Attendance

Introduction

Click Settings > Attendance > Settings to define your attendance preferences.
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([C) Show Attendance as a percentage (%) for each term. @ Period2 09:15 AM-10:15 AM
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1. Settings 3. Holidays

Set your academic year, indicate if you Set your holidays by clicking on dates in

use weekdays or rotation days, and the calendar. Teachers will not be able to
set your attendance categories. We take attendance for holidays or days off.
support attendance for homerooms, To reset the date as a regular school day,
classes, or both. click the date again.
2. Daily E-mail Notifications 4. Lesson Periods
At the indicated cutoff time, send Set your periods here. The system
automated e-mails to parents and supports up to 12 periods in one day.
admins.

Once enabled! teaCherS WI” Overview  Assignments = Orals Messages = Calendar = Files = Students

see homeroom attendance
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under Dashboard >
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Homeroom' |n thelr ClaSSGS, Student October 13, 2012 Monday, October 15 Markallas:\iﬂ
an Attendance tab will be Carter, Marion [ Period 1 [SINSICNENED

visible.
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Homeroom Attendance

Navigate to Dashboard > Homeroom to take attendance. Track term attendance by

hovering over the calendar icon.
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Tue,Oct16  Wed,Oct17  Thu,Oct18  Fri,Oct 19 Mon, Oct 22

October 15, 2012 [

Student Monday, October 15

Markallas:[ 3] I Attendance

No excuse!

Carter,Maricn AP L D HF

Epelbaum, Chloe [
Epelbaum, Henry [ Late 20 mins
Epelbaum, Rachel@
Hayward, James (@&
Honda, Keisuke [ Sick today

Koolhaas, Wesley [

Class Attendance

Attendance

Set attendance days under

period to the new periods.

Daily Homeroom Summary

FIELDTRIP

Warning: when you change class periods for the first time, the existing attendance records will be migrated from the default (first)

overView > Edit CIass Rotation Days: @ Monday @ Tuesday @ Wednesday () Thursday @ Friday
settings ThIS WI” then be First Lesson Period 1 % Period 1 % Period 1 % : Period 1 %
Indlcated in your Second Lesson Period 2 % Period 2 % Period 2 % : Period2 %
Attendance tab. You will

@ Add Lesson

not be allowed to take
attendance on days you
do not teach e.g. in this case Thursday.
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Tue, Oct 16
Monday, October 15

peto 1
peton 1
perod 1
peton 1
perod 1
peron 1

Wed, Oct 17
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Carter, Marion [
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Howard, Jm:sica@
&
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Lu, Ming Have not received an Attendance Excusal

Patel, Naman
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Attendance Manager

Under Settings > Attendance > Manager, you can track daily, weekly, and monthly
attendance as an administrator.
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Homeroom Classes Reporting Select date: | October 15, 2012 : I | Weekly | Monthly =) Export to PDF

< {5) Send Attendance Remlnder@
Filter by Programme | IB Diploma +| Grade: | Grade 12 + 44 October 15, 2012 pp =

[E& Manager ]
43k Settings

IB DP English A HL Literature (Grade 12) Edit : - Collapse

Student Mon, Oct 15 Comments

Filter by Filter by period

Carter, Marion pp Period 1: [0 category

Epelbaum, Chioe pp Perid 1: ([CEEEID @ AllCategories @) All Periods
Howard, Jessica pp Period 1: (=N O =3 (O Period 1

Lu, Ming pb Period 1: (IS Have not received an Attendance Excusal O ==  Operiod2
o3 OPeriod 3
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@) Operiods

o Oetods

McGreggor, lan pp Period 1: (I

Patel, Naman pp Period 1: [0
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October

[ acenr N prescr S LAre
15 0 4 1 0 0 0 5 Students

Click into individual classes to see attendance for the day, or click use the Filter to view
only specific categories. The PDF and Excel exports will maintain the different filters that

you apply.

Homeroom Classes Reporting Select date: | October 15, 2012 | IBEL | Weekly | Monthly | Export to PDF
—_—_—_— — < (&) Send Attendance Reminder E-mall £
Filter by Programme | IB Diploma +| Grade: | Grade 12 ¢ 44 October 15, 2012 pp
[E& Manager ]
1B DP English A HL Literature (Grade 12) Edit : - Collapse 5 Settings
Student Mon, Oct 15 Comments

Filter by category Filter by period
() _AllCategories (@® All Periods
‘:I ABSENT ) (O Period 1
O =3 (OPeriod 2

Send e-mail reminders to teachers who have not yet taken attendance for the day.

Lu, Ming pp Period 1: [[EEE0) Have not received an Attendance Excusal
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Faria International School
Attendance Report

Date: October 15, 2012

Classes 1
IB DP English A HL Literature (Grade 12) - Richard Chandler, Risa Aoki

Student Status Home Telephone Parent E-mails

Lu, Ming (P1) 415 325 4630 Jessica: jessica.lu@eduvo.com

Our PDF exports include Home Telephone and E-mail address to make it easier for you
to follow up with parents, and to generate lists during fire drills or school emergencies.

Reporting

If you are using ManageBac for Reports, you can view and edit the attendance
numbers for each student via the Reporting tab. Select your programme, year and
term to begin.
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Attendance
View: [ Homeroom | Filter by Programme [ 18 Diploma +] Grade: [ Grade 12 +] Academic Term: [ 2012-2013 (current) ¢ | f|_Edit
Student A CEER A EEE A A OENEE  Ad Adj
Carter, Marion a 40 0 0 0 0
Epelbaum, Chloe 0 41 0 0
Etuhu, David 0 P 0 0
Hayward, James 0 a1 0 0
Howard, Jessica 0 4 0 0
Liu, Betty 0 P 0 0
Lu, Ming 0 # 0 0
McGreggor, lan 0 41 0 0 0 0
 —

Click Edit to change the final attendance counts for each attendance category. When
generating reports, you will have the option of displaying student attendance counts on
the cover sheet, summary of achievement, or on class reports.

Homeroom Classes Reporting
View: [ Homeroom : | Filter by Programme [ I8 Diploma +| Grade: [ Grade 12 +| Academic Term: [ 2012-2013 (current) |
e ) o mE oo B oo @ )
;::2 (1] 40 0 5 0 0 0
Epelbaum, 0 41 0 0 1 0

Chloe
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