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About This Manual
Edupoint Educational Systems, LLC. develops software with multiple release dates for the software
and related documentation. The documentation is released inmultiple volumes tomeet this
commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for
Synergy processes. Due to the complex nature andmyriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

l Bold indicates user interactions such as a button or field on the screen.
l Italics indicate the option to select or text to enter.
l Notes, Tips, References, and Cautions display in themargin to provide additional information.

Notes provide additional information
about the subject.

Tips suggest advanced options or
other ways of approaching the
subject.

References list another source of
information, such as another manual
or website.

Cautionswarn of potential problems.
Take special care when reading
these sections.

Before You Begin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements andmake sure the district’s computer hardware and softwaremeet theminimum
requirements.
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Overview of Attendance
The Attendancemodule provides a way to track student attendance using either (once or twice)
daily attendance or period attendancemethods. Attendance records track a student’s absences,
therefore, recording nothing for the day or periodmeans the student is present. A district can track a
student's presence:

l By section using the ClassDaily Attendance or Class Period Attendance screen.
l By student using the Daily Attendance or Period Attendance screen.
l By section and student using the Course Attendance screen.

You can record attendance using the TeacherVUE software or through
scanning a paper attendance form. TheSynergy SIS – TeacherVUE
Administrator Guide and theSynergy SIS – TeacherVUE User Guide
explain the TeacherVUE software. This guide and its companion user
guide illustrate the other twomethods possible.

This guide illustrates how to view and edit data in the Attendance screens. The Reports section
reviews the available attendance reports you can generate and shows how to customize and print
them.

The companion guide to the User Guide,Synergy SIS – Attendance
Administrator Guide, covers the setup and configuration required for
attendance.
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Attendance Taken Summary
Synergy SIS > Attendance > Classroom Taken Attendance Summary
TheClassroomTaken Attendance Summary screen is a quick and easyway for you to see which
teachers took attendance on a given day and/or period.

Classroom Taken Attendance SummaryScreen

TheClassroomTaken Attendance Summary screen contains filter optionswhich control what
displays in the ClassroomSummaryGrid.

Classroom Taken Attendance SummaryScreen

l Show displays attendance results based on your selection:

l If All Attendance has been taken – Sectionsmarked for all meeting times – Both AM
and PM for twice daily sections, either AM or PM for once daily sections, all associated
periods for block sections, or the scheduled period for a single period section.

The ClassroomSummaryGrid does not show any sections
until all attendance is taken for the day for twice daily
attendance schools.
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l If Any Attendance has not been taken (Default) – Sections not marked for all meeting
times – One or none of either AM or PM for twice daily sections, either AM or PM for
once daily sections, one or none of associated periods for block sections, or the
scheduled period for a single period section. (At a twice daily school, this option displays
different results based on the new option to Enforce or Ignore AM/PM section settings.)

l No Filter – Displays all sections, whether attendance has or has not been taken.
l If Any Attendance has been taken – Sectionsmarked for anymeeting times – One or
both of either AM or PM for twice daily sections, either AM or PM for once daily
sections, one or more of associated periods for block sections, or the scheduled period
for a single period section.

l If All Attendance has not been taken – Displays only sections not marked for all meeting
times – Both AM and PM for twice daily sections, either AM or PM for once daily
sections, all associated periods for block sections, or the scheduled period for a single
period section.

Results for single period sections and once daily sections are
the samewhen selecting If All Attendance has been taken and
If Any Attendance has been taken.

Results for single period sections and once daily sections are
also the samewhen If Any Attendance has not been taken
(Default) and If All Attendance has not been taken.

l Section ID displays results for a specific section.
l Date displays results for a specific date. The default is the current date.
l Staff Name displays results for a specific staff member.
l Course Title displays results for a specific course title.
l Course ID displays results for a specific course ID.
l Begin Period/End Period displays results for a specific period range for schools using
period attendance.

The ClassroomSummaryGrid displays differently depending on the type of attendance used by the
school.

Period Attendance

Classroom Taken Attendance SummaryScreen
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Twice Daily Attendance

Classroom Taken Attendance SummaryScreen

Both Period and Daily Attendance

Classroom Taken Attendance SummaryScreen

In all sections, four attendance verification icons indicate whether attendance was recorded for a
course and, if so, which interface it was recorded in.

Icon Description

Attendance Not Taken
Indicates attendance was not taken and displays on the ClassDaily
Attendance, Class Period Attendance, and ClassroomTaken
Attendance Summary screens.

Click the icon to change it to the appropriate attendance taken icon.
Adding attendance reason codes and saving changes also changes the
attendance verification icon fromAttendance Not Taken to Attendance
Taken on the ClassDaily Attendance or Class Period Attendance
screens.

Attendance Taken in TeacherVUE
Indicates attendance was taken through TeacherVUE and displays on
the ClassDaily Attendance, Class Period Attendance, and Classroom
Taken Attendance Summary screens.

To change this icon on the ClassDaily Attendance or Class Period
Attendance screens, click the icon to change it to Attendance Not Taken.
Click the icon again to change it to Attendance Taken in ClassDaily
Attendance or Attendance Taken in Period Attendance.
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Icon Description

Attendance Taken in Class Period Attendance
Indicates attendance was taken through Class Period Attendance and
displays s on the Class Period Attendance and ClassroomTaken
Attendance Summary screens.

To replace existing iconswith this one, click the icon to change it to
Attendance Not Taken. Click the icon again to change it to Attendance
Taken in Class Period Attendance.

Attendance Taken in Class Daily Attendance
Indicates attendance was taken through ClassDaily Attendance and
displays s on the ClassDaily Attendance and ClassroomTaken
Attendance Summary screens.

To replace existing iconswith this one, click the icon to change it to
Attendance Not Taken. Click the icon again to change it to Attendance
Taken in ClassDaily Attendance.

l Adding, removing, or deleting attendance reasons in ClassDaily
Attendance or Class Period Attendance screens does not change the
icon.

l Posting attendance through TeacherVUE does not change existing
Attendance Taken in Class Period Attendance or Attendance Taken in
ClassDaily Attendance icons.

Sending All Teachers Reminder Emails

1. Select which teachers to send email reminders to in theEmail Recipient Filter field.

l Only Filtered Teachers – Emails only teachers whomeet the Filter Options section
criteria

l All Teachers (Default) – Emails all teachers. This is the default option.

2. Select Include Teacher with Sub to email teachers with a substitute.
3. ClickSend Teachers Reminder Emails.
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Synergy SIS emails all the teachers included in theEmail Recipient Filter field who did not take
attendance and generates the ATD806 report indicating the number of emails sent and which
teachers did not receive a reminder.

Classroom Taken Attendance SummaryScreen

ATD806 – ClassAttendance Reminder Report Output

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 1: Viewing and Verifying Attendance 19

Sending Individual Teacher Reminder Emails

1. ClickSend to email a reminder to the individual teachers who did not take attendance.

Classroom Taken Attendance SummaryScreen

Scheduling Teacher Reminder Emails

You can use theSchedule tab on the ClassroomTaken Attendance Summary screen to schedule
emails to teachers for missing attendance.

1. Select all the appropriate schedule options.
2. ClickSchedule to schedule the email reminder for all teachers with missing attendance.

Classroom Taken Attendance SummaryScreen, Scheduling Tab
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Verifying Attendance

Reviewing Attendance Taken by Teachers

The Attendance Verification screen allows you to review and verify attendance entered by teachers
for a given date. You can also add, edit, and delete arrival and departure times and notes in the
Attendance Verification List section.

1. Navigate toSynergy SIS > Attendance > Attendance Verification.
2. Confirm the current focus points to a school and not the district before adding or editing a

record.
3. Enter aDate to verify attendance for if other than today’s date (the default).
4. SelectShow Daily Arrival Time, Departure Time and Note to view these additional

details.

Attendance Verification Screen

5. Enter the number of students you wish to display inRows To Show.
6. Expand the Filters section by clickingmaximize at the right side of the Filters section.

FiltersArea

7. Enter all or part of the student’s name in Last Name and First Name to narrow the
verification list.

8. Enter theGrade to filter by grade level.
9. Enter theReason Types or select the options in the Reason Codes section to filter the type

of absences displayed.
10. ClickFilter.

Attendance Verification Screen
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All filters you set remain active even if youminimize the filter section
or if you change the focus to a different school or year. Remove all
conditions and clickFilter again to clear the filters.

11. ClickFilter to display all students with absences on that date.
12. Click thePhone icon to view the Student Phone Numbers screen.

Attendance Verification Screen

Student Phone NumbersScreen

13. Click in the calendar area for theStudent Name andBell Period orAll Day and select the
absence reason from the list.

l Enter the AM reason in theReas 1 field and the PM reason in theReas 2 field if the
student is at a twice-daily attendance school.

l Enter the reason in theAll Day field if the student is at a once-daily attendance school.
l Enter the reason in theBell Period field if the student is at a period attendance school.

Hover over anyBell Period to display a tooltip that includes
section, teacher, and classroom information.

Periodswith a grayN/S indicate the student does not have a
class scheduled for those periods.

Bold lines in the Attendance Verification List indicate there is a
note attached to that record.

Attendance Verification Screen
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14. Modify theArrival Time,Depart Time, orNote, as needed.
15. ClickStudent Name to see the Daily Attendance screen for the student.
16. ClickDate to see the Period Attendance screen for the student.
17. ClickSave.

Reviewing Attendance Submitted by Parents

Parents can submit future absences for students using ParentVUE in the web portal andmobile
application.

1. Navigate toSynergy SIS > Attendance > Review Parent Submitted Attendance.
2. Select theGreater than or equal to condition to display all the absenceswaiting for approval

beginning from theDate selected.

TheEqual to conditioni displays by default.

The current date displays by default.

All attendance reported by parents through ParentVUE displays.

3. Change theStatus to one of the following:
l Accepted – Updates the Daily Attendance or Period Attendance screenswith
absences depending on the School Setup. The attendance thenmoves to theHistory
tab.

l Denied –Moves the attendance to theHistory tab. TheProcess Message column in
the 'Processed Attendance Submitted by Parents' section on theHistory tab displays
the reason for denial. This selection does not update the Daily Attendance or Period
Attendance screens.

l Not a valid school day – Moves the attendance to theHistory tab. This selection does
not update the Daily Attendance or Period Attendance screens.

4. ClickSave.

If your administrator set attendance submitted by parents toAllow and
Automatically Accept, the absence records submitted by parents display
only on theHistory tab and do not require review or verification.
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Viewing Class Daily Attendance
TheClassDaily Attendance screen enables teachers tomodify absence records by section.

1. Navigate toSynergy SIS > Attendance > Class Daily Attendance.
2. Locate an attendance record for a section.
3. Locate the appropriate date.

l The screen defaults to today’s date. Enter a date in the field above the Class
Attendance section for a different date.

l ClickGo To Date.
l ClickGo To Current Date to return to today.
l Click <Previous Day orNext Day> to scroll to the appropriate date.

ClassDailyAttendance Screen
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4. Click a student’s name to open the Daily Attendance screen.

ClassDailyAttendance Screen

5. ClickShow 5Days from theMenu to display 5 days’ worth of attendance.

ClassDailyAttendance Screen
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6. Select your preferredDays To Show.

l Show Today Plus Previous 4 Days (Default) – This selection is the default and displays
the previous 4 days up to the current date, with the current date displayed on the right-
hand portion of the ClassDaily Attendance section.

l Show Today PlusNext 4 Days – This selection displays the current date and the next 4
days, with the current date displayed on the left-hand portion of the ClassDaily
Attendance section.

ClassDailyAttendance Screen

Days To Show is only available after selectingShow 5Days
from theMenu. If theShow 1DayMenu option is selected,
Days To Show does not display on the screen. However, the
previous selection is retained if you chooseShow 5Days
again.

7. ClickShow 1Day from theMenu to return to the single day screen.
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Editing Class Daily Attendance
1. Before adding or editing a record, confirm the current focus points to a school and not the

district.
2. Find the date to edit using:Go To Date,Go To Current Date, Previous Day, Previous

Week,Next Day, orNext Week.

ClassDailyAttendance Screen

3. Click in the appropriate absenceReason field to bring up the list of reasons.

ClassDailyAttendance Screen
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4. Select the appropriate absence or tardy reason.

ClassDailyAttendance Screen

5. Repeat these steps until youmark attendance for every student in the class.
6. ClickSave.

The first line of the Class Attendance section contains the attendance
verification icon indicating the default interface for recording attendance
for that instance. To change the default attendance interface option, click
the attendance verification icon.
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Viewing Class Period Attendance
1. Navigate toSynergy SIS > Attendance > Class Period Attendance.
2. Locate an attendance record for a section.
3. Locate the appropriate date.

l The screen defaults to today’s date. Enter a date in the field above the Class
Attendance area for a different date.

l ClickGo To Date.
l ClickGo To Current Date to return to today.
l Click <Previous Day orNext Day> to scroll to the appropriate date.
l Click <<Previous Week andNext Week>> to scroll to the appropriate week.

ClassPeriod Attendance Screen

l The absence reason for the section/period entered for each student for the section
displays in theReason Code field under the date displayed. The period of the section
shows at the top of the record.
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4. Click on the student’s name to view the Period Attendance screen.

ClassPeriod Attendance Screen

5. ClickShow 5Days from theMenu to display 5 days’ worth of attendance.

ClassPeriod Attendance Screen
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6. Select your preferredDays To Show.
l Show Today Plus Previous 4 Days (Default) – This selection is the default and displays
the previous 4 days up to the current date, with the current date displayed on the right-
hand portion of the Class Period Attendance section.

l Show Today PlusNext 4 Days – This selection displays the current date and the next 4
days, with the current date displayed on the left-hand portion of the Class Period
Attendance section.

ClassPeriod Attendance Screen

Days To Show is only available after selectingShow 5Days from
theMenu. If theShow 1DayMenu option is selected,Days To
Show does not display on the screen. However, the previous
selection is retained if you chooseShow 5Days again.

To view 5 days at a time using Class Period Attendance, set
Attendance Entry Method for Teachers and Class
Attendance inSynergy SIS > System > Setup > School Setup
toBySection. If you select either BySection – Fill All or ByBell
Period forAttendance Entry Method for Teachers and Class
Attendance, you cannot view Class Period Attendance 5 days at a
time.

7. ClickShow 1Day from theMenu to return to the single day screen.
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Editing Class Period Attendance
1. Before adding or editing a record, confirm the current focus points to a school and not the

district.
2. Find the date to edit usingGo To Date,Go To Current Date, Previous Day, Previous

Week,Next Day, orNext Week.

ClassPeriod Attendance Screen

3. Click the appropriate absenceReason Code field to bring up the list of reasons.

ClassPeriod Attendance Screen
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4. Select the appropriate absence or tardy reason.

ClassPeriod Attendance Screen

5. Repeat the preceding steps until youmark attendance for every student in the class.
6. ClickSave.

The first line of the Class Period Attendance section contains the
attendance verification icon indicating the default interface for recording
attendance for that instance. To change the default attendance interface
option, click the attendance verification icon.
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Viewing Course Attendance
TheCourse Attendance screen shows all of the student’s sections for the year sorted by period. It
enables teachers tomodify absence records by student.

1. Navigate toSynergy SIS > Attendance > Course Attendance.
2. Locate an attendance record for a student.

l The period number, section name, and section ID (in parenthesis) display in thePeriod
field.

l The screen also shows the course title, section ID, enter and leave dates, and term
code for the section.

Course Attendance Screen

4. Select the term from theCourse Terms field to limit the sections displayed to just one term’s
sections.

5. Click the line number for the appropriate course.
6. ClickShow Detail to see the Student Attendance Calendar.

Course Attendance Screen

The calendar defaults to today’s date so the calendar displays
empty if the section does not meet today.
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l The calendar shows twomonths’ worth of attendance with the date range for the
section at the top of the calendar. TheDay field shows the date and theCode field
shows the absence reason code.

Course Attendance Screen

7. Locate the appropriate d date.

a. The screen defaults to today’s date. Enter a date in the field above the Class
Attendance section for a different date.

b. ClickGo To Date.
c. ClickGo To Current Date to return to today.
d. Click <<Previous orNext>> to scroll forward amonth at a time.

8. Select the Totals tab to see a summary of the student’s absences for the year broken down
by reason, type, and day of the week.

Course Attendance Screen
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9. SelectCourse Attendance ByCourse from theMenu to display courses.

Course Attendance Screen

l Each course displays byPeriod,Course Title, andSection ID.

Course Attendance Screen

10. SelectCourse Attendance by Section from theMenu to switch back to the Section screen.

Course Attendance Screen
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Editing Course Attendance
1. Before adding or editing a record, confirm the current focus points to a school and not the

district.
2. Click the number of the appropriate course to select it.

Course Attendance Screen

3. ClickShow Detail.

Course Attendance Screen

4. Locate the required date on the Student Attendance Calendar.

Course Attendance Screen
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5. Click in the appropriateCode field to bring up the list of absence reasons.

Course Attendance Screen

6. Select the appropriate absence or tardy reason.

Course Attendance Screen

7. Repeat the steps until youmark attendance for every day needed in each section.
8. ClickSave.
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Viewing Daily Attendance
TheDaily Attendance screen allows teachers to add and edit students' attendance.

1. Navigate toSynergy SIS > Attendance > Daily Attendance.
2. Locate an attendance record for a student.
3. Locate the appropriate date.

l The screen defaults to the last twomonths. ClickShow Full Year to show all months
for the current school year.

l Enter the appropriate date in theDate field to select another range of dates.
l ClickGo To Current Date to return to today.
l ClickGo To Date.
l Click <<Previous Month orNext Month>> to scroll to the appropriatemonth.

DailyAttendance Screen

The student information displays on the top of any student-related screen
and you can only edit it in the Student screen.

TheReason field displays the absence code and theValue field displays the absence amount.
These fields calculate automatically.

The Daily Attendance Calendar section shows theReason andValue
fields for the All DayCode only if you select theUse All Day Logic option
within School AttendanceOptions.

The calendar also shows theAttendance 1 andAttendance 2 fields
based on the options selected in theAttendance Type field in School
AttendanceOptions.
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TheDisplayOptions on the Daily Attendance screen allow you to hide certain fields or to display the
current month at the top of the Daily Attendance Calendar section.

l Display Current Month First on the Daily Attendance Calendar – Adjusts the Daily
Attendance Calendar automatically to the option chosen

l Yes – Changes the calendar to the new display with only 1 week prior to today's date
above it

l No and blank –Maintains the current 8-week prior to today's date functionality

DailyAttendance Screen

The number in theDay column indicates the date. If the date is bold, the student had a full-day
absence. Otherwise, the absences show but the date is not bold.

Date In Bold

If you click the date, the Daily Attendance Detail screen shows details about the absence.

DailyAttendance Detail Screen
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Viewing a Student's List of Absences and Reasons

TheDays of Activity tab lists theDate andWeekday of absences and displays the absence
reason in theReason 1 orReason 2 field.

DailyAttendance Screen, DaysOf Activity Tab
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Viewing a Student's Absence and Reason Totals

The Totals tab summarizes the number of absences by reason or by type. Synergy SIS calculates
theReason Percentage and Type Percentage based on the number of uses of a reason/type
divided by the total days enrolled to date.

When All DayCode logic is on, Synergy SIS uses the All DayCode
columnminus tardy codes for the occurrences count. When All DayCode
logic is off, Synergy SIS uses the Attendance Code counts as the
occurrences count.

DailyAttendance Screen, TotalsTab
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Viewing a Student's Attendance History

TheHistory tab lists all the absences and tardies for the student, arrival and departure times, and
additional notes for the reasons.

DailyAttendance Screen, HistoryTab

You can filter the History that displays by date and/or reason.

1. Enter the starting date of the period to be viewed in theRange Start field and the ending date
in theRange End field.

2. Select up to three absence reason types in theReason Type field.
3. ClickFilter.
4. Click Clear All to clear the filter and see all of the absences again.
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Viewing a Student's Attendance Letter History

TheAttendance Letters tab lists all attendance letters sent to the student and their parents through
the Attendance Letter screen.

DailyAttendance Screen, Attendance LettersTab

The letters created for the student display with the threshold used. The Threshold is the number of
the type of absence reason defined in the letter. For example, a student with 1 tardymight get a
different letter than a student with 10 tardies.

TheRun Date details when the letter was processed in a date and time format.
If attendance changes for a student that invalidates a previously achieved threshold, the next time
that letter is processed, it strikes through the now invalid letter and applies aRollback Date. This
also removes any attached discipline incidents.

The Incident ID displays the incident that was created by the letter process.

Viewing a Student's Concurrent Attendance

TheConcurrent Attendance tab shows all concurrent attendance for the selected student.

DailyAttendance Screen, Concurrent Attendance Tab

Copyright 2003-2020 Edupoint Educational Systems, LLC



48 Attendance User Guide
Chapter 5: Daily Attendance

Editing Daily Attendance
Using theCalendar tab is the fastest way to take attendance for multiple dates for a student.
However, to enter additional details, youmust click on the date to bring up the detail screen.

1. Navigate toSynergy SIS > Attendance > Daily Attendance.
2. Locate the appropriate date.

DailyAttendance Screen
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3. Click in the appropriate absenceReason field to bring up the list of reasons.

DailyAttendance Screen

4. Select the reason that best applies to the student’s tardy or absence.
5. ClickSave.
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6. Enter additional details for the student’s attendance by clicking the date on the calendar.

DailyAttendance Screen

This brings up the Daily Attendance Detail screen, which is the same screen on theDaily
Entry tab.

DailyAttendance Detail Screen
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a. Select the absence reason from theReason field in either the Attendance 1 or
Attendance 2 section.

b. If Use Absence Amount is on, you can adjust the Absence Amount. The amount
cannot total over 1.0 between both reasons (if shown).

c. Enter the student’sArrival Time andDeparture Time and the Total Minutes
Attended. Synergy SIS does not use theArrival Time andDeparture Time in
attendance calculations and does not automatically calculate Total Minutes
Attended.

d. Enter aNote explaining the student’s attendance.
e. ClickSave.

The state does not track information on tardies, so the school should set
these absence amounts to 0 or delete them before reporting to the state.

Modifying a Student's Attendance Records

You can use theDays of Activity tab to add, edit, or delete attendance records.

1. Select theDays of Activity tab.
2. ClickAdd.

DailyAttendance Screen, DaysOf Activity Tab
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3. Enter the appropriate date in the new line that displays.

DailyAttendance Screen, DaysOf Activity Tab
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4. Click theReason fields and select a reason for the absence or tardy.

DailyAttendance Screen, DaysOf Acitvity Tab
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5. ClickSave. TheWeekday field fills automatically and the new entry displays in the correct
chronological order in the list.

DailyAttendance Screen, DaysOf Activity Tab

Once you record a date on theDays of Activity tab, you can only
edit the absence reason.

6. Find the entry you wish to edit and click that field.
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7. Select the new Reason in the list of absences or tardies.

DailyAttendance Screen, DaysOf Activity Tab

8. ClickSave.

To change the date, youmust delete the record and add a new record.

1. SelectX to delete the line.
2. ClickSave.
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Modifying a Student's Attendance Notes

TheHistory tab allows you to add or edit notes regarding the student’s attendance.

1. Select theHistory tab.
2. Click the line number of the appropriate record.

DailyAttendance Screen, HistoryTab
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3. ClickShow Detail.

DailyAttendance Screen, HistoryTab

4. Change theAttendance Note.

DailyAttendance Screen, HistoryTab

5. ClickSave.
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6. ClickHide Detail to collapse the record’s detail screen.

DailyAttendance Screen, HistoryTab, Attendance HistoryDetail
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Modifying a Student's Attendance Details

TheDaily Entry tab allows you to add or edit details of the student’s attendance.

1. Select theDaily Entry tab.

DailyAttendance Screen, DailyEntryTab
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2. Enter the date.

a. Today’s date displays by default. Enter the date in theDate field and clickGo To Date
to switch to another date.

b. ClickGo To Current Date to switch back to today’s date.

DailyAttendance Screen, DailyEntryTab

3. Select the absence reason in theReason field of either the Attendance 1 or Attendance 2
area.

4. Enter any information about the absence. IfUse Absence Amount is on, you can also adjust
the absence amount. The amount cannot total over 1.0 between both reasons.

5. Enter the student’sArrival Time,Depart Time, and Total Minutes Attended. The
attendance calculations do not useArrival Time andDepart Time and do not automatically
calculate Total Minutes Attended.

6. Enter aNote explaining the student’s attendance.
7. ClickSave.
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Viewing Period Attendance
The Period Attendance screen allows teachers to add and edit students' attendance.

1. Navigate toSynergy SIS > Attendance > Period Attendance.
2. Locate an attendance record for a student.

Period Attendance Screen

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 6: Period Attendance 63

3. Locate the appropriate date.

l Enter the appropriate date and clickGo To Date to select another range of dates. By
default, theGo To Date you enter displays on the fourth line from the bottom in the
Period Attendance Calendar section. For example, in a Period Attendance Calendar
section showing 30 days, theGo To Date displays on line 27.

There are some exceptions to the default behavior described
above:

l If theDays to Show value is less than 4, theGo To
Date displays on Line 1 of the Period Attendance
Calendar section.

l If theGo To Date you enter is before the School
Calendar start date, Synergy SIS adjusts the Period
Attendance Calendar section to display the first day of
the School Calendar on Line 1 and replaces theGo To
Date value with the date displaying in the fourth line
from the bottom of the section.

l If theGo To Date you enter is after the School
Calendar end date, Synergy SIS adjusts the Period
Attendance Calendar section to display the last day of
the School Calendar on the last line of the section and
replaces theGo To Date value with the date displaying
in the fourth line from the bottom of the section.

l If theGo To Date you enter is not a valid school date (a
Saturday or Sunday, for example), Synergy SIS adjusts
the Period Attendance Calendar section to display the
next valid date in place of theGo To Date value.
Synergy SIS does not change theGo To Date value to
reflect the next valid date.

l ClickGo To Current Date to return to today's date.
l Enter the number of days to display in theDays to Show field to change the number of
days visible.

l ClickPrevious XX Days orNext XX Days to scroll to the appropriate XX-day period.
The XX reflects the value you enter in theDays To Show field. For example, in the
previous image, XX = 30.

The functionality of Previous XX Days andNext XX Days
follows theGo To Date behavior described previously.

l Do Not Show Special Attendance Codes (N/S, N/E, N/I) enables you to not show
N/S, N/E, and N/I codes in sections that would otherwise show them.
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l UseQuick Entry – Single orQuick Entry – Range from theActions menu to edit the
attendance. The following section, Editing Period Attendance, explains these further.

Be careful not to use these date fields to try to switch dates, as
they actually change the attendance instead of changing the
dates displayed.

l TheAbsence Amount field contains the calculated absence amount for each day’s
absences. This value does not automatically calculate and only updates through the
MassChange Attendance functionality.

Youmust select theUse All Day Logic option within School
AttendanceOptions to view theAbsence Amount field.

l In the calendar section, the absences display byBell Period. If the student does not
have a class for a period, the box is gray andN/S (Not Scheduled) displays. If the
student was absent all day, record the absence in theAll Day Code field. Based on the
setup option selected, this can calculate automatically or you can enter it manually.

l If you hover your pointer over a period in the calendar, the Section, Teacher, Room,
and Period display.

Period Attendance Screen, Calendar

l If you click a blue underlined link, the Period Attendance Detail screen displayswith
additional details about the absence. TheReason 1 field shows the All DayCode.

Period Attendance Detail Screen
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Viewing a Student's List of Absences and Reasons

TheDays of Activity tab lists all absence dates for a student. It shows the date when you recorded
the absence, displays the absence reason in theAll Day Code andBell Period fields, and shows
the calculated absence amount for each day’s absences in theAbs Amt field.

Youmust select theUse All Day Logic option within School Attendance
Options to view theAbs Amt field.

Period Attendance Screen, DaysOf Activity Tab
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Viewing a Student's Absence and Reason Totals

The Totals tab summarizes the number of absences by reason or by type and by period. The
Reason Percentage and Type Percentage calculate based on the number of times a reason/type
displays divided by the Total Days Enrolled to Date.

Period Attendance Screen, TotalsTab

You can filter the totals by date and/or type of absence.

1. To filter by date, enter the starting date of the period inRange Start and the ending date in
Range End.

2. To filter by type of absence, select the absenceReason Type. You can select up to three
types.

3. To hide the rowswithout absences, selectHide Empty Rows.
4. After selecting the filter criteria, clickFilter.
5. To clear the filter and see all absences again, clickClear All.
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Viewing a Student's Attendance History

TheHistory tab lists all absence dates for the student, similar to theDays of Activity tab.
However, it providesmore detailed information regarding the time of arrival and departure and total
minutes attended. It also provides additional notes regarding the reason for the tardy or absence.

Period Attendance Screen, HistoryTab

You can also filter the history by date and/or type of absence.

1. Enter the starting date of the period to view inRange Start and the ending date inRange
End to filter by date.

2. Select the absenceReason Type to filter by type of absence. You can select up to three
types.

3. ClickFilter.
4. ClickClear All to clear the filter and view all absences again.
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Viewing a Student's Attendance Letter History

TheAttendance Letters tab lists all attendance letters sent to the student and their parents through
the Attendance Letter screen.

Period Attendance Screen, Attendance LettersTab

The letters created for the student display with the threshold used. The Threshold is the number of
the type of absence reason defined in the letter. For example, a student with 1 tardymight get a
different letter than a student with 10 tardies.

TheRun Date details when the letter was processed in a date and time format.
If attendance changes for a student that invalidates a previously achieved threshold, the next time
that letter is processed, it strikes through the now invalid letter and applies aRollback Date. This
also removes any attached discipline incidents.

The Incident ID displays the incident that was created by the letter process.

Viewing a Student's Concurrent Attendance

TheConcurrent Attendance tab shows all concurrent attendance for the selected student.

Period Attendance Screen, Concurrent Attendance Tab
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Viewing a Student's Attendance Summary

TheSummary tab displays Period Attendance Type Totals and Period Attendance Reason Totals
as bar graphs. The values Synergy SIS uses to populate the bar graphs come from the Totals tab
on the Period Attendance screen.

Period Attendance Screen, SummaryTab

The Period Attendance Types and Reasons generate from the codes selected in theUsed in
School column on the School Attendance Code screen and the Periods available generate from the
School Setup screen. The filter selections remain in place, even when switching tabs, until you leave
the screen or the page refreshes.

Selecting a graph value opens the Totals tab and highlights the Type orReason selected.

TheSummary tab follows standard Pad Security functions but there is no entry in Security
Definition, as the graphs are not bound to a business object.
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Editing Period Attendance
You can enter andmodify period attendance in several locations on the Period Attendance screen.

Editing attendance on theCalendar tab is the quickest way to take attendance for the student for
multiple dates and periods.

1. Navigate toSynergy SIS > Attendance > Period Attendance.
2. Locate the desired student.
3. Locate the desired date.

Period Attendance Screen
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4. Click the desiredBell Period field to bring up the reasons.

Period Attendance Screen

5. Select the reason that best applies to the student’s tardy or absence.
6. ClickSave.

TheQuick Entry - Single option in theActions menu allows you to update all period attendance for
one date. You can select a single reason and that reason can override all other reasons previously
entered. Additionally, you can add aNote to the entry here.

Period Attendance Screen

To change the attendance for a single date for all periods:

1. Enter theDate.
2. Select the absence reason to enter from theReason field.
3. To override existing entries for this date, selectOverride All Reasons.
4. ClickUpdate Attendance.
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TheQuick Entry - Range option in theActions menu allows you to update all period attendance
within a range of dates. You can select the periods that need altering aswell as the reason for the
absence/tardy. That reason can override all other reasons previously entered. You can also select
not to update the All DayCode. Additionally, you can add aNote to each entry in the range by
entering it here.

Period Attendance Screen

To change the attendance for the student for a range of dates and periods:

1. Enter the starting date inDate Begin.
2. Enter the last date inDate End.
3. Select the range of periods to change by selecting the starting period fromPeriod Begin and

the last period fromPeriod End.
4. Select the absenceReason.
5. To override existing entries for those dates and periods, selectOverride All Reasons.
6. If you set the all-day code to calculate automatically in the setup, Synergy SIS fills in the same

absence reason in All DayCode as the reasons selected in all periods for that day. All periods
must have the same absence reason for the code to enter automatically. To turn this function
off when usingQuick Entry – Range, selectDo Not Update All Day Code.

7. ClickUpdate Attendance Range.
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To enter more detailed information about the attendance, click the date or weekday name to open
the Period Attendance Detail screen.

Period Attendance Detail Screen

To add attendance in the detail screen:

1. If the student was absent the entire day, select the absence reason inReason 1 to enter an
all-day code.

2. Enter the student’sArrival Time, Departure Time, and Total Number of Minutes
Attended.

3. Enter aNote explaining the student’s all day attendance.
4. Select theAbsence Reason for each period in the Calendar. You can add attendance notes

for each period in theNote fields.
5. ClickSave.
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Modifying a Student's Attendance Records

Use theDays of Activity tab to add new attendance or to edit or delete existing attendance
records.

1. Select theDays of Activity tab.
2. ClickAdd.

Period Attendance Screen, DaysOf Activity Tab

3. In the new line that displays at the bottom of the area, enter the desiredDate.

Period Attendance Screen, DaysOf Activity Tab

4. The first column to the right of the date is the All DayCode. Use this for a whole day absence.
If you want to mark only one period, select a reason for the absence or tardy in the column for
that period.

Period Attendance Screen, DaysOf Activity Tab
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5. ClickSave. The entry sorts chronologically in the list.

Period Attendance Screen, DaysOf Activity Tab

Once you record a date on theDays of Activity tab, you can edit it. To change the absence or tardy
reason within a date:

1. Click on theDate andBell Period that need altering. The list of absences or tardies displays.
2. Select the new reason.

Period Attendance Screen, DaysOf Activity Tab

3. ClickSave.
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Recording Attendance by Absence Amount
Some schools that use daily attendance want to record the exact amount of absence for each
student using the absence amount instead of letting Synergy SIS calculate it. The school can take
daily attendance only twice a day at most, so the calculated absence can only capture half or full day
absences (0.50 or 1.00 FTE). Using the absence amount, you can record absences by the quarter
day aswell.

Recording Absence Amount

1. Navigate toSynergy SIS > Attendance > Daily Attendance.
2. Locate the student.
3. Click the underlined date.

DailyAttendance Screen
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4. Select the absenceAmount. If the school takes attendance twice a day, the total absence
amount for each half day cannot bemore than 0.50.

DailyAttendance Detail Screen

5. Select the reason for the absence from the Attendance 1Reason and/or Attendance 2
Reason.

6. ClickSave.
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Viewing School Enrollment History
The School Enrollment History screen provides a quick way to view the school’s enrollment
throughout the year and see the ADM for each day in the school year. It also provides the data for
the STU603 report, which can provide a year-to-year comparison of attendance. For the
comparison to display, both last year and the current year must have updated enrollment history.

1. Navigate toSynergy SIS > Attendance > Setup > School Enrollment History.

SchoolEnrollment HistoryScreen

l Day of Year andDate – List each day the school is in session from the first school day
through the end of the year.

l Students – Shows the total number of enrolled students on each day.
l Enrollments – Shows the total number of enrolled students on each daywith a tuition
payer code of 1, Eligible for State Funding.

l ADM – Shows the result of dividing the total number of enrolled days for all students
eligible for state funding by the number of school days in the period.

2. To view the ADMdetail by grade, clickShow Detail. The detail screen shows the number of
students, enrollments, and ADMby grade level.

SchoolEnrollment HistoryScreen, TotalsDetail
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Editing School Enrollment History
The School Enrollment History screen does not automatically update as enrollment and attendance
records change.

1. ClickMaximize in the Update Current Year Snapshot area to show theCalculate Records
button.

SchoolEnrollment HistoryScreen

2. If you want to update the records for the entire district instead of just the school in focus, select
for the Entire District.

3. ClickCalculate Records.

4. To update the records and show only the information for a specific track, select the track from
Track Filter. It can show each track individually or combine all of the tracks’ records if you
select Tracks Combined.

5. ClickCalculate Records to update by the track selection.
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Changing Multiple Students’ Attendance
When groups of students are absent for a particular date or set of dates for school-related activities
(such as sports, clubs, or performances), changes to all student attendance recordswithin that
grouping can occur at the same time. This is also true for updating the absence code value,
expanding filtering, saving unlimited definition sets, scheduling process jobs, and resetting historical
tardies to 0.00.

Each school must define and process their mass change attendance definitions. The procedure for a
mass attendance change depends on whether your school takes daily attendance or period
attendance. To determine the attendance type at your school:

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. Locate the School Attendance Type field in the Type Information section.

SchoolSetup Screen

For period attendance, see Period Attendance. For daily attendance, see
Daily Attendance. For additional information, see Selecting Student Filter
Criteria and ViewingMassChange Attendance History.
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Period Attendance

The following steps describe how to changemultiple students' attendance at a period attendance
school.

1. Navigate toSynergy SIS > Attendance > Mass Change Attendance.

MassChange Attendance Screen

2. Select the appropriate Type of Change. The options areChange All Day Code,Change
Period Attendance, andSignificant Period.

3. Complete the appropriate procedure below forChange All Day Code,Change Period
Attendance, or Significant Period.
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Change All Day Code

MassChange Attendance Screen

1. To change a specific all day code, select the existing one to change in the From field and
select the all day code to change it to in the To field.

MassChange Attendance Screen

Examples:

l To change students with no absence recorded, leave From blank.
l To change all codes, select ***-Override Any Value in From.
l To choose which periods to update, select ***-Override Any Value in From and either
***-Dominant Reason, ***-Dominant Reason In Selected Period Range, ***-Selected
Period, or ***-Highest Ranking Code in To.

Dominant Reason applies the dominant reason for all periods and
Dominant Reason In Selected Period Range applies the dominant
reason for only the selected periods.

Highest Ranking Code applies the All DayCode Rank as defined in
District Attendance Code for all periods.

2. UnderApply Changes for Dates, enter the appropriate date range.

MassChange Attendance Screen

3. To base the change on how many of certain reason codes are in a range of periods:

a. Select theminimumnumber of occurrences and the type of reason codes in the fields
within If __ or more reason codes of type __ occurred during the day.
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b. Select the start and end of the range of periods in From and To.

MassChange Attendance Screen

4. If you selectAllow new daily records to be created, you can change the All DayCode for
period attendance schools and students. This option hides from view if you select values
within If __ or more reason codes of type __ occurred during the day, as you cannot
use the two criteria together.

MassChange Attendance Screen

5. If you selectReason Code as the type, select the options for the specific reason codes to
count in theReason Codes section that displays.

MassChange Attendance Screen

6. Under Apply Changes To Period Attendance:

l SelectDo Nothing With Attendance to leave attendance for individual periods
unchanged.

l Select Fill Periods If No Attendance to change periods that have no absence reason
entered to the code selected in To.

l SelectOverride All Period Attendance to change all periods to the code used for the
All DayCode.

MassChange Attendance Screen

7. Select criteria on theSelecting Student Filter Criteria tab.
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Change Period Attendance

MassChange Attendance Screen

1. To change a specific attendance reason code, select it in From and To. To change any code,
select ***-Override Any Value. To change students with no absence recorded, leave From
blank.

MassChange Attendance Screen

2. UnderApply Changes for Dates, enter the date range the change applies to.

MassChange Attendance Screen

3. Select the periods to include in themass change by using From and To underApply
Changes For Periods.

MassChange Attendance Screen
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4. Select theChange The All Day Code option to change the All DayCode aswell.

MassChange Attendance Screen

5. Select criteria on theSelecting Student Filter Criteria tab.

Significant Period

MassChange Attendance Screen

1. To change the All DayCode to the code entered for a specific period, select values in If the
All Day Code matches the value __ then update it to match the code found in Period
__.

2. Select the start and end dates for the change. This should cover the date range From __ To
__.

MassChange Attendance Screen

3. Select criteria on theSelecting Student Filter Criteria tab.

Arranging significant period changes in advance

1. Configure a significant periodmass change as described above, including student filter
criteria.

2. SelectSchedule Attendance Job from theMenu.

MassChange Attendance Screen

3. Name the job.
4. Enter the time of day in HH:MMAM/PM format.
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5. ClickSchedule Job.

Schedule Attendance Job Screen

The job displays in the Currently Scheduled Jobs section and after it runs, it displays on the Job
History tab.

MassChange Attendance Screen
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Daily Attendance

The following steps describe how to changemultiple students' attendance at a daily attendance
school.

1. Navigate toSynergy SIS > Attendance > Mass Change Attendance.

MassChange Attendance Screen

2. Select the code to change From and the code to change To under change Reason Codes..

MassChange Attendance Screen

3. Enter the beginning and end of the date range for which tomake the change under Apply
Changes For Dates.

MassChange Attendance Screen
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4. Enter the Total Minutes Attended.

MassChange Attendance Screen

5. Select criteria on theStudent Filter Criteria tab, as described below.

Selecting Student Filter Criteria

To change the attendance for selected students only, enter the criteria for the students on the
Student Filter Criteria tab. Select all grade levels and leave all other criteria blank to change all
students.

1. Select theStudent Filter Criteria tab. Five types of filters are available:Group,Grade,
Section, Teacher, and Students. You can apply these filters in any combination.

MassChange Attendance Screen, Student Filter Criteria Tab
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2. Select aGroup.

MassChange Attendance Screen, Student Filter Criteria Tab

3. Select one or moreGrade levels.

MassChange Attendance Screen, Student Filter Criteria Tab
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4. ClickChooser in the Section area. The Chooser screen opens.

MassChange Attendance Screen, Student Filter Criteria Tab

5. Enter all or part of theSection ID.
6. ClickFind.

Chooser Screen
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7. Click aSection ID or hold down the Ctrl key and clickmultiple section IDs. Then clickAdd
Selected Row(s) >. Selected sectionsmove to the Selected Items area.

Chooser Screen

8. ClickSelect.
9. ClickChooser in the Teacher section. The Chooser screen opens.

MassChange Attendance Screen, Student Filter Criteria Tab

10. Enter all or part of the teacher’s name.
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11. ClickFind.

Chooser Screen

12. Click a teacher. The teacher moves to the Selected Items section.

Chooser Screen

13. ClickSelect.
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14. ClickChooser in the Students section. The Chooser screen opens.

MassChange Attendance Screen, Student Filter Criteria Tab

15. Enter all or part of the student’s name,Perm ID, or other criteria.
16. ClickFind.

Chooser Screen

17. Click a student. The student moves to the Selected Items section.

Chooser Screen

18. ClickSelect.
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19. ClickApply Attendance.

MassChange Attendance Screen, Student Filter Criteria Tab

20. A Job Statuswindow displays . When the process completes, a Job Result screen displays .
The listed files show which records changed and any errors that occurred. Click any file to
open it.

MassChange Attendance, Job Result Screen
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Viewing Mass Change Attendance History

The Job History tab records scheduledmass changes that ran.

MassChange Attendance Screen, Job HistoryTab

See Significant Period for more information.

Using Mass Change Attendance Definitions
There are four tabswithin theMassChange Attendance screen: theMass Attendance Change
tab, theStudent Filter Criteria tab, theAbsence Amount Definition tab, and theScheduling
tab.

Mass Change Attendance Definition Functionality

l Each school must define theMassChange Attendance definitions.
l Each school must process theMassChange Attendance.
l There are four tabswithin theMassChange Attendance screen: theMass Attendance
Change tab, theStudent Filter Criteria tab, theAbsence Amount Definition tab, and the
Scheduling tab.

Creating a Mass Change Attendance Definition

The following steps describe how to create amass change attendance definition. See Create/Copy
MassChange Attendance Definition to reuse an existing template for another school.

1. Navigate toSynergy SIS > Attendance > Mass Change Attendance.
2. ClickAdd.
3. Enter theMass Attendance Job Name.
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4. Select the Type of Change:Change All DayCode,Change Period Attendance, Significant
Period,Daily Attendance,CalculateMinutes by Type, orChangeMultiple Periods. The
Conditions section of the window updates tomatch the selection. Note that this is the same
functionality as the original MassChange Attendance screen.

l Change All DayCode – Ability to change the All DayCode with additional options such
as overriding period attendance and filling blank period attendance for a specific date or
date range. You can also enter a $DATE wildcard as a variable in this area.

When creating a new MassChange Attendance Definition for
Change All DayCode:

l The Apply Changes to Period Attendance area defaults to
DoNothingWith Attendance.

l You can also select to remove the daily attendance code if
the conditions are not met.

l In the Daily Absence Amount Options, you can Change
All DayCode ToHighest Ranking Code.

l Change Period Attendance –Options to change the period code values for a specified
date or date range from one value to another.

l Significant Period – Ability to update the All DayCode tomatch the code of a significant
period for a specific date or date range.

l Daily Attendance – Used for schools using the Attendance Type (School Setup) of
Daily Attendance.

l CalculateMinutes by Type – Provides the option to calculate the total minutes by type of
attendance option.

l ChangeMultiple Periods – Provides the option to changemultiple periods in a single
mass change attendance definition. The ChangeMultiple Period section opens. Select
options as needed.

Youmust substitute theMassChange Attendance Definition screen
in PAD Security to use this feature.
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5. Select theAbsence Reasons that count as an absence during theMassChange
Attendance process. This option is only available during the Change All DayCode type of
change process.

MassChange Attendance Definition Screen

6. ClickSave.
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Student Filter Criteria

For examples of how your filter selectionswill affect your result, expand the Filter Examples section.

1. UseAdd orChooser for each appropriate area to filter the list of processed students. Filter
students byGrade, Section, Student, Teacher, or Student Group.

2. All the areas have an additional field to allow exclusion. SelectExclude to eliminate the
selected value during the process.

MassChange Attendance Definition Screen, Student Filter Criteria Tab

The filters are in an AND condition.
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Absence Amount Definition

1. Select the Type of Absence Calculation.

MassChange Attendance Definition Screen, Absence Amount Definition Tab

Additional options and information display on this tab depending on
the options selected.

l Minutes –When you select this option,Absence Amount Definition Type displays .
Select the option that best fits how you want minutes calculated.

l Default Minute Per Period Amount – This option gives the ability to assign a
certain amount of minutes per period. If you select this option, all bell periods use
the same number of minutes.Default Period Amount displays , allowing you to
select a default amount (in minutes) for each period.
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l School Calendar Bell Schedule – Youmust define bell scheduleswith Bell
Schedule Definition and assign them to the School Calendar accordingly
(Synergy SIS > Attendance > Setup). Each bell period aligns to the bell
schedule period amount for the day. If a sectionmaps to a bell period that is not
contained in the selected bell schedule, it uses zerominutes for that section.

MassChange Attendance Definition Screen, Absence Amount Definition Tab
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l Percentage Threshold – This option evaluates the students’ daily schedules to
determine the actual number of scheduled periods for that day, dependent upon the
periods selected on theMass Attendance Change tab.

MassChange Attendance Definition Screen, Absence Amount Definition Tab
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l Period Number Threshold –When selecting this option, the school must complete the
Period Amount Threshold area, indicating the number of periods present equal to the
absence amount.

MassChange Attendance Definition Screen, Absence Amount Definition Tab

l Absence Raw Percentage FromPeriod Count – This option returns the exact
percentage absent amount based on the number of enrolled periods of a student.
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l Absent Percentage FromMinutes Threshold – The absent percent is calculated using
minutes from the bell schedule. Once themass change process has determined the
absent percent for the day, the threshold section is used. Synergy SIS evaluates each
line, starting from the top line to the bottom. Once Synergy SIS finds a line that matches
the absent percent, the daily attendance amount is set using the value in theAbsence
Amount column.

MassChange Attendance Definition Screen, Absence Amount Definition Tab

Scheduling

1. Select theScheduling tab.

MassChange Attendance Definition Screen, Scheduling Tab

2. SelectOnce,Daily,Weekly, orMonthly for theRecur Type. The default is blank, which is the
same asOnce. Additional options display depending upon yourRecur Type selection.
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3. Enter email addresses inEmail the following address(es) upon completion of the Mass
Change Attendance Defnitions Synchronization job. Synergy SIS sends a notification
indicating success or error to the emails entered in this field.

l Separatemultiple email addresseswith a comma.
l There is a 100-character limit in this field.

Email Notification – Success

EmailNotification - Success

Email Notification – Attachment

EmailNotification - Attachment
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Email Notification – Error

EmailNotification - Error

4. Confirm the data set is correct within the selectedMassChange Attendance Definition.
5. ClickApply Attendance. This places the job in the queue for processing. At the end of the

process, amessage displays indicating the completion of the job. You can review the extract
file.

MassChange Attendance Definition Screen, Job Result
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Create/Copy Mass Change Attendance Definition

This process allows you to copy a template definition to other schools rather than recreating the
same definition from scratch for each school.

1. Navigate toSynergy SIS > Attendance > Mass Change Attendance.
2. Find or scroll to a job definition.

MassChange Attendance Definition Screen, MenuOption

3. SelectCreate/CopyMassChange Attendance Definitions from theMenu. The CopyMass
Change Attendance Definition screen opens.

CopyMassChange Attendance Definition Screen

4. In the New Mass Attendance Job Name field, enter themass change attendance definition
name.

5. Select the school year of the definition (job).
6. Select theExisting Attendance Definition Name.
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7. Complete theSelect Schools to Copy To section.

l You can copy theMassChange Attendance to the school
currently in focus aswell. Youmust rename the New Mass
Attendance Job Name as it cannot be the same as the Existing
Attendance Definition Namewithin the same school.

l During the process, the system copies the specified definition
from theMass Change Attendance tab on theMassChange
Attendance Definition screen to the school selected in the
Schools to Copy To area.

l Different schools can opt into different Reason Codes. Only
Reason Codes that both schools (the school copied from and the
school copied to) use copy over in the copying process. In this
case, youmay need to confirm the Reason Codes selected at the
Copy To Schools.

l Data on theStudent Filter Criteria tab of theMassChange
Attendance Definition screen does not copy over to the other
schools. This data is unique for each school site and you need to
populate it individually.

l TheAbsence Amount Definition tab copies from the original
job definition to the new job definition.

l TheScheduling tab copies from the original job definition to the
new job definition.

l You can copy a job definition or template to the same school more
than once but theymust have different names.

8. ClickAdd.

Mass Change All Day Code to Student's First Period

1. Navigate toSynergy SIS > Attendance > Mass Change Attendance Definition.
2. SelectChange All DayCode for the Type of Change.
3. Select From Override and Value To Selected Period.

This functionality works only with theSelected Period option.

4. Enter Variable From $DateVariable To $Date. You can also select a date range.
5. SelectUse first period of student's day.
6. Select If 0 or more reason codes of typeAll Reason Codes. You can set up this condition

based on school requirements.

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 9: Mass Change Attendance 111

7. SelectDo Nothing With Attendance.

If this definition is used asReal-Time Attendance, Synergy SIS
ignores any other selectionmade here.

8. ClickAdd on the Exceptions section to add a new line.

This selection removes the In Period option.

9. SelectException Filters and Daily Codes To Use, as needed.
10. SelectException Actions, as needed.

l Prefer next period if next schedule period is different. If all periods are the same use – If
the first period of the student's scheduled day has a selected attendance code from the
Exception Filter column, Synergy SIS looks for the next period attendance code until
if finds a different code. If all periods are the same, Synergy SIS updates the all day
code to the selected code on theDaily Code To Use column.

l Remove the daily code – If the first period of the student's schedule has the selected
attendance code from theException Filter column, Synergy SIS removes the all day
code.

A warning displays ifRemove the daily code is selected and any
Daily Code To Use is populated.

l Set the daily code to – If the first period of the student's schedule has a selected
attendance code from theException Filter column, Synergy SIS updates the all day
code to the selected code on theDaily Code To Use column.

MassChange Attendance Definition Screen
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11. ClickSave.
12. Select theStudent Filter Criteria tab.

a. SelectGrade, Section, Teacher, andStudent Group, as needed.
b. ClickSave.

Selectionsmade on the Absence Amount Definition tab determine the
all day amount on period attendance.
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Attendance Letter V2
This is amodified version of the Attendance Letters screen and functionality.

Creating an Attendance Letter V2

1. Navigate toSynergy SIS > Attendance > Attendance Letter V2.
2. ClickAdd.
3. Enter the Letter Name.

Attendance Letter V2 (Add) Screen

4. ClickSave.
5. Enter all the required information for the attendance letter.

a. Attendance Definition – Select the attendance definition. This field is required.

ClickView to open the Attendance Definition screen.

b. Attendance Filter – Allows you to select what attendance counts toward the
attendance letter.

l Attendance at all organizations the student is enrolled in – Includes home and
concurrent school attendance

l Attendance at all organizationswhere the student is primarily enrolled – Includes
home school attendance only

l Attendance at this organization only – Includes focus school attendance only

c. Language – Determineswhat languate to use for the attendance letter based on what
is selected

l Home Language – Language spoken in the home
l Language to Home – Language school sends letters to the home

d. Process Option – Determines the result of printing the attendance letter

l Print and Attach Documents – Generates the documents and attaches them on
theDocuments tab of the Student screen

l Print DocumentsOnly – Generates the documents
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e. Attach Doc Category – Sets theCategory the documents use whenPrint and Attach
Documents is selected and when they are attached through theProcess Option

This document displays in ParentVUE and StudentVUE if its
Document Categorywas set to display on the ParentVUE and
StudentVUE Configuration screen.

ParentVUEAnd StudentVUEConfiguration Screen

f. Automation Option – Allows you to choose how Attendance Letters V2 processes
letters.

See Running an Attendance Letter V2 for additional
information.

l Automatically Process Letters – Process automatically runs after the extract
generates.

l Manually Process Letters – Youmust manually process the letter from the
Process tab after the extract generates.

g. Log Detail Level – Level of detail shown in the log files generated

Setting the log detail toHigh can help users determine where
errors are occurring, if there are errors.

Attendance Letter V2 Screen
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h. Enrollment Filter – Allows users to select which students to run the attendance letters
for

l All students enrolled at this organization
l Students who are primarily enrolled at this organization

i. Process Inactive Students – Turning this on runs the attendance letter for inactive
students also

j. Test Student ID – Enter a student's ID here to run the Attendance Letter V2 for this
student only

k. Dates – Specifies the dates attendance is running for
l. Valid Ages – Age range includes both theAge Begin andAge End ages

Any student whose age is not in this range does not receive
an attendance letter.

Attendance where the student's age is not in this range does
not count toward the attendance letter.

m. Grades – Any grade in the district can be selected because attendance can be
calculated from other schools within the organization

Attendance Letter V2 Screen

n. Number of Tardies to Advance Threshold by 1 – Number entered here allows the
user to specify how many tardies equate to one absence

o. Threshold Option – Allows users to select how thresholds are calculated for
attendance letters

l Allow student to skip directly to highest threshold achieved – If a student qualifies
for a certain threshold, theymove to that threshold immediately. This also
generates the documents for the previous skipped thresholds.

l Only allow a student to move one threshold per run – Student moves to the next
threshold with each run regardless of the threshold the student qualifies for.

p. Run Day Cushion – Provides a buffer between the letter execution date and
attendance days

l If the letter end date is prior to the current day, the cushion value is ignored.
When the letter end date is after the current day, the letter process evaluates
attendance using the current dayminus the cushion value. For example, if the
current day is August 22 and the cushion is set to 2 days, the attendance
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evaluation begins on August 20. Any attendance after August 20 is not
evaluated.

q. Allow Undo Student's Threshold – Provides greater control of removing Discipline
Incidents

l This allows a letter threshold to be reset if the attendance changes, making a
letter no longer invalid. When this is not selected, the current letter threshold is
retained and the letter remains valid even if the attendance changes.

r. Discipline Template – Allows users to select a Discipline Template

All discipline templates are available for selection.

You can select a template for none, some, or all thresholds.

Synergy SIS creates an incident for each student at each
threshold achieved with a template selected.

s. Discipline Rollback Options – Provides greater control of rolling backDiscipline
Incidents

l Move Incident to Pending – Removes the Incident from the student and from the
Incidents screen andmoves it to the Discipline Maintenance tab for further
review

l Delete Incident on Rollback – Removes the incident fromSynergy

t. Totaling Type
l Total by day – Calculates from daily attendance totals

l Total ByDayDetails – Available when Total by day is selected

l Consecutive Days – Selecting thismeans only days consecutively
missed count toward threshold generation

l Day Thresh Reset Type – Specifies which terms the threshold
counter resets at when TermDefinitions are selected

l Total by schedule – Calculates from schedule

l Total By Schedule Details – Available when Total by schedule is selected

l One Per Student – Selecting this option generates only one letter
per student instead of per course. Not selecting this option and
running this for period attendance returns one letter for each course
the student is in.

l Threshold Reset Type – This works similarly to total by day above
but cannot be done by term. Instead this can be done by progress or
grading periods.

l Total across full schedule – Selecting this option allows the entire student
schedule to be evaluated for attendance
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u. Sort Method – Specify how the results are sorted

Attendance Letter V2 Screen

v. Create Letters Without Valid Addresses – Selecting this option generates
attendance letters even if a student or parent doesn't have an address

w. Send To Method – Specify to whom attendance letters are sent

Attendance Letter V2 Screen

Excluding Student Attendance from Calculations

You can exclude students' attendance from attendance calculations in a given date range using the
Exclusions tab.

1. Navigate toSynergy SIS > Attendance > Attendance Letter V2.
2. Select theExclusions tab.
3. ClickAdd on the Exclusions section and use the student finder to find the student to exclude.
4. Enter theBegin Date andEnd Date to indicate which dates to exclude from attendance.

Attendance Letter V2 Screen, ExclusionsTab

5. ClickSave.
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Running an Attendance Letter V2

1. Navigate toSynergy SIS > Attendance > Attendance Letter V2.
2. Locate the Attendance Letter.
3. ClickGenerate Extract.

If theAutomation Option is set toAutomatic, nothing else needs to
be done. If it isManual, youmust process it manually.

4. Select theProcess tab. The PreviousRuns section displays all the generated extracts with
themost recent at the top.

l ClickView Documents to open all the files generated by the extract.
l ClickProcess Results to add the documents to the student's Document tab.

Youmust process extracts in order.

l ClickClear Thresholds to clear all thresholds generated from that extract. This also
removes the attendance letter from the student.

Clearing thresholds also clears all thresholds generated from
the extract runs above it in the PreviousRuns section and all
previously generated letters.

Attendance Letter V2 Screen, ProcessTab
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Viewing Student Thresholds

1. Navigate toSynergy SIS > Attendance > Daily Attendance for daily attendance schools
or
Synergy SIS > Attendance > Period Attendance for period attendance schools.

2. Select theAttendance Letters tab.

The History section displays thresholdsmet with Attendance Letter
V1 and Attendance Letter V2.

Period Attendance Screen, Attendance LettersTab

The letters created for the student display with the threshold used. The Threshold is the number of
the type of absence reason defined in the letter. For example, a student with 1 tardymight get a
different letter than a student with 10 tardies.

TheRun Date details when the letter was processed in a date and time format.
If attendance changes for a student that invalidates a previously achieved threshold, the next time
that letter is processed, it strikes through the now invalid letter and applies aRollback Date. This
also removes any attached discipline incidents.

The Incident ID displays the incident that was created by the letter process.
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Creating Attendance Letters
You can create attendance letters to mail to parents and/or students regarding absences, tardies,
and so on. Synergy SIS processes them based on thresholds, the number of a particular absence
reason accumulated. You can create different letters for each threshold. For example, you can set
up Synergy SIS to send one letter for 3 tardies and another for 6 tardies. Attendance letters also
report attendance percentages by course.

1. Navigate toSynergy SIS > Attendance > Attendance Letter.
2. ClickAdd.

Attendance Letter Screen
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3. The Attendance Letter (Add) screen opens.

Attendance Letter (Add) Screen

4. Enter the Letter Name. This name should indicate the absence reasons used as criteria such
asTardy or Absences.
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5. ClickAdd in the Cutoff Values section to add a blank line.

Attendance Letter Screen

6. Enter the number of absence reasons (selected below) that must accumulate for this letter to
generate in Threshold Value. This is a number from 1 to 999,999 but it is usually a number
less than 20. This number can also be fractional.

7. Select which letter to use for that threshold fromMail Merge Doc.
8. Select the type of document to print fromOutput Type. Generate the letters as either PDF or

Word documents.
9. Select the student’sLanguage. Select either the student’s home language or primary

language as entered in the Student screen. As you can createmail merge documents in
multiple languages, the student’s languagematches to the correct mail merge letter.

10. ClickAdd in the Cutoff Values section again and follow steps 6-9 for each letter to add
additional letters for additional thresholds.

11. Enter theBegin andEnd dates to define the count for absence ranges.
12. Enter the Grade Range inBegin andEnd.

Attendance Letter Screen

13. Select the countingmethod for the absence reasons for the Totaling Method in the Extras
section.

Attendance Letter Screen
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l If you select Total across all bell periods or Total by bell periods, a Periods to
Exclude section displays and enables you to omit some periods from calculations. (By
default, Synergy SIS includes all periods.) For example, period 9might indicate after-
school programswhere teachers take attendance but where absences should not
generate letters.

Attendance Letter Screen

l If you select Total by section, theOne Letter Per Student option displays. This
option prints out one Attendance Letter for a student with all his courses listed.

14. UseSorting Method to indicate how the letters should sort when printed. They can sort by
Alpha (alphabetically by the student’s last name) or byGrade.

15. SelectShow Inactive Students to print letters for inactive and active students.
16. SelectClear Current Thresholds to clear the thresholds and recount the student’s

absences. Each time the attendance letter runs, the threshold totals store with the student’s
records.

Attendance Letter Screen

17. Select the address to print on the letter fromSend to Method in the Addressee Info section.

a. If selectingStudent, enter the text to precede the student’s name in theAddress To
Label (such as “To the Parents of”).

Attendance Letter Screen

b. If selectingParent(s), selectUse Student Address If Parent Address Is Blank and
selectParent Options to indicate which parent to use in the address of the letter. The
Parent Options automatically selectedmatch against the categories selected in the
Parent tab of the Student screen for each parent.

Attendance Letter Screen
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18. Select the absence reasons to use for the threshold from the Absence Reasons to Include
section. Select the absence reasons by using theReason Type fields, by selectingAbsence
Reasons, or by selecting the Letter Reason Flags. Use to select or clear all
Absence Reasons or Letter Reason Flags.

Attendance Letter Screen

19. To run additional reports to include with the letter, selectPeriod Attendance Profile orDaily
Attendance Profile. If printing thePeriod Attendance Profile, selectShow Period
Attendance Profile Detail to include all details in the profile.

Attendance Letter Screen

20. SelectShow Letter Extract Log to print a list of all of the letters created in addition to the
letters themselves.

21. Select Include Attendance Detail to ensure that all Attendance Letters have the ABSInfo
section along with Daily Attendance information and Period Attendance information. The
fields are available when you select the Include Attendance Detail option and the data
displays under ABSInfo in the letter extract.

Attendance Letter Screen

22. ClickSave to return to themain Attendance Letter screen.
23. ClickSave.
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Additional Attendance Letter Options
There aremore options for attendance letters on theAdditional Options tab.

Attendance Letter Screen, AdditionalOptionsTab

Removing Previous Attendance Letters

1. Enter the creation date for the letters in Threshold Date.
2. ClickClear Attendance Letter Records Created On This Date.

Running Reports Only

1. Enter the creation date for the letters inReport Date.
2. ClickRun Reports Only.
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Printing Attendance Letters
1. Find the letter definition.
2. ClickGenerate Extract.

Attendance Letter Screen

l A Job Status screen displays . Due to the amount of data gathered, it can take
additional time to generate the attendance letter extract.
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l Once the process finishes, a Job Result screen displays and displays a list of Job Result
Files.

EXT801 – Job Result FilesScreen

3. Click theAttendance Letter List icon to see the letters generated and to print them. To see
themail merge document used without themerged information, click themerge letter icon.
Any reports included also display in the list, such as ATP201. Click this icon to print the
included reports.
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Ext801 – Attendance Letter Output
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Edit Attendance Letter Name

You can edit the name of the attendance letter by selectingEdit School Attendance Letter Options
Data from theMenu at the top of the Attendance Letter screen.

Attendance Letter Screen
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Reports Overview
Four types of reports display in the PAD Tree.

l Individual – 200-level reports are Individual reports. These print information for a single
student per page and can be printed for multiple students at once.

l List – 400-level reports are List reports. These show details for multiple values, such as
students or teachers, on one page.

l Summary – 600-level reports are Summary reports. These provide numerical totals for each
category specified.

l Extracts – 800-level reports are Extract reports. These export information fromSynergy SIS
into a text file that can be used to import data into another program.

Each report has a Report Interface screen where you can select specific report options. The Report
Interface has these five tabs:Options, Sort/Output,Conditions, Selection, andAdvanced.
You can also run reports from any Synergy screen that focuses to a student or from Find results at
Synergy SIS > Student > Student using theActions icon. Synergy Actions includesmost reports
that have a Student section in theSort/Output tab. The following example shows the reports
available to run for a student at Synergy SIS > Attendance > Period Attendance.

Period Attendance Screen
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The Job Details screen shows the Job Detail and Status during processing. Any processing errors
show in the Status section. When the report completes, the Job Details screen closes and a PDF file
of the report opens.

Job DetailsScreen

Reports use the current focus to pull data unless specified otherwise in report options. You can run
report information at the district, organization, or school level. Options selected on theSort/Output
tab and your organization focus settings determine if inactive students display in reports.

This section covers only the customizations specific to the reports used for
this guide. See theSynergy SIS –Query and Reporting Guide for more
information on additional report options.
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General Attendance Reports

ATD616 – Student Attendance Summary

Synergy SIS > Attendance > Reports > Summary
The Student Attendance Summary generates the Student Attendance Summary report and the
Attendance Summary Log based on the filter options selected.

ATD616 – Student Attendance SummaryReport Interface Screen

Report Options:

l Run for all organizations in the district –Generates the report for the entire district
l Daily Minute Default – Number of minutes for each period for schools using daily
attendance

l Period Minute Default – Number of minutes for each period in for schools using period
attendance

ATD616 – Job Result FilesScreen
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ATD616 – Student Attendance SummaryOutput
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ATD806 – Class Attendance Reminder

Synergy SIS > Attendance > Reports > Summary
TheClass Attendance Reminder report prints a total count of emails sent to teachers based on the
filters selected.

ATD806 – ClassAttendance Reminder Screen

Report Options:

l Section ID,Date, Staff Name,Course Title,Course ID,Begin Period, or End Period –
Filters the report by the options selected
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ATD806 – ClassAttendance Reminder Output
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CFG801 – District Monthly Calendar Report

Synergy SIS > Attendance > Reports > Summary
TheDistrict Monthly Calendar Report prints a two-page report showing all themonths of the district
calendar and any holidays or other days off at the district level.

CFG801 – District MonthlyCalendar Report Interface Screen

Report Options:

There are no options for this report.
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CFG801 – District MonthlyCalendar Report Output
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CFG802 – School Monthly Calendar Report

Synergy SIS > Attendance > Reports > Summary
The School Monthly Calendar Report prints a report of all themonths of the school calendar and can
display the holidays, rotation day, and bell schedule assigned to each school day. If the school has
tracks, it also prints a separate calendar for each track.

CFG802 – SchoolMonthlyCalendar Report Interface Screen

Report Options:

l Period Rotation – Shows the period rotation day assigned to each school day
l Bell Period – Shows the bell period definition assigned to each school day

l Tracks To Display – Prints the track calendars. To select or clear all tracks, use .
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CFG802 – SchoolMonthlyCalendar Report Output
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Daily Attendance Reports

ATD201 – Daily Attendance Profile

Synergy SIS > Attendance > Reports Daily > Individual
TheDaily Attendance Profile shows the student’s basic demographic information and lists all days
and details related to absences.

ATD201 – DailyAttendance Profile Report Interface Screen

Report Options:

l Perm ID,Gender, Last Name, First Name,Middle Name, orGrade – Filters the report by
the options selected

l Date Start andDate End – Filters the report by the dates selected
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l Minimum Occurrences –Includes in the report only students with a total number of
absences equal to or greater than the number entered. The report header displays: "Students
WithX or More Absences", whereX is the number entered in this field.

l Continuous Absences – Includes in the report only students with an absence amount
equal to or greater than the number entered inMinimum Occurrences that occur on
consecutive valid school days. The report header displays: "StudentsWithX or More
Continuous Absences", whereX is the number entered in theMinimum Occurrences
field.

l Count each day as an absence if the all-day amount is greater than or equal to –
Adjusts the report output so that a day counts as an absence only if the all-day amount is equal
to or greater than the value entered. The valuemust be numeric, between 0.00 and 1.00, and
contain nomore than two decimal places. Leaving this field blank defaults the value to 0.00.

l Reason Code Totals Calculation Type – Select to indicate how you want the All Day
Reason code totals to display on the report.

l DoNot Display Totals ByDaily Reason Code (Default) – No reason code totals display
on the report output if you select this option or leave the field blank.

l Sum "All Day" Code Amount – Displays the sum of the all-day code amounts for each
student. IfUse All Day Code Logic is not selected, values inReason Code 1 (AM)
are counted.

l Count "All Day" Codes – Displays the count of the all-day codes for each student. IfUse
All Day Code Logic is not selected, values inReason Code 1 (AM) are counted.

l Sum Individual DayCode Amounts – Displays the sum of allReason Code 1 (AM)
andReason Code 2 (PM) code amounts for each student.

This does not work if theCount each day as an absence if
the all-day amount is greater than or equal to field
contains a value. If selected, Synergy displays a warning
message.

l Count Individual DayCodes – Displays the count of theReason Code 1 (AM) and
Reason Code 2 (PM) codes for each student.

This does not work if theCount each day as an absence if
the all-day amount is greater than or equal to field
contains a value. If selected, Synergy displays a warning
message.

l Hide Attendance Notes – Select to omit any notes attached to a day's absence
l Display Absence Totals – Includes "Total Absences for Student" on the bottom left of the
last page of the report, just above the footer.
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ATD201 with No Attendance Conditions Selected

ATD201 – DailyAttendance Profile Output
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ATD201 with Minimum Occurrences, Continuous Absences, and Display Absence Totals
Selected

ATD201 – DailyAttendance Profile Output
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ATD201 for Twice Daily School with Sum "All Day" Code Amount Selected

ATD201 – DailyAttendance Profile Output
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ATD201 for Twice Daily School with Count "All Day" Codes Selected

ATD201 – DailyAttendance Profile Output
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ATD201 for Twice Daily School with Sum Individual Day Code Amounts Selected

ATD201 – DailyAttendance Profile Output
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ATD201 for Twice Daily School with Count Individual Day Codes Selected

ATD201 – DailyAttendance Profile Output
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ATD202 – Daily Attendance Minutes Profile

Synergy SIS > Attendance > Reports Daily > Individual
TheDaily AttendanceMinutes Profile report displays the student’s demographic information and
lists theminutes entered for every week of the current school year. The report provides total minutes
for each week and overall.

ATD202 – DailyAttendanceMinutesProfile Report Interface Screen

Report Options:

l Perm ID,Gender, Last Name, First Name,Middle Name, orGrade – Filters the report by
options selected

l Start Date andEnd Date – Filter the report to include only the date range selected
l Reason Type fields,Absence Reasons, orReason Flags – Filters the report by absence
types. To select or clear all Absence Reasons, use
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ATD202 – DailyAttendanceMinutesProfile Output
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ATD202.L – Daily Attendance Minutes Profile

Synergy SIS > Attendance > Reports Daily > Individual
TheDaily AttendanceMinutes Profile report displays the student’s demographic information and
lists theminutes entered for every week of the current school year. The report provides total minutes
for each week and overall. This report includes all Absence Types, the School Activity Type, and
thosemarked as "Toward Apportionment".

This report is a substitution for the ATD202 – Daily AttendanceMinutes
Profile report and is located in its place in the PAD Tree.

ATD202.L – DailyAttendanceMinutesProfile Report Interface Screen

Report Options:

l Perm ID,Gender, Last Name, First Name,Middle Name, orGrade – Filters the report by
options selected

l Start Date andEnd Date – Filters the report to include only the date range selected
l Reason Type fields,Absence Reasons, orReason Flags – Filters the report by absence
types. To select or clear all Absence Reasons, use
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ATD202.L – DailyAttendanceMinutesProfile Output
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ATD203 – Daily Attendance By Week

Synergy SIS > Attendance > Reports Daily > List
TheDaily Attendance ByWeek report displays the student’s demographic information and lists all
student absences in a given date range byweek for the current school year.

ATD203 – DailyAttendance ByWeekReport Interface Screen

Report Options:

l Grade,Gender, Student Perm ID, or Student Name – Filters the report by the Student Info
options selected

l Date Range – Specifies a designated range of dates. It defaults to span the entire year
l Reason Type,Reason Code, orReason Flag – Filters the report by absence type.
Reason Type defaults toUnverified,Unexcused, andExcused.

l Show All Day Reason Code Totals – Select to show a total of all Reason Codes entered
as All DayCodes for the student
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ATD203 – DailyAttendance ByWeekOutput
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ATD204 – Daily Attendance Totals

TheDaily Attendance Totals report displays similar data as the Daily Attendance screen, Total tab
in report format.

ATD204 – DailyAttendance TotalsReport Interface Screen

Report Options:

l Local ID – Limits the report output to the specified student. If left blank, the report output
includes all students for that school.

l Gender – Limits the report output to the specified gender type
l Last Name, First Name,Middle Name – Limits the report output to the specified student. If
left blank, the report output includes data for that school.

l Grade Range – Specifies the grade range for the report
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l Absence Types,Absence Reasons,Reason Flags – Limits the report output to the
specifiedAbsence Types,Absence Reasons, orReason Flags. This is a required field for
the report. Youmust select at least one option fromAbsence Type,Absence Reasons, or
Reason Flags.

l Display Total Days Enrolled & Attended – If selected, the report displays a total number of
days the students are enrolled in school and the number of possible days for attendance.

l Display Details – Displays details for each attendance reasonmarked along with the date
l Include All Enrolled Schools Data –Displays attendance records for all of the schools each
student is enrolled in

l Remove Blank Rows from Excel & CSV Output Files – Rowswithout a particular
absence reason or absence type do not show on report output to avoid repetitive blank rows

ATD204 – DailyAttendance TotalsOutput
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ATD401 – Daily Student Absence Totals

Synergy SIS > Attendance > Reports Daily > Summary
TheDaily Student Absence Totals report lists all students at a school for a given date range and
displays the total number of absences recorded for each absence reason. This report includes
parent phone numbers.

ATD401 – DailyStudent Absence TotalsReport Interface Screen

Report Options:

l Grade – Filters the report by grade
l Start Date andEnd Date – Filters the report by the date rage entered
l Minimum Amount – Shows only students with more than the entered number of absences
selected in the Absence Definition area
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l Include Concurrent Students – Reports concurrent students aswell
l Count each day as an absence if the all-day amount is greater than or equal to –
Indicates a specific all-day value to count as an absence

l Totaling Type – Indicates how you want the absence amounts totaled
l Reason Type,Absence Reasons, orReason Flags – Filters by absence options. To
define theReason Flags, go to the District and School Attendance Codes screens. If the
absence reason is an Incl Dialer reason and you select that flag, the reason displays in the
report. To select or clear allAbsence Reasons, use .

l Show Parent Selection Criteria – Displays parent selection criteria on the report
l Parent/Guardians without a contact priority will be listed last. – Parents andGuardians
without a value in theOrder By column (on theParent/Guardian tab of the Student screen)
display at the bottom of the Parent list in the output.

l Include Parents – Select whether to filter by the parents whomeet all the criteria (default) or
the parents whomeet any criteria of those options selected below.

l Use Asterisk * to indicate Contact Allowed – Prints an asterisk next to the parents who
have theContact Allowed option selected on theParent/Guardian tab of the Student
screen.

ATD401 – DailyStudent Absence TotalsOutput
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ATD402 - Daily Attendance List

Synergy SIS > Attendance > Reports Daily > List
TheDaily Attendance List report lists all student absences in a given date range aswell as the
student arrival and departure time with total minutes for the day. It also lists the parents’ phone
numbers for each student, which the school can use for attendance verification.

ATD402 – DailyAttendance List Report Interface Screen
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Report Options:

l Grade – Filters the report by grade
l Use Student’s Home Phone – Prints the student’s phone number
l Show Parent Information – Prints the parent names, relationship category, phone number
type, and phone number

l Start Date andEnd Date – Filters the results based on the date range provided
l Include Attendance Detail – Prints any attendance notes, the arrival and departure times,
and theminutes attended

l Date Start andDate End – Filters the report by dates selected
l Minimum Occurrences –Includes in the report only students with a total number of
absences equal to or greater than the number entered. The report header displays: "Students
WithX or More Absences", whereX is the number entered in this field.

l Continuous Absences – Includes in the report only students with an absence amount
equal to or greater than the number entered inMinimum Occurrences that occur on
consecutive valid school days. The report header displays: "StudentsWithX or More
Continuous Absences", whereX is the number entered in theMinimum Occurrences
field.

l Count each day as an absence if the all-day amount is greater than or equal to –
Adjusts the report output so that a day counts as an absence only if the all-day amount is equal
to or greater than the value entered. The valuemust be numeric, between 0.00 and 1.00, and
contain nomore than two decimal places. Leaving this field blank defaults the value to 0.00.

l Reason Type,Absence Reasons, orReason Flags – Filters by absence reason. To define
theReason Flags, go to the District and School Attendance Codes screens. If the absence
reason is an Incl Dialer reason and you select that flag, the reason displays in the report. To
select or clear allAbsence Reasons, use .

l Display Absence Totals – Includes a "Total" for each student.
l Filter the parents displayed on the report in the Parent Indicators section. Select whether to
filter by the parents whomeet all the criteria (default) or the parents whomeet any criteria of
those selected below in the Include Parents section. SelectUse Asterisk * to indicate
Contact allowed, as necessary.
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ATD402 with No Attendance Conditions Selected

ATD402 – DailyAttendance List Output
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ATD402 with Minimum Occurrences, Continuous Absences, and Display Absence Totals
Selected

ATD402 – DailyAttendance List Output
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ATD403 – Daily Absent List

Synergy SIS > Attendance > Reports Daily > List
TheDaily Absent List displays all students absent on a given day by section.

ATD403 – DailyAbsent List Report Interface Screen

Report Options:

l Section ID or Teacher – Prints the report for only one section or teacher. By default, the
report prints for all sections and teachers.

l Use Student’s Home Phone – Prints the student’s home phone number
l Date – Prints attendance details for the date entered
l Reason Types orAbsence Reasons – Filters the report by absence type. To select or clear
allAbsence Reasons, use .

l Include Attendance Detail – Includes any attendance notes, the arrival and departure
times, and theminutes attended

l Include Phone Log – Prints all phone numbers listed for the parent/guardian
l Parent Info – Select which parents to include in the report based on the rights selected on the
Parent/Guardian tab of the Student screen.
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ATD403 – DailyAbsent List Output
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ATD404 – Daily Tardy List

Synergy SIS > Attendance > Reports Daily > List
TheDaily Tardy List displays all students who were tardy on a given day by section, with parent
phone numbers.

ATD404 – Daily TardyList Report Interface Screen

Report Options:

l Section ID or Teacher – Prints the report for only one section or teacher. By default, the
report prints for all sections and teachers.

l Use Student’s Home Phone – Prints the student’s home phone number
l Date – Prints the report for the date entered
l Reason Types – Prints the selected tardy reasons on the report. There are only two options
becausemost schools only have two types of tardies –Excused andUnexcused.

l Include Attendance Detail – Prints any attendance notes, the arrival and departure times,
and theminutes attended

l Parent Info – Filters output by selected parent indicators
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ATD404 – Daily TardyList Output
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ATD405 – Daily Perfect Attendance List

Synergy SIS > Attendance > Reports Daily > List
TheDaily Perfect Attendance List displays all students who were not absent or tardy for a given date
range by section. It also includes parent contact numbers.

ATD405 – DailyPerfect Attendance List Report Interface Screen

Report Options:

l Start Date andEnd Date – Prints the report for the selected date range
l Grade – Filters the report by grade
l Section ID or Staff – Prints the report for only one section or teacher. By default, the report
prints for all sections and teachers.

l Minimum Days Enrolled – Prints only students enrolled for a set number of days
l Hide Student Detail – Excludes all personal information from the report, including the
permanent ID, parent/guardian names, and phone numbers

l Parent Info – Select which parents to include in the report. This only displays if you clear the
Hide Student Detail option.

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 11: Reports 169

l Reason Type,Absence Reasons, orReason Flags – Filters by absence reason. To define
theReason Flags, go to the District and School Attendance Codes screens. If the absence
reason is an Incl Dialer reason and you select that flag, the reason displays in the report. To
select or clear allAbsence Reasons, use .

ATD405 – DailyPerfect Attendance List Output
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ATD406 – Daily Student List by Attendance

Synergy SIS > Attendance > Reports Daily > List
TheDaily Student List by Attendance lists all students with a given number of absences for a specific
date range.

You can generate the ATD406 from the district level. The school location
displays in the header for each school. You can also schedule the report
to run at a specific time.

ATD406 – DailyStudent List ByAttendance Report Interface Screen

Report Options:

l Grade – Filters the report by grade
l Start Date andEnd Date – Filters the report by date range
l Minimum Occurrences – Prints only students with more than the number of absences
entered of the type selected in the Absence Definition area. You can enter decimal numbers
in this field.
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l Check for Continuous Absences – Prints continuous absences. For example, if you enter
10 forMinimum Occurrences and select this option, the report lists students with absences
lasting 10 or more days in a row.

l Count each day as an absence if the all-day amount is greater than or equal to –
Define what displays on the report by entering the amount of an all-day absence. Student
absences equal to or greater than the value in this field are recognized as absences.

l Reason Type,Absence Reasons, orReason Flags – Filters by absence reason. To define
theReason Flags, go to the District and School Attendance Codes screens. If the absence
reason is an Incl Dialer reason and you select that flag, the reason displays in the report. To
select or clear allAbsence Reasons, use .

ATD406 – DailyStudent List ByAttendanceOutput
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ATD407 – End of Year Attendance List

Synergy SIS > Attendance > Reports Daily > List or
Synergy SIS > Attendance > Reports Period > List
The End of Year Attendance List report lists all students enrolled at the school during the year and
shows their total days enrolled, days present, and days absent. It also shows their enter date and
leave date.

ATD407 – EndOf Year Attendance List Report Interface Screen

Report Options:

l Count each day as an absence if the all-day amount is greater than or equal to –
Adjusts the report output so that a day counts as an absence only if the all-day amount is
equal to or greater than the value entered. The valuemust be numeric, between 0.00 and
1.00, and contain nomore than two decimal places. Leaving this field blank defaults the value
to 0.00.

l Date Start andDate End – Prints the report for the grade range indicated
l Reason Type orAbsence Reasons – Filters the report by absence reason. To select or
clear allAbsence Reasons, use .
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l Minimum Absences – Amount of absence required for a student to earn a full day’s
absence. For period attendance schools, this is the number of periods in a single day. For
daily attendance schools, this is an amount of daily absences. To show a student absent
regardless of the amount in a single day, enter a 0 or leave the field blank.

l Use All Day Code – Calculatesminimumabsences based on the all-day code
l Grade – Prints the selected grade levels on the report
l Display Absence Totals – Includes "Totals" at the end of the report.
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ATD407 with No Attendance Conditions Selected

ATD407 – EndOf Year Attendance List Output
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ATD407 with Minimum Occurrences, Continuous Absences, and Display Absence Totals
Selected

ATD407 – EndOf Year Attendance List Output
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ATD412 – Student Gain Loss

Synergy SIS > Attendance > Reports Daily > List
The Student Gain Loss report lists all students who enrolled or withdrew during a given date range
and totals the impact on the total number of students enrolled by gender and overall.

ATD412 – Student Gain LossReport InterfaceOutput

Report Options:

l Start Date andEnd Date – Filters the report based on the date range entered
l Track – If the district and school use tracks, select which to include in the report. To select or
clear all tracks, use .

l Ethnic Code – Prints the ethnic codes in the report. To select or clear all codes, use
.

l Exclude Concurrent Enrollments – Prints only the enrollment at the focus school. If this
option is not selected and the home school is in focus, enrollments at both schools display.

l Hide Leave and Enter Codes –Omits these codes on the report output
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ATD412 – Student Gain LossOutput
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ATD413 – Class Reduction Summary

Synergy SIS > Attendance > Reports Daily > List or
Synergy SIS > Attendance > Reports Period > List
TheClassReduction Summary report provides the total number of students who withdrew during
the current school year by section and grade level.

ATD413 – ClassReduction SummaryReport Interface Screen

Report Options:

l Year Start andYear End – Prints the report for the date range selected
l Snap Shot Date – Prints the report for a specific date
l Instructional Setting – Prints the report for the selected setting
l Grade – Prints selected grade levels on the report
l Hide Section ID,Hide Course Title, andHide Course ID – Removes the selection from
the report. These options aremost appropriate for elementary schools where all students are
in the same section, such as Kindergarten AM.

l Ignore Snapshot Date – Prints the report for the school year if no date range selected or for
the date range selected inYear Start andYear End
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l Suppress Detail Report – Hides the absence totals by grade level for each section that
prints on the report

ATD413 – ClassReduction SummaryOutput

Copyright 2003-2020 Edupoint Educational Systems, LLC



180 Attendance User Guide
Chapter 11: Reports

ATD414 – Student Days Enrolled

Synergy SIS > Attendance > Reports Daily > List
The Student Days Enrolled report lists every student enrolled as of a given date with the total
number of enrolled days for the current school year.

ATD414 – Student DaysEnrolled Report Interface Screen

Report Options:

l Report Date – Prints the report for the date entered
l Minimum Days Enrolled – Includes only students enrolled for a set number of days
l Grade Range – Filters the report by grade range
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ATD414 – Student DaysEnrolled Output
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ATD415 – Attendance Audit List

Synergy SIS > Attendance > Reports Daily > List or
Synergy SIS > Attendance > Reports Period > List
The Attendance Audit List displays each change to attendance data by section (grouped by
teacher).

ATD415 – Attendance Audit List Report Interface Screen

Report Options:

l Start Date andEnd Date – Prints the report for the date range entered
l Section ID – Limits the report to specific sections
l Signature Line – Includes a line for a signature and date at the bottom of each page
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ATD415 – Attendance Audit List Output
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ATD601 – Daily Attendance Summary

Synergy SIS > Attendance > Reports Daily > Summary
TheDaily Attendance Summary report lists all students in a homeroom section and summarizes
each student’s number of days enrolled, days present, and days excused, unexcused, or tardy.

ATD601 – DailyAttendance SummaryReport Interface Screen

Report Options:

l Grade – Filter the report by grade range
l Section ID or Teacher – Prints the report for only one section or teacher. By default, the
report prints for all sections and teachers.

l Start Date andEnd Date – Prints the report for a date range
l Absence Reasons – Prints the selected absence reasons in the report. To select or clear all
reasons, use .

l Homeroom Setting – Prints the selected teachers on the report.Only Current Homeroom
shows only the current homeroom teacher.Homerooms for Date Range shows the student in
multiple sections if the student changed sections during the period. Expand the Homeroom
Setting Help section for additional information about these settings.
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l Filter Homerooms by Term Definitions – Prints the end date of the term instead of the
section’s end date to calculate the summary. Use this if the section is longer than the term.

l Suppress “Other Reasons” –OmitsOther Reasons from the report, which displays all
other attendance reason values that you selected on the report interface that do not fit on the
report due to spacing

ATD601 – DailyAttendance SummaryOutput
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ATD603 – Monthly ADA Detail

Synergy SIS > Attendance > Reports Daily > Summary
TheMonthly ADA Detail report lists all students at a school, sorted by grade level. It shows each
absence for the selectedmonth and totals each student’s absences and days attended.

ATD603 –MonthlyADADetail Report Interface Screen

Report Options:

l Reporting Period – Prints the selected reporting period, based on the date range defined for
the reporting period in the District or School Calendar

l Grouping –Groups the report based on your selection
l Instructional Setting – Includes the selected settings in the report. To select or clear all
settings, use .

l Grade – Filter the report by grade range
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l Concurrent Filter – Limits enrollment and attendance records for each report based on the
Exclude ADM/ADA setting on enrollment

l No Filtering (Default) – Does not filter concurrent students
l Exclude Concurrent – Excludes all enrollment segments where the student is
concurrent

l Only Concurrent – Includes only enrollment segments where the student is concurrent

l Additional Absence Types to Display – Includes additional absence types in the report. To
select or clear all absence types, use .

ATD603 –MonthlyADADetailOutput
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ATD604 – Monthly ADA Summary

Synergy SIS > Attendance > Reports Daily > Summary
TheMonthly ADA Summary reports list all grade levels at a school and total the enrollment changes
and attendance by grade level for themonth.

ATD604 –MonthlyADASummaryReport Interface Screen
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Report Options:

l Reporting Period – Prints the reporting period selected based on the date range defined for
the reporting period in the District or School Calendar. If preferred, you can select a state
reporting period to print instead.

l No Detail Group Page Breaks – Removes the page breaks between groups
l Enable Grand Total Detail – If the focus is the district rather than a school and you are
printingmore than one reporting period, select this to include grand totals

l Header Grouping andDetail Grouping –Groups the report by header or detail. Select only
one option in each section

l Instructional Setting – Filters the report based on setting selections. To select or clear all
settings, use .

l Grade – Filter the report by grade range
l Concurrent Filter – Limits enrollment and attendance records for each report based on the
Exclude ADM/ADA setting on enrollment

l No Filtering (Default) – Does not filter concurrent students
l Exclude Concurrent – Excludes all enrollment segments where the student is
concurrent

l Only Concurrent – Includes only enrollment segments where the student is concurrent

ATD604 –MonthlyADASummaryOutput
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ATD605 – Cumulative Enrollment Totals

Synergy SIS > Attendance > Reports Daily > Summary
TheCumulative Enrollment Totals report lists all schools in the district and provides the total number
of students by grade level enrolled in each school.

ATD605 – Cumulative Enrollment TotalsReport Interface Screen

Report Options:

l Report Date – Prints the report for the date entered
l Report Type – Prints the report based on your selection: Totals by school, Totals by school,
grade, Student detail by name, or Student detail by grade

l Include Only Students Active on the Report Date – Includes only those students active
on the report date

l Grades in first set andGrades in second set – Prints two totals for each school by grade
level. For example, one total may summarize all elementary grades and the other all-
secondary grades.

l Instructional Setting – Filters the report based on the selected settings

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 11: Reports 191

ATD605 – Cumulative Enrollment TotalsOutput

Copyright 2003-2020 Edupoint Educational Systems, LLC



192 Attendance User Guide
Chapter 11: Reports

ATD608 – Monthly ADM Summary

Synergy SIS > Attendance > Reports Daily > Summary
TheMonthly ADMSummaryReport shows the ADM for the reporting period’s setup in the district
calendar. Each reporting period displays on a separate page and shows the ADM for each grade
level and overall.

ATD608 –MonthlyADMSummaryReport Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Print on the report based on the date
range defined in the District or School Calendar

l No Detail Group Page Breaks – Suppresses the page breaks between groups
l Header Grouping andDetail Grouping –Groups the report by the selection. Select only
one option in each section.

l Instructional Setting – Filters by setting. To select or clear all settings, use .
l Grade – Filters the report by grade
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l Concurrent Filter – Limits enrollment and attendance records for each report based on the
Exclude ADM/ADA setting on enrollment

l No Filtering (Default) – Does not filter concurrent students
l Exclude Concurrent – Excludes all enrollment segments where the student is
concurrent

l Only Concurrent – Includes only enrollment segments where the student is concurrent

ATD608 –MonthlyADMSummaryReport Output
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ATD805 – Attendance Letters

Synergy SIS > Attendance > Reports Daily > Summary
The Attendance Letters report generates attendance letters, a report log of all the attendance letters
it generated during the process, mail merge attendance letters in the Primary or Home Language
entered for the student for each of the thresholds set up for attendance letters, extract text files for
the thresholds, and an error log for any errors generated.

Running this report also increments the count of Attendance Letters sent
to each of the students included in this report. If you run this report in error,
contact your administrator to correct the Attendance Letter count.

Contact your administrator for more information on the specific
attendance letters generated, the thresholds, and the date range used for
the thresholds.

ATD805 – Attendance LettersReport Interface Screen

Report Options:

l Attendance Letters – Prints the type of attendance letters selected

Your administrator creates the types of attendance letters available
to you. Contact your administrator for further information on
attendance letter options and output, as needed.

l Merge all report PDF output into a single PDF file – Prints all the letters generated in a
single PDF instead of in individual PDF files
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ATD805 – Attendance LettersOutput
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ATD807 – Update All Day Code

Synergy SIS > Attendance > Reports Daily > Extracts
This report updates the Daily Attendance table with the calculated AllDayCode and AllDayValue
field values for the current focus. The update compares the existing daily attendance records values
to the new values and updates any that changed. Use theAdvanced tab to schedule this report to
run regularly.

ATD807 – Update AllDayCode Report Interface Screen

Report Options:

l Full Process – Selecting this uses enhanced functionality to process attendance every day
for every student regardless of schedule. It also updates real-time values using the chosen
MassChange Attendance Definition.

l Perm ID – Enter a student's permanent ID to narrow the extract output to one student.
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ATD810 – Attendance Letters V2

Synergy SIS > Attendance > Reports Daily > Summary
This report has the same functionality as the ATD805 – Attendance Letters report, but corresponds
to the Attendance Letters V2 screen. This report can be scheduled similar to the ATD805 –
Attendance Letter report.

The ATD810 report interface screen shows all Attendance Letters V2
available in the focus school.

ATD810 – Attendance LettersV2 Report Interface Screen

Report Options:

l Attendance Letters – Prints the type of attendance letters selected

Your administrator creates the types of attendance letters available
to you. Contact your administrator for further information on
attendance letter options and output, as needed.

l Merge all report PDF output into a single PDF file – Prints all the letters generated in a
single PDF instead of individual PDF files

ATD810 – Attendance LettersV2Output

Copyright 2003-2020 Edupoint Educational Systems, LLC



198 Attendance User Guide
Chapter 11: Reports

School Enrollment History Extract

Synergy SIS > Attendance > Reports Daily > Extracts
The School Enrollment History Extract produces a text file detailing each student’s enrollment that
another program can import.

SchoolEnrollment HistoryExtract Screen

Extract Options:

l Day of Year – Select the day to extract (such as 40 or 100) orDays Back From Today.
l Comparison Year – Select which to compare withADM, Enrollments, or State Funded from
Enrollment Group.

l FTE – Select the FTE (Full-Time Equivalent) value to use for all students instead of the data
entered into Synergy SIS.

l Grade – Select the levels to include in the report. To select or clear all grades, use
.

l Schools Using Schedule-based FTE – Select the type to include in the report. To select or
clear all school types, use .

l Register Code – If the enrollment group is state funded, select all options to exclude from the
report. To select or clear all register codes, use .

l Register Code – If the enrollment group is enrollment, select all options to exclude from the
report. To select or clear all register codes, use .

l Tuition Payer Code – If the enrollment group is state funded, select all options to exclude
from the report. To select or clear all tuition payer codes, use .
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l Tuition Payer Code – If the enrollment group is enrollment, select all options to exclude from
the report. To select or clear all tuition payer codes, use .

SchoolEnrollment HistoryExtract Output
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STU409 – Class Roster

Synergy SIS > Attendance > Reports Daily > List
TheClassRoster report lists all students in a section and shows recorded absences for a 4-week
period.With a signature line provided, the design of the report is to capture teacher or staff
verification of the absences.

STU409 – ClassRoster Report Interface Screen
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Report Options:

l Start Date – Select the date you want the report to start.
l Weeks – Select the number of weeks to display.
l Teacher – By default, the report prints for all teachers. To print the report for only one, select
the teacher here. Additional staff members also assigned to a class display on the roster.

l Term Code – Select to print a single term.
l Period Begin andPeriod End – Select to print a range of periods.
l Section ID – By default, the report prints for all sections. Enter a range of Section IDs to print
the report for a subset of sections.

l Blank Lines – Enter the number of blank lines to add at the end of the report. Blank lines
create room for adding students who enroll in the section after the report prints.

l Allow extra lines to generate a new page – If you add blank lines, select this option to
determine whether blank lines can add a new page.

l Show Period Attendance – Select this if the school uses period attendance in addition to
daily attendance

l Minimize Period Attendance Row Size – Select to make rows smaller. This allows for 40+
rows to print per page. This option does not display for schools that use daily or both daily and
period attendance.

l Show Full Absence Code – Select to include the entire absence code instead of just its first
letter

l Hide Additional Staff – Select to prevent additional staff assigned to the section from
printing on the report

l Signature Line – Select to include a line for a signature and date at the bottom of each page
l Signature Text – Select to display theClass Attendance Signature Text from
Synergy SIS > System > Setup > District Setup, System tab

l Grade Level – Select to display grade level of students
l Perm ID – Select to display student perm ID
l Phone Number – Select to display student phone number
l Previous Absence Codes – Select to display previous absence codes for verification
l Legend – Select to display a legend for attendance codes
l House – Select to display the House the student is assigned to

See theSynergy SIS – Schedule and CourseGuide for more
information on Houses.

l Team – Select to display the Team the student is assigned to

See theSynergy SIS – Schedule and CourseGuide for more
information on Teams.

l Counselor – Select to display the Counselor the student is assigned to
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STU409 – ClassRoster Output
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STU411 – Daily Class Attendance Minutes List

Synergy SIS > Attendance > Reports Daily > List
TheDaily Class AttendanceMinutes List displays all students in a section and displays the total
number of minutes entered by day for a 3-week period.

STU411 – DailyClassAttendanceMinutesList Report Interface Screen

Report Options:

l Start Date – Prints the report starting with the date entered
l Weeks – Prints the number of weeks entered (from 1 to 3)
l Section ID or Teacher – Prints the report for only one section or teacher. By default, the
report prints for all sections and teachers.

l Period Begin andPeriod End – Prints a range of periods
l Blank Lines – Adds blank lines to the end of the report. Blank lines create room for adding
students who enroll in the section after the report prints.

l Signature Line – Adds a space for the teacher to sign the report
l Perm ID andPhone Number – Prints the student's perm ID and phone number
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l Reason Type,Absence Reasons, orReason Flags – Filters the report by absence
reason. To define theReason Flags, go to the District and School Attendance Codes
screens. If the Absence Reason is an Incl Dialer reason and you select that flag, the reason
displays in the report. To select or clear allAbsence Reasons, use .

STU411 – DailyClassAttendanceMinutesList Output
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STU427 – Perfect Career Attendance

Synergy SIS > Attendance > Reports Daily > List
The STU427 – Perfect Career Attendance report calculates perfect attendance for students for their
entire career at a school district. You can run the report from the current and district focus. You can
also define the grades to include in the perfect attendance calculation.

The report does not look at school attendance history imported from other
schools.

STU427 – Perfect Career Attendance Report Interface Screen

Report Options:

l Grade – Filters the report by the grades selected
l Gender – Filters the report by the gender selected
l Absence Reason Types – Filters the report by absence reason types selected
l Grades To Include In Perfect Attendance Calculation – Includes all the grades selected for
each student's perfect attendance calculation
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STU427 – Perfect Career AttendanceOutput
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STU603 – ADM Summary

Synergy SIS > Attendance > Reports Daily > Summary
The ADMSummaryReport lists all grades at a school and compares the ADMby grade level for a
range of dates to a previous year’s ADM.

STU603 – ADMSummaryReport Interface Screen

Report Options:

l Day of Year – Select which day to report by either entering it (such as 40 or 100) or enter the
number ofDays Back From Today.

l Comparison Year – Select which year to compare.
l Enrollment Calculation – Select whether to compareADM, Enrollments, or State Funded.
l Grouping – Select to group the report byGrade or bySchool.
l Show Detailed Differences – Select to show differences.
l FTE (Full-Time Equivalent) – Select the value to use for all students instead of the data
entered into Synergy SIS.

l Grade – Select the levels to include in the report. To select or clear all grades, use
.

l Needs Grade Levels – Select grades for student programs such as special education.
l Exclude ADA/ADM – Select to remove the ADA/ADM calculations.
l Exclude Alt State Funding for Schedule-Based FTE (EVIT) – Select to exclude EVIT
students.
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l Combine Track Data – Select if the school hasmultiple tracks to combine them on the
report.

l Tuition Payer Code – Select which options to use in the report. To select or clear all codes,
use .

STU603 – ADMSummaryOutput

For this report to print correctly, youmust load the school enrollment
history into the snapshot for both years to compare. To load the data into
the snapshot, use the School Enrollment History screen. See Editing
School Enrollment History for more information about this screen.
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STU605 – Daily Enrollment Totals Summary

Synergy SIS > Student > Reports > Summary
TheDaily Enrollment Totals Summary report lists the number of students enrolled on a particular
day. The report prints up to ten consecutive days.

STU605 – DailyEnrollment TotalsSummaryReport Interface Screen

Report Options:

l Date – Prints the report for the date entered
l Total Days – Filters the report by the number of days entered

STU605 – DailyEnrollment TotalsSummaryOutput

For this report to print correctly, your school must have TermDefinitions
defined in School Setup for the date range you are searching. To add
TermDefinitions, navigate toSynergy SIS > System > Setup > School
Setup.
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Period Attendance Reports

ATP201 – Period Student Attendance Profile

Synergy SIS > Attendance > Reports Period > Individual
The Period Student Attendance Profile report shows the student’s demographic information and
lists all absences by period for a given Date Range. The report prints up to 26 periods, or 25 if you
select the All DayCode option. TheMeeting DayCode also prints on the ATP201 report.

ATP201 – Period Student Attendance Profile Report Interface Screen

Report Options:

l Perm ID,Gender, Last Name, First Name,Middle Name, orGrade – Filter the results to
select an individual student or group of students.

l Start Date andEnd Date – Select to filter the results by date. These automatically populate
with the first and last day of school, respectively.

l Reason Type orAbsence Reasons – Select any of these options to filter by absence
reason. To select or clear allAbsence Reasons, use .

l Hide Options – Select to remove sections from the report. You can remove parent
information and the sets of totals.
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l Use Simple Header – Select to only show the basic student information instead of all
of the student’s demographics

l Hide N/S and display as blank – Select to eliminate the printing ofN/S for non-
scheduled periods

l Show Attendance Details, Show Current Schedule, Show Attendance Codes
Grouped By Type, andShow All Days of Enrollment – Select to display the chosen
option

l Show All Day Reason Code Totals – Includes 'Day' and 'Amt' columns, which show all day
code and all day values, respectively. Also, 'All DayReason Code Totals' display at the end of
the report.

l Student Identity – Select aStudent Identity to display.

The Identity Options section displays depending on the District
Setup option.

l Blank or Preferred Identity (Default) – Prints the student's name as it displays on the
Demographics tab of the Student screen.

l Legal Identity – Prints the student's name as it displays on theProtected Information
tab of the Student screen.

If the student's name does not exist on theProtected Information
tab of the Student screen, the report prints the student's name as it
displays in the Student Information section on theDemographics
tab of the Student screen. If the Student Information section does
not contain the student's name, the student's name prints as it
displays on topmost section on theDemographics tab of the
Student screen.

l Preferred and Legal Identity – Prints the student’s legal and preferred name.

Legal name does not print theSuffix for a student.
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ATP201 – Period Student Attendance Profile Output
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ATP401 – Period Attendance List

Synergy SIS > Attendance > Reports Period > List
The Period Attendance List report lists all student absences and the reason for the absences in a
given date range by period. It also lists the parent’s phone numbers for each student, so the list can
be used for attendance verification. The report prints up to 26 periods of absences only if you select
TheHide Parent Contact Information option within the report interface. Otherwise, the report
prints 13 periods of absences. The report also shows up to three characters of theAbsence
Reason codes.

ATP401 – Period Attendance List Report Interface Screen

Report Options:

l Start Date andEnd Date – Enter to limit the report to the appropriate range
l Reason Type orAbsence Reasons – Select options to filter by the absence reason
selected. To select or clear allAbsence Reasons, use .

l Cumulative Totals – Select to include them
l Period Abs Threshold – Enter a value to show only students that have a certain number of
absences
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l Hide Parent Contact Information – Select to omit parent phone numbers and addresses
from the report

l Show All Day Reason Code Totals – Includes 'Day' and 'Amt' columns, which show all day
code and all day values, respectively. Also, 'All DayReason Code Totals' display at the end of
the report.

l Meeting Days – Day displays on the ATP401 report only for schools with meeting days
defined

l Parent Indicators – Filter the parents displayed on the report. Select whether to filter by
Parentsmeet all criteria (default), Parentsmeet any criteria or those selected from the
Include Parents options. SelectUse Asterisk * to indicate Contact allowed, as
necessary.

l Display Counselor/Administrator name if the report has been filtered by Counselor
and/or Administrator in Selection tab – Displays the option(s) selected in either Select
Counselor Filter and/or Select Administrator Filter on theSelection tab

See theSynergy SIS – Query and Reporting Guide for more
information about these selections.

ATP401 – Period Attendance List Output

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 11: Reports 215

ATP402 – Period Student Absence Totals

Synergy SIS > Attendance > Reports Period > List
The Period Student Absence Totals report lists all students at a school for a given date range and
displays the total number of absences recorded for each period. It also displaysGrand Totals at the
end of the report. Parent phone numbers also display.

ATP402 – Period Student Absence TotalsReport Interface Screen

Report Options:

l Start Date andEnd Date – Enter to filter the report
l Minimum Period Absences – Enter a value to only show students with more than a certain
number of the absences selected in the Absence Definition section

l Reason Types orAbsence Reasons – Select these options to filter by absence reason. To
select or clear allAbsence Reasons, use .

l Hide Parent Contact Information – Select to omit parent phone numbers and addresses
from the report

Copyright 2003-2020 Edupoint Educational Systems, LLC



216 Attendance User Guide
Chapter 11: Reports

l Parent Indicators – Filter the parents displayed on the report. Select whether to filter by
Parentsmeet all criteria (default), Parentsmeet any criteria or those selected from the
Include Parents options. SelectUse Asterisk * to indicate Contact allowed, as
necessary.

l Counselor and/or Administrator name – Displays the option(s) selected in either Select
Counselor Filter and/or Select Administrator Filter on theSelection tab

See theSynergy SIS – Query and Reporting Guide for more
information about these selections.

ATP402 – Period Student Absence TotalsOutput
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ATP402.L – Period Student Absence Totals

Synergy SIS > Attendance > Reports Period > List
The Period Student Absence Totals report lists all students at a school for a given date range and
displays the total number of absences recorded for each period. It also displaysGrand Totals at the
end of the report. Parent phone numbers also display.

This report is a substitution for the ATP402 – Period Student Absence
Totals report and is located in its place in the PAD Tree.

ATP402.L – Period Student Absence TotalsReport Interface Screen

Report Options:

l Start Date andEnd Date – Enter values to filter the report.
l Minimum Period Absences – Enter a value to only show students with more than a certain
number of the absences selected in the Absence Definition section.

l Grade – Filter the output by grade or a range of grades.
l Section ID – Filter the output to include only the selected section ID.
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l Teacher – Filter the output to include only the selected Teacher name.
l Reason Types orAbsence Reasons – Select these options to filter by absence reason. To
select or clear allAbsence Reasons, use .

l Hide Parent Contact Information – Select to omit parent phone numbers and addresses
from the report

l Parent Indicators – Filter the parents displayed on the report. Select whether to filter by
Parentsmeet all criteria (default), Parentsmeet any criteria or those selected from the
Include Parents options. SelectUse Asterisk * to indicate Contact allowed, as
necessary.

l Counselor and/or Administrator name – Displays the option(s) selected in either Select
Counselor Filter and/or Select Administrator Filter on theSelection tab

See theSynergy SIS – Query and Reporting Guide for more
information about these selections.

A maximumof 14 periods display on the report by default. A maximumof
28 periods display if you selectHide Parent Contact Information.

ATP402.L – Period Student Absence TotalsOutput
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ATP403 – Period Perfect Attendance List

Synergy SIS > Attendance > Reports Period > List
The Period Perfect Attendance List displays all students who have no absences or tardies for a
given date range, by section. It also includes parent contact numbers.

ATP403 – Period Perfect Attendance List Report Interface Screen

Report Options:

l Start Date andEnd Date – Enter to filter the report by date
l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .

l Hide Student Detail – Select to exclude the permanent ID, parent/guardian names, and
phone numbers

l Scheduled in Classes for Whole Range – Select to require student enrollment for the
whole date range
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ATP403 – Period Perfect Attendance List Output
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ATP404 – Period Class Attendance List

Synergy SIS > Attendance > Reports Period > List
The Period Class Attendance List shows all students in a section on a given date and lists the reason
for each student’s absence in a period.

ATP404 – Period ClassAttendance List Report Interface Screen

Report Options:

l Teacher – By default, all teachers display on the report. Select one to run the report for just
one.

l Students To Display – Determineswhich students to include
l Absent In Class, Show Class AttendanceOnly – Produces a report by teacher showing
only the students who have the selected Absence Definitions. The code for the
attendance event displays in the field of the period for the teacher. All other fields are
blank.
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l Absent In Class, Show All Attendance – Produces a report like the above option but
shows all attendance events

l Enrolled In Class, Show All Attendance – Produces a report by teacher showing all the
enrolled students along with the selected Absence Definitions, if they have them. The
code for the attendance event displays in the field of the period for the teacher. Unlike
the other report options, an event does not have to occur in the class to include the
student.

l Suppress Phone Numbers – Select to omit student and parent phone numbers
l Beginning Period andEnding Period – Select to include a period range
l Page Break By Period – Select to add page breaks after each teacher's class period
l Start Date andEnd Date – Enter to filter by date
l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .

l Signature Line – Select to add a Signature and Date line to the bottom of each report.
l Signature Text – Select to add theClass Attendance Signature Text from theSystem
tab on the District Setup screen to the bottom of each report page
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ATP404 – Period ClassAttendance List Output

Copyright 2003-2020 Edupoint Educational Systems, LLC



224 Attendance User Guide
Chapter 11: Reports

ATP404.L – Period Class Attendance List

Synergy SIS > Attendance > Reports Period > List
The Period Class Attendance List shows all students in a section on a given date and lists the reason
for each student’s absence in a period.

This report is a substitution for the ATP404 – Period Class Attendance
List report and is located in its place in the PAD Tree.

ATP404.L – Period ClassAttendance List Report Interface Screen

Report Options:

l Teacher – By default, all teachers display on the report. Select one to run the report for just
one.

l Students To Display – Determineswhich students to include
l Absent In Class, Show Class AttendanceOnly – Produces a report by teacher showing
only the students who have the selected Absence Definitions. The code for the
attendance event displays in the field of the period for the teacher. All other fields are
blank.
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l Absent In Class, Show All Attendance – Produces a report like the above option but
shows all attendance events

l Enrolled In Class, Show All Attendance – Produces a report by teacher showing all the
enrolled students along with the selected Absence Definitions, if they have them. The
code for the attendance event displays in the field of the period for the teacher. Unlike
the other report options, an event does not have to occur in the class to include the
student.

l Suppress Phone Numbers – Select to omit student and parent phone numbers
l Beginning Period andEnding Period – Select to include a period range. Any periods
outside this range do not display on the report.

l Page Break By Period – Select to add page breaks after each teacher's class period
l Grade – Select to limit the report to only certain grades
l Start Date andEnd Date – Enter to filter by date
l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .

l Signature Line – Select to add a Signature and Date line to the bottom of each report.
l Signature Text – Select to add theClass Attendance Signature Text from theSystem
tab on the District Setup screen to the bottom of each report page

ATP404.L – Period ClassAttendance List Output

The output prints in landscape orientation.
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ATP405 – Period Student List by Attendance

Synergy SIS > Attendance > Reports Period > List
The Period Student List by Attendance lists all students with a given number of absences for the
given date only. This report does not print for a range of days.

ATP405 – Period Student List ByAttendance Report Interface Screen

Report Options:

l As Of Date – Enter a day to print the report for. This field auto-populates today's date.
Leaving this field blank generates the report for today's date.

l Minimum Period Absences – Enter a value to show only students with more than a certain
number of the absences selected in the Absence Definition

l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .
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ATP405 – Period Student List ByAttendanceOutput

Copyright 2003-2020 Edupoint Educational Systems, LLC



228 Attendance User Guide
Chapter 11: Reports

ATP405.L – Period Student List by Attendance

Synergy SIS > Attendance > Reports Period > List
The Period Student List by Attendance report lists all students with a given number of absences for
the given date only. This report does not print for a range of days.

This report is a substitution for the ATP405 – Period Student List by
Attendance report and is located in its place in the PAD Tree.

ATP405.L – Period Attendance List ByAttendance Report Interface Screen

Report Options:

l Attendance Date – Enter a day to print the report for. This field auto-populates today's date.
Leaving this field blank generates the report for today's date.

l Minimum Period Absences – Enter a value to show only students with more than a certain
number of the absences selected in the Absence Definition

l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .
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ATP405.L – Period Student List ByAttendance Report Output
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ATP406 – Period Class Attendance Form

Synergy SIS > Attendance > Reports Period > List
The Period Class Attendance Form prints out a form that lists all students in a section and provides
fields for recording attendance for a 4-week range.

ATP406 – Period ClassAttendance FormReport Interface Screen

Report Options:

l Start Date – Enter to filter by date
l Weeks – Select the number to display (from 1 to 4)
l Section ID or Teacher – By default, the report prints for all sections and teachers. Enter a
Section ID range or select a teacher name to print the report for only one section or teacher.

l Period Begin andPeriod End – Select the periods to include in the report
l Second Student Name Column Number – If the form prints on a very wide sheet of paper
or flows over onto a second page, enter the column number to print the student’s name a
second time for clarity.

l Page Size – Select the paper size for printing
l Page Break Option – Select to choose where page breaks occur
l Add Hole Punch Margin – Select for forms requiring punch holes
l Extra Lines – Enter the number of additional lines to add at the end of the report. Extra lines
create room for adding students who enroll in the section after the report prints. To select a
custom number of extra lines, enter the number of lines inCustom Number instead of
selecting an option from the list.

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 11: Reports 231

To include some fields on the form, select Include the following fields:

l Grade – Prints on the report next to the name
l Gender – Prints on the report next to the name
l Phone – Prints on the report next to the name
l Second Student Name – Prints the student name on the report a second time in the column
specified by the Second Student NameColumnNumber (see above)

l Total Abs – Prints absence totals on the report

ATP406 – Period ClassAttendance FormOutput
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ATP407 – Period Attendance Gaps by Teacher

Synergy SIS > Attendance > Reports Period > List
The Period AttendanceGaps by Teacher lists all students in any of a teacher’s sectionswith a gap in
their period attendance. For example, if the student has absences for all periods but 3rd period, it
probably is a data entry error and the student was actually absent. The teacher can review this
report and fix the errors.

ATP407 – Period AttendanceGapsByTeacher Report Interface Screen

Report Options:

l Start Date andEnd Date – Enter to filter the report by date
l Section ID – By default, the report prints for all sections. Enter a Section ID range to print the
report for only some sections.

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 11: Reports 233

l Minimum Period Gap Size –Minimumnumber of consecutive periodswith no attendance
marks

l Maximum Period Gap Size –Maximumnumber of consecutive periodswith no attendance
marks

l Maximum Gaps Per Day –Maximumnumber of consecutive periods per daywith no
attendancemarks, as defined byMinimum - andMaximum Period Gap Size

l Gaps will be based on:
l Gaps in Absence – Evaluates the number of periods a student is absent.
l Gaps in Presence – Evaluates the number of periods the student is present.

l Exclusive Match – Validates student attendance records against the values
entered inMaximum Period Gap Size andMaximum Gaps Per Day. This
option only displayswhen you chooseGaps in Presence in theGaps will be
based on: drop-down.

l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .

l Signature Line – Select to include a line for a gap verifier to sign off
l Hide Room Number,Hide Grade,Hide Gender, orHide Day – Hides the selected option
from the report output
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ATP407 – Period AttendanceGapsByTeacher Output
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ATP408 – Period Attendance Gaps

Synergy SIS > Attendance > Reports Period > List
The Period AttendanceGaps reports lists all students that show a gap in their period attendance.
For example, if the student has an absence for all periods but 3rd period, it probably is a data entry
error and the student was absent.

ATP408 – Period AttendanceGapsReport Interface Screen

Report Options:

l Start Date andEnd Date – Enter to filter the report by date
l Section ID – By default, the report prints for all sections. Enter a Section ID range to print the
report for only some sections.

l Minimum Period Gap Size –Minimumnumber of consecutive periodswith no attendance
marks

l Maximum Gaps Per Day –Maximumnumber of consecutive periods per daywith no
attendancemarks, as defined byMinimum Period Gap Size

l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
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or clear allAbsence Reasons, use .
l Signature Line – Select to include a line for a gap verifier to sign off

ATP408 – Period AttendanceGapsOutput
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ATP409 – Period Absence Count

Synergy SIS > Attendance > Reports Period > List
The Period Absence Count lists all students at a school and total the number of absences recorded
for each student by period and overall.

ATP409 – Period Absence Count Report Interface Screen

Report Options:

l Start Date andEnd Date – Enter to filter the report by date.
l Absence Definition (ABS1) orAbsence Definition (ABS2) – Filters by selected absence
reasons.

l Counselor and/or Administrator name – Displays the option(s) selected in either Select
Counselor Filter and/or Select Administrator Filter on theSelection tab.

See theSynergy SIS – Query and Reporting Guide for more
information about these selections.
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ATP409 – Period Absence Count Output
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ATP409.L – Period Absence Count

Synergy SIS > Attendance > Reports Period > List
The Period Absence Count lists all students at a school and total the number of absences recorded
for each student by period and overall.

This report is a substitution for the ATP409 – Period Absence Count
report and is located in its place in the PAD Tree.

ATP409.L – Period Absence Count Report Interface Screen

Report Options:

l Date Start andDate End – Enter to filter the report by date.
l Period Start andPeriod End – Enter to filter the report by period.
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l Absence Definition (ABS1) or Absence Definition (ABS2)

l Select anAttendance Definition to calculate attendance.
l Select absence reasons to filter the report, as needed.

l DayAbsences

l Select aDaily Attendance Definition to use period attendance to calculate daily
attendance.

l Select absence reasons to filter the report, as needed.

See theSynergy SIS – Query and Reporting Guide for more
information about these selections.

ATP409.L – Period Absence Count Output
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ATP410 – Summer Attendance Report

Synergy SIS > Attendance > Reports Period > List
The Summer Attendance Report shows theminutes accrued by each student in the summer school
program and how theminutes distribute between proficiency and core. Schools in California
primarily use this for taking supplemental attendance.

ATP410 – Summer Attendance Report Report Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Select the reporting periods to include, as
defined in the District and School calendars. To print the report for a State Reporting Period
instead, select the period from the field.

l Core Category – Enter the number of minutes to use for all sections.
l Proficiency Category – Enter the number of minutes to use for all sections.
l Minutes Per Period – Enter the number of minutes per period to use for all sections.
l Grade – Select the range to include in the report.
l Instructional Settings – Filters by selected options
l Track – If the school uses tracks, select the tracks to include.
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ATP410 – Summer Attendance Report Output
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ATP602 – Period Sections Missing Attendance List

Synergy SIS > Attendance > Reports Daily > List or
Synergy SIS > Attendance > Reports Period > List
The Period SectionsMissing Attendance List displays all sections at a school where attendance has
not been taken.

ATP602 – Period SectionsMissing Attendance List Report Interface Screen

Report Options:

l Start Date andEnd Date – Enter to filter the report by date
l Starting Period andEnding Period – Select the periods to include.
l Time of Day – If the school takes attendance twice a day, select to include in the report (AM,
PM, or AM/PM).

l Print Empty Report – Select if you want the report to print even if all teachers took
attendance.
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ATP602 – Period SectionsMissing AttendanceOutput
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ATP602.L – Period Sections Missing Attendance List

Synergy SIS > Attendance > Reports Daily > List or
Synergy SIS > Attendance > Reports Period > List
The Period SectionsMissing Attendance List displays all sections at a school where attendance has
not been taken.

This report is a substitution for the ATP602 – Period SectionsMissing
Attendance List report and is located in its place in the PAD Tree.

ATP602.L – Period SectionsMissing Attendance List Report Interface Screen

Report Options:

l Date Start andDate End – Enter to filter the report by date
l Period Filter – Select the periods to include.
l Possible Times of Day – If the school takes attendance twice a day, select to include in the
report (AM, PM, or both AM and PM). If the school takes both period and daily attendance,
select to include in the report (Day, Period, or both Day and Period).

l Print Empty Report – Select if you want the report to print even if all teachers took
attendance.
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ATP602.L – Period SectionsMissing AttendanceOutput
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ATP603 – Positive Attendance Summary

Synergy SIS > Attendance > Reports Period > Summary
The Positive Attendance Summary report lists all students at a school and totals the student’s
absence hours and hours present for the reporting period selected. This report includes passing
minutes in the calculations.

ATP603 – Positive Attendance SummaryReport Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Select the reporting periods to include, as
defined in the District and School calendars. To print the report for a State Reporting Period
instead, select that period.

l Totals by – Select how to present the totals. Select eitherDays orHours.
l Include Additional Columns – Select to display three extra fields:

l Hours Limit – Shows the limit of accruable hours for the week
l Hours Pres – Shows the hours present for the week
l Hours Def – Shows the hours deficient for the week

l Suppress Unused Bell Periods – Select to show only the bell periods using positive
attendance

l Override Class Minutes orOverride Passing Minutes – Select to override the class
minutes or passingminutes defined in the bell schedule. Then enter the number ofClass
Minutes or Passing Minutes, as appropriate.
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l All Day Code – If you enter an all-day code for a school using period attendance but the
periods themselves do not show an absence, you can automatically populate the periods so
that all periods for that day, use this option. To prevent the backfilling process from occurring
for certain types of absence reasons, select the reasons inNo Backfill Daily Attendance
Reason.

ATP603 – Positive Attendance SummaryOutput
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ATP604 – Positive Attendance Audit

Synergy SIS > Attendance > Reports Period > Summary
The Positive Attendance Audit lists all students at a school for a selected reporting period, lists all
absences that the student accrued, and provides a total of the hours the student attended during the
period. This report includes passingminutes in the calculations.

ATP604 – Positive Attendance Audit Report Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Select the reporting periods to include, as
defined in the District and School calendars. To print the report for a State Reporting Period
instead, select that period.

l Include Additional Columns – Select to display three extra fields:

l Hours Limit – Shows the limit of accruable hours for the week
l Hours Pres – Shows the hours present for the week
l Hours Def – Shows the hours deficient for the week

l Suppress Unused Bell Periods – Select to show only the bell periods using positive
attendance

l Override Class Minutes orOverride Passing Minutes – Select to override the class
minutes or passingminutes defined in the bell schedule. Then enter the number ofClass
Minutes or Passing Minutes, as appropriate.

Copyright 2003-2020 Edupoint Educational Systems, LLC



250 Attendance User Guide
Chapter 11: Reports

l All Day Code – If you enter an all-day code for a school using period attendance but the
periods themselves do not show an absence, you can automatically populate the periods so
that all periods for that day, use this option. To prevent the backfilling process from occurring
for certain types of absence reasons, select the reasons inNo Backfill Daily Attendance
Reason.

ATP604 – Positive Attendance Audit Output
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ATP605 – Positive Attendance Totals

Synergy SIS > Attendance > Reports Period > Summary
The Positive Attendance Totals report lists all tracks and instructional settings at a school and
summarizes the attendance and ADA for each track and instructional setting. This report includes
passingminutes in the calculations.

ATP605 – Positive Attendance TotalsReport Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Select the reporting periods to include, as
defined in the District and School calendars. To print the report for a State Reporting Period
instead, select that period.

l Totals by – Select how to present the totals: eitherDays orHours.
l Include Additional Columns – Select to display three extra fields:

l Hours Limit – Shows the limit of accruable hours for the week
l Hours Pres – Shows the hours present for the week
l Hours Def – Shows the hours deficient for the week
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l Override Class Minutes orOverride Passing Minutes – Select to override the class
minutes or passingminutes defined in the bell schedule. Then enter the number ofClass
Minutes or Passing Minutes, as appropriate.

l All Day Code – If you enter an all-day code for a school using period attendance but the
periods themselves do not show an absence, you can automatically populate the periods so
that all periods for that day, use this option. To prevent the backfilling process from occurring
for certain types of absence reasons, select the reasons inNo Backfill Daily Attendance
Reason.

ATP605 – Positive Attendance TotalsOutput
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ATP606 – Positive Attendance Summary Extended

Synergy SIS > Attendance > Reports Period > Summary
The Positive Attendance Summary Extended report lists all students enrolled during the selected
reporting periods. For each student, it displays any absences in each period, totals the days enrolled
in the period, and displays the total absences for the period. It also totals the absences and days
enrolled by student, instructional setting, and school. This report includes passingminutes in the
calculations.

ATP606 – Positive Attendance SummaryExtended Report Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Select the reporting periods to include, as
defined in the District and School calendars. To print the report for a State Reporting Period
instead, select that period.

l Totals by – Select how to present the totals: eitherDays orHours.
l Hide Appr Unx Column – Select to hide the approximate number of unexcused absences.
l Include Additional Columns – Select to display three extra fields:

l Hours Limit – Shows the limit of accruable hours for the week
l Hours Pres – Shows the hours present for the week
l Hours Def – Shows the hours deficient for the week

l Suppress Unused Bell Periods – Select to show only the bell periods using positive
attendance.
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l Override Class Minutes orOverride Passing Minutes – Select to override the class
minutes or passingminutes defined in the bell schedule. Then enter the number ofClass
Minutes or Passing Minutes, as appropriate.

l All Day Code – If you enter an all-day code for a school using period attendance but the
periods themselves do not show an absence, you can automatically populate the periods so
that all periods for that day, use this option. To prevent the backfilling process from occurring
for certain types of absence reasons, select the reasons inNo Backfill Daily Attendance
Reason.

ATP606 – Positive Attendance SummaryExtendedOutput
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ATP607 – Positive Attendance Audit Extended

Synergy SIS > Attendance > Reports Period > Summary
The Positive Attendance Audit Extended report lists all students enrolled during the selected
reporting periods. For each student, it displays any absences in each period, totals the days enrolled
in the period, and displays the total absences for the period. It also totals the absences and days
enrolled by student, instructional setting, and school. This report includes passingminutes in the
calculations.

ATP607 – Positive Attendance Audit Extended Report Interface Screen

Report Options:

l Reporting Period andState Reporting Period – Select the reporting periods to include, as
defined in the District and School calendars. To print the report for a State Reporting Period
instead, select that period.

l Include Additional Columns – Select to display three extra fields:

l Hours Limit – Shows the limit of accruable hours for the week
l Hours Pres – Shows the hours present for the week
l Hours Def – Shows the hours deficient for the week

l Suppress Unused Bell Periods – Select to show only the bell periods using positive
attendance.

l Override Class Minutes orOverride Passing Minutes – Select to override the class
minutes or passingminutes defined in the bell schedule. Then enter the number ofClass
Minutes or Passing Minutes, as appropriate.
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l All Day Code – If you enter an all-day code for a school using period attendance but the
periods themselves do not show an absence, you can automatically populate the periods so
that all periods for that day, use this option. To prevent the backfilling process from occurring
for certain types of absence reasons, select the reasons inNo Backfill Daily Attendance
Reason.

ATP607 – Positive Attendance Audit ExtendedOutput
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ATP608 – Supplemental Instruction Summary

Synergy SIS > Attendance > Reports Period > Summary
The Supplemental Instruction Summary report lists the number of hours recorded for each type of
supplemental funding.

ATP608 – Supplemental Instruction SummaryReport Interface Screen

Report Options:

There are no options available for this report.
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ATP608 – Supplemental Instruction SummaryOutput
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ATP609 – Supplemental Instruction Detail

Synergy SIS > Attendance > Reports Period > Summary
The Supplemental Instruction Detail report lists the number of hours recorded for supplemental
instruction for each student by date. It also lists a summary of the total hours by student and the total
number of hours by program.

ATP609 – Supplemental Instruction Detail Report Interface Screen

Report Options:

There are no options available for this report.
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ATP609 – Supplemental Instruction DetailOutput
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ATP801 – Period Attendance Autodialer List

Synergy SIS > Attendance > Reports Period > List
The Period Attendance Autodialer List displays all students that the autodialer software will contact,
the parent phone numbers, and the number of absences by period for the date listed.

ATP801 – Period Attendance Autodialer List Report Interface Screen

Report Options:

l Date – Select the date of the report to print.
l Minimum Period Absences – Enter a value to only show students with more than a certain
number of the absences selected in the Absence Definition.

l Primary Phone to Use – Select which phone number the autodialer should call. To select
which parent to call, select the options in Parent/Guardian Relation Info. These selections
match the parent’s information on the Student screen,Parent tab.

l Reason Types,Absence Reasons, andReason Flags – Select to filter the report by
absence reason entered. The Reason Flags definitions are in the District Attendance Code
and School Attendance Code screens. If the absence reason is an Include Dialer reason and
you select that flag, the reason displays in the report.

l Print PDF Details in Export Output – Select to include periodswhen printing to CSV,
Excel, and Text File output types. Absence periods display after the date in the output file.
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ATP801 – Period Attendance Autodialer List Output

Edupoint Proprietary and Confidential



Attendance User Guide
Chapter 11: Reports 263

ATP802 – Attendance Auto Dialer Report

Synergy SIS > Attendance > Reports Period > List
The Attendance Auto Dialer Report produces a file that the school’s auto dialer uses to contact
students absent on a given date. It also prints a companion report in PDF format that lists all of the
information included in the file.

ATP802 – Attendance Auto Dialer Report Interface Screen

Report Options:

l Date – Filters by date
l Grade – Filters by grade level
l Minimum Period Absences – Shows only students with more than a certain number of
absences selected in the Absence Definitions section.

l Reason Types orAbsence Reasons – Select options to filter by absence reason. To select
or clear allAbsence Reasons, use .

ATP802 – Auto Dialer Absence List File
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Recording Supplemental Instruction Attendance
For schools that offer supplemental instruction, youmust take attendance using period attendance.
You can record attendance using any screen that supports period attendance, such asClass Period
Attendance or Period Attendance. You can also record it using the TeacherVUE software.

However, for supplemental instruction, record the student’s presences instead of absences. For
each period the student attends, youmust record a positive attendance reason.

1. Navigate toSynergy SIS > Attendance > Period Attendance.
2. Locate the student.
3. Locate the periods for supplemental instruction. For example, an after school program

offeringmight occur during periods 7 through 9.

Period Attendance Screen

4. For each period of supplemental instruction, select a positive attendance reason such as
Positive.

Period Attendance Screen

5. Once you record all the periods of attendance, clickSave.

Period Attendance Screen
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Daily Attendance Reports

ATD610 – ADA / ADM Enrollment Summary Report

Synergy SIS > Attendance > Reports Daily > Summary
The ADA / ADMEnrollment SummaryReport provides the ADA / ADMand attendance rate by
grade for the focus selected.

ATD610 – ADA / ADMEnrollment SummaryReport Report Interface Screen

Report Options:

l Start andEnd – Filters the output to the date range selected
l Include Concurrent Students - Select to include concurrent students
l Print by – Displays the report by category selected. For example,Print by Ethnicity or Print
byGrade.

Edupoint Proprietary and Confidential



Attendance User Guide
Appendix B: Nebraska-Specific Instructions 269

l Include Calculation Log –Generates an Excel spreadsheet of all the students included in
the calculations

This spreadsheet includes:

l Students who enter on the same date as theStart date
l Students who exit on the same date as theEnd date

This spreadsheet does not include:

l Students who exit prior to theStart date
l Students who enter after theEnd date
l Summer withdrawal students

l Grade – Filters the report by the grades selected
l Use State Absence Codes – Uses the absence reasons designated asReport to State on
the District Attendance Code screen when calculating absence values

l Absence Definition – Filters the report by the absence reasons selected

ATD610 – ADA / ADMEnrollment SummaryReport Output
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Report Output Details:

l Attendance Regular – Total number of days present for every (filtered) student within the date
range used in the report

l Absence Regular – Total number of days absent for every (filtered) student within the date
range used in the report

l Total DaysMembership – Total days enrolled for all (filtered) students within the date range
used in the report

l Days – Number of valid school days in this date range
l Avg. Daily Attendance – Number of days present (Attendance Regular) divided by number of
valid school days in the segment (days)

l Avg. DailyMembership – Number of membership days (Total DaysMembership) divided by
number of valid school days in the segment (days)

l Percent Present – Attendance Regular divided by Total DaysMembership
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