Funeral J=Excused
Juvenile Court kK=Cleared SIuff MN=Maotifed by Parert P=Personal Q=Excused Tardy R=lncarcerated S=SIuff T=Tardy | EUnexcuzed ‘“=Vacation X=Ahsent hecause they

NOTE: Your attendance codes may be different than the codes shown here.

Consecutive Absent Audit
New report was created
WEB

FOXPRO

Reports

Attendance Collection Status
Attendance Phone Log
Class Attendance

[ Consecutive Absent Audit
Dally Attendance
Perfect Attendance
School Absences by Race
School Attendance By Class
School Attendance For Special
Ed
Student Absence and Tardy
Student Attendance
Student Attendance Detail

ﬂ Attendance Reports Menu

| UT Daily Attendance
| UT Attendance Term End

| UT Excessive Absences/Tardies

i UT Perfect Attendance

| UT Report of Absent Days

|UT Class Roll Worksheet

| Daily Call Report

Teachers Summary of Attendance
Attendance Collection Status
| Student Attendance Detail

| Master absence list
|Excessive Absence w/Course Desc

] 10 Day Audit Report
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1. Select Track
2. Select Filtering Options

NOTE: As of date will default to the beginning of the school year to current date, and the Number of
Consecutive Absent Days will default to 10Your attendance codemay be different than the codes
shown here.

© 2012 Utah State Office of Education SIS 2000+ Attendance Pagel8



















































