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ABOUT THIS GUIDE

DOCUMENT HISTORY

Date Volume | Edition | Revision | Content
June 2009 1 1 1 Initial release of this document
March 2010 1 1 2 Updated to include changes from the

November 2009 release, and the
February & March 2010 patches
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March 2013 1 1 4 Updated to reflect the March 2013
release of Synergy SIS version 8.0

April 2013 1 1 5 Updated to reflect the April 2013
release of Synergy SIS version
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CONVENTIONS USED IN THIS GUIDE

Bold Text Bpld Text - Indicates a button or menu or other text on the screen to
click, or text to type.

; Tip — Suggests advanced techniques or alternative ways of
Q/ approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

Reference — Refers to another source of information, such as
another manual or website

Caution — Warns of potential problems. Take special care when
reading these sections.
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BEFORE YOU BEGIN

Before using any of the Edupoint family of software products, please make sure the
computer hardware and software meet the minimum requirements.

ﬁ Caution: The Edupoint family of software does not support the use of
(CAuTiant) pop-up blockers or third-party toolbars in the browser used to access
\S Synergy SIS. Please disable any pop-up blockers (also known as pop-

up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

A NOTE ABOUT NAVIGATION

To indicate how to find screens, this guide uses shorthand like Synergy SIS >

Attendance > Class Period Attendance, which means: In the Navigation Tree (also called
PAD Tree), click Synergy SIS (if necessary to open it), then Attendance (if necessary to
open it), and then Class Period Attendance.

= 3ynergy SIS

P Accommodations

= Attendance
P Reports
[* Reports Daily
P Reports Period
[ Scanning
P Setup

=
| attendance Letter

::E_ Aftendance Verification

a0
- Class Daily Attendance

@-mmss Period Attendance
[

E Classroom Taken Attendance Summary

=]

E; Course Attendance
@ Daily Attendance
B

Fge Mass Change Attendance

===
E, Period Attendance
Synergy SIS Navigation Tree

If the Navigation Tree pane itself is not open, click the Tree button.

B

Tree Button
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Chapter One:
OVERVIEW

This chapter covers:
» Overview of Attendance
» Implementation Considerations
» Sample Attendance Letter

Copyright© 2013 Edupoint Educational Systems, LLC 7
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OVERVIEW OF ATTENDANCE

Attendance may be tracked using either a daily attendance or period attendance model.
The daily attendance records the student’s attendance based on the entire school day,
where the period attendance records the student’s attendance in each class period. Daily
attendance may be taken either once or twice a day. Attendance records for either daily or
period attendance track a student’s absences. If nothing is recorded for the day or period,
the student is considered present.

Attendance in Synergy SIS may be recorded by several methods. The absences can be
entered in one of several screens in the Attendance folder. Paper attendance sheets can
be generated and then scanned in to the system. Finally, the TEACHERVUE software can be
used to enter the absences. The TEACHERVUE software is explained in the Synergy SIS —
TEACHERVUE Administrator Guide and the Synergy SIS — TEACHERVUE User Guide. This
guide and its companion user guide illustrate the other two methods possible.

This guide illustrates how to set up either daily attendance or period attendance tracking. It
also covers the configuration needed to use automated attendance dialers and attendance
sheet scanners. The unique security options available for the Attendance screens are also
outlined. The companion manual to the Administrator Guide, Synergy SIS - Attendance
User Guide, illustrates how to enter attendance and print related reports.

Synergy SIS > Attendance > Attendance Letter generates letters that can be sent to
parents, outlining students’ absences.

Attendance Letter

Letter Name: Absence School Name: Hope High School  School Year: 2012-2013

Attend Letters | Additional Options
Letter Name

Absence

bt = =]] =] <
I 3 Absence Letter 1 ¥ Word Doc v Home Languz v

u 6 Absence Letter 2 B Word Doc b Home Languz v

Date Range (|| Grade o Extras (& ]
Begin Range Totaling and Sort (|| Periods to Exclude @[~ Show Inactive Clear Current

120/ = Begin (It o Y ————————— Students Thresholds

08/20/2012 | |[Totating Method | OF Ar 2 ar ar sr 6 71 8l o ‘

End Total by bell periods v

05/24/2013 0 Sorting Metnod

W e

Addressee Info (3| | Parent Options (&
Send To Method  Use Student Address If Parent Address Is Blank Lives With Has Custody Ed Rights Contact Allowed Mailings Allowed
Parent(s) A v

Absence Reasons to Include (&
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

Unverified + | [Unexcused + | |[Excused b/ B

IAbsence Reasons[Jie

™ Vacation [ Suspension I Exc Tardy I~ Waived [ Unverified I Funeral

" Bussspend [ Unexcused I Iss " Tardy [ Counseling ™ Activity

I” Counsfadmi I Lice I” Other I” Excused I liness

Letter Reason Flags [y«
I Incl Dialer I Incl Letter I Incl Reports I~ Report To State

Additional Reports to Execute &
Report Listl o)
I Period Attendance Profile I Daily Attendance Profile I Student Mailing Labels

Show Period Attendance Profile Detail

‘ Mail Merge Options Ol
| 01 Show Letter Extract Log |
Attendance Letter Screen
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The Attendance Verification screen lists all students with absences recorded for a
particular date. This screen can be filtered to show only one or more types of absences.
This is primarily used by attendance clerks to review absences entered by teachers and
verify the reason for the student’s absence with their parents.

Attendance Verification

School Name: Hope High Scheol  School vear: 2010-2011

Verification |

Date
127152010 [F Fiter

If Rows To Show is blank then the maximum number of rows will be 100
Rowg To Show

99
[Filters =)
Attendance Verification List =]
Line [Student N Ph Dat SIS Num Grad AlD: Bell Period
ine udent Name hone |Date lumber rade ay ,—ﬂ,—1,T,T’—4’_ﬁ,—ﬁ,_7,_E’T
| Abbott, Billy C. h" 12/15/2010 905483 12 Exc Uny M/ NAS | NS | NAS

Attendance Verification Screen

The Class Daily Attendance screen allows daily attendance to be recorded for all students
in a section. Either one day or five days may be displayed at a time for each section.

Class Daily Attendance

Section ID: 1077 Course Title: Am Gavt

Class Daily |

Section ID Course ID Course Title Staff Name ROOm Narne
[ro77 5551 |[amGovt | [Jackson, kathy! [216 ]
Begin valid Date Range|0s/30/2010 End ‘alid Date Range|06/03/2011
Go To Date Ga T Current Date < Previous Day Hext Day >

Class Attendance
: [ wedpects2o0
1| Abbott, Billy C. Unv
4 Addington, Paula
£| Coleman, Jose L.
§i Cooley, Caraln A,
| Crum, Richard J
Crum, william k.

Class Daily Attendance Screen

The Class Period Attendance screen allows period attendance to be recorded for all
students in a section. Either one day or 5 days may be displayed at a time for each section.

Class Period Attendance

Section ID: 1077 Course Title: Am Gowt  School Attendance Taken:

Class Period Attend: | Totals
Section ID Course ID Course Title Staff Name Room Mame Term Code  Beg Per  End Per
[io77 [ss51 | [amGout | Jackson, katny [216 |1s2 b v~

Begin valid Date Range[12/21/2010 End valid Date Range|06/03/2011
010572011 GoToDate | Go To Current Date | < Previous Day Next Day =

Class Period Attendance &)

Wed, Jan 5 2011 (B)
Line (Student Name

ReasonCode

| Abbott, Billy C Uny
2 Addington, Paula b
| Coleman, Jose L

~| Cooley, Carolyn A
=) Crum, Richard J

| Crum, William B,
7 Decker, Lari

| Devisme, Roger L
| Dianics, Ruth T
(10} Gilbert, Tina kK

(1 Grant, Tirmothy W
(% Harne, George D

Class Period Attendance Screen
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The Course Attendance screen lists all sections in which a student is enrolled for the
entire year. In the detailed screen of course attendance, attendance may be recorded by
section.

Course Attendance (=
Student Name: Abbott, Billy €. Schoo: Hope High School  Status: Active  Homeroom: 231
Course A i} By Section |
Last Name First Name Middle Name  Suffix ~ Perm D Grade
|abbott [Billy Jc | |o05483 12 v
Courses Hide Detail ‘ @]
s (Ren Section I0: 1077 Course Titl: Am Gout Erter Date: 08/31/2010 Lesve Dste:  Term Code: $2-Semester 2
10 Am Govt (0077)
b0 Am Govt (1077) Student Attend. Calendar | Totals
51 Beg Jewelry (0106) Ecgin Section Date Range End Section Date Range
711 Prin Eng Il (1176) [1221/2010 e/372011
2|2 - Intermediate Acting (0238) /052011 G0 To Daks | Go To Current Date ‘ < Previous Hext = ‘
|3 weignt Trm Boys (0963)
73 0 weight Trn Boys (1863) Attendance 7)
3 Weignt Trm Boys (1933) | onda esda ednesda a a
E4 : Eng (orit) Lit (0426) Da ode | Da ode | Da ote | Da ode | Da ole
114 : Prin&prac Econ (1435) Dec-2010 20 Hol 21 Hol 22 Hal 23 Hal 24 Hol
|5 - Rt 8th Per (1875) 27 Haol 28 Hol 29 Haol 30 Hal 31 Hal
7|6 : Rt 6th Per (1876)
56 - Binlogy (0726) Jan-2011 3 4 Tdy 5 Tdy G 7
10 11 1} 12 13 14 Uny

Course Attendance Screen

The Daily Attendance screen records daily attendance by month for a specific student.

Daily Attendance =

Student Name: Abbott, Billy C. School Hope High School  Stetus: Active  Homeroom: 23

Calgnda[l Days of Activity  Totals  Histary | Daily Entry | Attendance Letters
Last Mame First Mame Middle Mame  SuUffix Perm 1D Grade Gender
|Abbott [Billy Jc | Jens483 12 v Male v

show Full Year Date Go To Date ‘ << Previous Month ‘ Hext Month ‘
Monday Tuesday Wednesday Thursday Friday

Daily Attendance Calendar

Line (Month Year

| Mov-2010 29 30
7\ Dec-2010 1 2 3

3 6 7 g El 10

4 13 14 15 Unv 18 17

20 Hol 21 Hal 22 Hal 23 Hol 24 Hal
6 27 Hol 28 Hol 29 Hol 30 Hol 31 Hol
5 Jan-2011 3 4 5 A 7

] 10 N [ 12 13 14 Uny
10 17 18 13 20 21
T 24 26 2 27 28

Daily Attendance Screen

10
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The Mass Change Attendance screen gives educators a means to change the absences
for all students in a school for a given date.

Mass Change Attendance (¢

School Name: Hope High School School Year: 2012-2013

| Mass Attendance Change | Student Filter Criteria__Job History
Student Filter Criteria is required

Type of Change (]
" Change All Day Code * Change Period Attendance  Significant Period

Period Reason Conditions (]
Change Reason Codes Apply Changes For Dates

From| | Tof v From(03/11/2013 To|03/11/2013

Apply Changes For Periods
[C]Change The All Day Code

Delete Scheduled Jobs

Currently Scheduled Jobs (]

Mass Change Attendance Screen

The Period Attendance screen records student attendance by period across all periods in
the selected date range. It also shows the overall history of the student’s attendance and
any attendance letters sent home to the student’s parents.

Period Attendance g

Student Name: Abbott, Billy C. Schoo: Hope High School  Status: Active  Homeroom: 403

Calendarl Days of Activity | Totals  History | Attendance Letters

Last Name First Name Middle Mame  Suffix  Perm ID Grade Gender

[Abbott [Billy c | [e05483 12 v Male v

1201542010 [P soToDate | Go To Current Date | Previous 10 Days ‘ Next 10 Days Days To Shnvu|1 1]

Quick Entry - Single @

Date Reasan Owverride All Reasons Update Attendance

12150010 [ v r

Quick Entry - Range @)

Date Begin Date End Period Begin~ Period End Reason Override All Reasons Do Mot Update All Day Code

121152010 1anspon B v v v r r

Update Attendance Range
Period Attendance Calendar (=]
Date All D3 ode =
0 6 8
Dec 08, 2010 (W) Wednesda Act Act Act Act Act Act N/S Act N/S | NS | NS
9(Th Thursday N/S N/S | NS | NS
10 (F Eriday N/S N/S | NS | NS
13 ([ Monday N/S N/S | NS | NS
14 (Tu Tuesda NS NS | NS | NS
15 (W Wyednesds Uny NS NS | NS | NS
16(Th Thursda Uny NS NS | NS | NS
17 (F Friday NS NS | NS | NS
20 Mondar Haol Haol Haol Haol Hal Haol Hol Hol Haol | Haol | Hol
21 Tuesda Hol Hol Hol Hol Hol Hol Hol Hol Hol | Hol | Hol

(MA3) Mot Scheduled (M/E) Mot Enrolled (MA) Mot Included In Attendance
Period Attendance Screen

Copyright© 2013 Edupoint Educational Systems, LLC 11
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Synergy SIS > Attendance > Setup > School Enroliment History tracks the total number
of active students, the number of enroliments and the total ADM on a day-by-day basis for
the entire school year. Its data is also used for the STU603 report.

School Enroliment History
Organization Mame: Hepe High Schoeol Formatted'vear: 2010-R
Update Current Year Snapshot @|
Track Filter
Totals Add Show Detail | ()

Line Day of Year |Date Students Enroliments

[m| 1K 09/02/2010 3027 277775 277775
[m| :ZB 09/03/2010 2758 274675 276275
(| 3E 09/05/2010 2762 2750.25 2756.12
[m] 4 09/07/2010 2753 2748.00 2755.68
1 - 09/08/2010 2763 2754.00 2755.35
[m| 6f 09/09/2010 2761 2749.50 2754.42
[n| H 09/10/2010 2763 2750.50 2753.70
(| :E 09/13/2010 2754 275250 2753.47
[w[ GE 09/14/2010 2763 2750.50 275231
[m| 10f 091572010 2755 275250 275325
[m| 1R 09/16/2010 2762 2750.50 2752.96
[m| 1B 09/17/2010 2758 2748.50 2752 51
EIEE - 09/20/2010 2757 2746.25 2752.23

School Enrollment History Screen

12
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IMPLEMENTATION CONSIDERATIONS

Prior to implementing the attendance setup in Synergy SIS, the district or school should
decide the following issues:

How will absences be recorded?

Attendance in Synergy SIS may be recorded by several methods. The absences can be
entered in one of several screens in the Attendance folder. Paper attendance sheets can
be generated and then scanned back into the system. Finally, the TEACHERVUE software
can be used to enter the absences. One or all of these methods may be used to record the
attendance, but this should be decided prior to setup.

How will absences be categorized?

Absences may be categorized for reporting and tracking purposes, and for upload to the
state system. These codes may be made mandatory for the entire district, or some codes
may only be in use at specific schools. While most schools already have a list of codes in
use in their prior student information system, this is a good time to review the list for
modifications. The previous system may also not have allowed for mandatory or per school
codes, and these should be identified.

How will parents be notified of a student’s absence?

Synergy SIS offers several options to notify parents when a student is absent from school. It
can be integrated with an automated attendance dialer. Letters may be generated that can
mailed to the parents’ address. Call lists can also be set up for educators to make a
personal phone call.

The most common scenario is to have teachers record absences using TeacherVUE, but
only indicating one type of absences such as Unverified. Attendance clerks then contact

parents to determine the reason for the absence, and update the attendance record with

the actual type of absence using the Attendance Verification screen.

To make the setup process go more smoothly, also gather the following information that will
be used during the setup process:
o Will the school use daily or period attendance?

¢ What are the exact dates and holidays for each school calendar? These calendars
must match the calendars defined at the state for each school

¢ The information about any automated attendance dialers in use

Attendance should be set up in the following order:
1. Calendars and Advanced Calendar Options in Chapters Two and Three
2. Other Setup Options in Chapter Four
3. Attendance Codes in Chapter Five

Copyright© 2013 Edupoint Educational Systems, LLC 13
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Chapter One

SAMPLE ATTENDANCE LETTER

As part of the attendance setup, letters may be defined that can be generated when a
student misses a certain number of periods or days. This letter is designed to be sent home
to the student’s parents to alert them to the situation. A sample letter is shown below.
Multiple letters may be configured in different languages.

Jama 7, 2008

PARTNT MAMEe
ADDRs

&CITY3, «BTATE: &2

RE «STUDENT_NAME»

Dax Parant

The anandanca racards 3l owr 5Chadl show Il WOuE O, «FISET_NAMEs has
Ib2an mariad absam from ciass for mora Tan 3 days. The folowing shows ha

A0 asancas by pEIoL
]

TOTAL AEJENCER EY PERIDD

Pasiod | Peshod | Pesod | Pesiod | Pesfod | Pedod | Fedod | Fedod | Fesfiod
aFER1s| «+FERI: | «FEREs | #FERds | FFERS: | «+FERE: | «fFERTs | «FERE: | +FERS

eABE13| «ABE2s | «ASS3s | 4AES4s | cABES5s | «ABEEs | «ABETs | +ASSEs | +ABESs

Waara concamad aboul e numbar of ciassroom Instruction days Thal your child B

s mizzing.

Iam sura mat ¥4 agraa gl hare & 3 corelaton batwaan gm Fiandance and
actievaman nschod. N you have any questions, peass ool D2 counsaling
daparimant 3l 555-1234.

Sincardly,

Rl Wison
Agsistant Prindipsl

Sample Attendance Letter

14
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Chapter Two:
SETTING UP THE ATTENDANCE
CALENDAR

This chapter covers:
» Class Periods and Attendance Type
» Bell Schedule Definition
» District Calendar
» School Calendar

Copyright© 2013 Edupoint Educational Systems, LLC 15
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To set up the attendance calendar, the tasks should be completed in the order outlined in
this chapter.

CLASS PERIODS AND ATTENDANCE TYPE

For all schools, the class periods need to be defined even if the school plans to take daily
attendance. The periods are the units into which each class day is separated. For example,
an elementary school may only have one period the entire day where a high school would
have a period for each class. To define the class periods and other attendance-related
settings for the school:

Change the focus to the school to be configured.

2. Go to Synergy SIS > System > Setup > School Setup.

School Setup

School Name: Hope High School School Year: 2012-2013

Basic Info | Options SIS Data Options | Labels | TeacherVUE

Period Definition q Type Information @)
Start Period End Period Homeroom Period Homeroom Meeting Day fSchool Type School Attendance Type

0 9 1 ~ | l|High School w | |Period Attendance b

School Attendance Taken School Attendance Reason Type
By Section * | |Regular b

Grade Attendance Calculated
by

N
Concurrent Enroliment Type

Full Concurrent - Able to send and receve concurrent students %

ALC school Type School CategonyfCalendar Type]
b « ||Regular v

School Setup Screen

Enter the number of the first period in the Start Period box, and the number of the
last period in the End Period box. For example, if the school has six periods, the
start period might be 1 and the end period would be 6.

If the students are assigned a homeroom, indicate the period in which the
homeroom is schedule in the Homeroom Period box. If there is not a standard
homeroom period, leave this blank.

If the homeroom is scheduled for only once a week, select the day of the homeroom
in the Homeroom Meeting Day list. For more information about period rotation, see
Chapter Three in this guide.

Select the School Type.

Select the type of attendance used at the school in the School Attendance Type
list.

Select how attendance is taken in the School Attendance Taken list.

Select the School Attendance Reason Type. Regular is for schools that record
absences, and Positive is for schools that record attendance.

16
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10. For a school using period attendance, select in the Grade Attendance Calculated
list how attendance is calculated.

o By Section calculates attendance based on section. The section containing the
attendance events must match a section in which the student is enrolled
currently.

¢ By Grading Definition calculates based on course and section information. The
system accumulates attendance by checking the sections that contain
attendance events that match any section in which the student is currently
enrolled. When a student has switched to a different section mid-year, and the
Update Attendance process is run, the student's report card reflects the days
absent and days tardy for both sections.

11. Set the Calendar Type to Regular. For night and summer schools, see Chapter
Three.

12. Click the Save button at the top of the screen.

These changes need to be made for each school in the district. Many of these options also
affect the class scheduling for the school, so coordinate this closely, and review the
Synergy SIS — Scheduling Guide for more information.

BELL SCHEDULE DEFINITION

Once the number of periods has been defined in the School Setup screen, the start and
stop time for each period needs to be identified in the Bell Schedule Definition. Multiple bell
schedules may be defined at a school, but only one schedule may be selected for a given
day. Bell Schedules are also used to calculate the absence amount submitted to the state
for period attendance schools. To set up the bell schedule:

1. Go to Synergy SIS > Attendance > Setup > Bell Schedule Definition.

N
I @@ 3| 55| rnd || oneo { ada ) Delet e | G (T2
| \_) \C_D \__) |\‘fp in | [ylals] \ ) iEleke ‘ FormStatusFlnd|R-y %.__
Bell Schedule Definition
Code.  Bel Schedule Mame:  School  School Year:
| Bell Schedule |
Code Eell Schedule Mame
|Ee|l Schedule Creation Assistant Q|
Bell Schedule Definition ("]

Bell Schedule Definition Screen

2. Click the Add button at the top of the screen.

Save Clase
Bell Schedule Definition
Code Bell Schedule Mame

Bell Schedule Definition Screen, Adding

Copyright© 2013 Edupoint Educational Systems, LLC 17
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3. Enter a code for the bell schedule in the Code field, and give the schedule a name
in the Bell Schedule Name box. For example, the default schedule may use a code
of DBS and the name of Default Bell Schedule.

( Save ) Close

Bell Schedule Definition

Zode Bell Schedule Mame
DBS Default Bell Schedulg|

Bell Schedule Definition, Code and Name
Click the Save button at the top of the screen.

5. The new schedule appears with a line for each period defined in the School Setup
screen. The times for each period may be entered manually, or it can automatically
be filled in using the Bell Schedule Creation Assistant. To see the creation assistant,
click the down arrow in the Bell Schedule Creation Assistant section.

Bell Schedule Definition

Code: DBS Bell Schedule Mame: Default Bell Schedule  School Hope High School  School Year: 2010-2011

| Bell Schedule |
Code Bell Schedule Name
|pBs [Default Bell Schedule

)
/

| Bell Schedule Creation Assistant
Bell Schedule Definition

N
O]

K KEKEKK XXX
[ B e 3 T R SN e T O

Bell Schedule Definition, Created

18 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Attendance Administrator Guide

6. Enter the time of the first bell in the Start Time of First Period box. The time should
be entered in standard clock format with AM or PM following (non-military time).
Enter the Total Minutes Per Period and the Passing Time In-Between Periods in
the boxes provided.

Bell Schedule Definition

Code: DBS Bell Scheduls Mame: Default Bell Schedule  School Hope High School  School Year: 2010-2011

| Bell Schedule |
Code Bell Schedule Name

DES |Defau|t Bell Schedule

Bell Schedule Creation Assistant (6]

Maote: This will generate a bell schedule for all periods based on your input. After yvou build the
Bell schedule, you can edit the schedule in the Bell Schedule Definition groug box.

IB:DD Ah Start tirme of first period
|55 Tatal minutes per period
|5 Passing time in-between periods

Create Bell Scheduls |

Bell Schedule Definition (6]

Line |Delete |Period |[Start Time Stop Time Total (Passing Time
1F°¢ 1

o n | en 0 | ka
@~ o || &w|

Bell Schedule Creation Assistant
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7. Click the Create Bell Schedule button, and the schedule automatically is filled in.

Bell Schedule Definition

Code

| Bell Schedule |

Code: DBS  Bell Schedule Name: Default Bell Schedule  School: Hope High School

School Year: 2010-2011

Bell schedule MName

DBS

[Default Bell Schedule

Bell Schedule Creation Assistant

@

Mote: This will generate a bell schedule for all periods based on your input. After you build the
bell schedule, you can edit the schedule in the Bell Schedule Definition group Do

| Start time of first period
| Total minutes per period
| Passing time in-between periods

Create Bell Scheduls |

Bell

ule Definition

=

3:00 Amd
9:00 AM
10:00 AM
11:00 A
12:00 PM
1:00 P
2:00 P
3:00 PM

[ I R T o 3 T o I O = o' ) e ey

3:55 A
2:55 AM
10:55 AM
11:55 A
12:55 PM
1:55 PM
255 PM
355 PM

0:55
025
0:55
0:55
025
0:55
0:55
0:85

mim mim m| M| m

Bell Schedule Definition, Completed

8. Once the schedule appears, the numbers can be edited directly in the boxes
provided. A period may also be deleted from the schedule by clicking on the red X in
the Delete column.

9. When the schedule is finished, click the Save button at the top of the screen.

To edit a bell schedule: Edit the numbers in the boxes, and click the Save button at the top

of the screen.

To delete a schedule, click the Delete button at the top of the screen.

20
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DISTRICT CALENDAR

After the bell schedules have been defined, the district-wide calendar can be created. To
set up the district calendar:

1.

Go to Synergy SIS > System > Setup > District Setup.

District Setup

District Setup

Optinnsl System | Grade Setup | Teacher Experience | Labels | Auto-Sequence | Reports
Current System Year (X Year Permissi (Y Summer School Q)
Current Year Base Year |Previous Year(s) PEMmMISSion CUrrent Year PErmission  Mext Year(s) PErmission |Summer School Year Summer School Type
2009-2010 v [2008 Update v | Update v | |Update b “ b

Organization Year Tree |Actmn j @
b 2004
b 2005
b 2006
b 2007
P 2008
P 2009
P 2010
b 2011
b 2012

Staff Years "]

Last Staff vear Increment Date, B Increment Staff ears

District Setup Screen

2. Click the year for which to define a district calendar under the Organization Year

3.

4.

5.

Tree section.

District Setup

District Setup

Options | System | Grade Setup = Teacher Experience  Labels  Auto-Sequence  Reports

Current System Year (X Year Permissi Y Summer Schoaol (&
Current Year  Base Year |Previous Year(s) Permission Current Vear Permission  Next Year(s) Permissian |Summer Schoadl vear Summer Schaol Type
2009-2010  + | |2008 Update v | Update v | |Update b ¥
Organization Year Tree Action R 1=
P 2004
Add Ext to 2010

b 2005 District Setup | Delete. 010 |
b 2008 Year-Type Specific Setup (=]
b 2007
D = District Aftendance Coce

District Discipline Code

< D District Discipline Code Setup

T District Dispasition Code Setug

District Course

District Groups

District Tracks
Staff Years QD

Last Staff Year Increment Date Increment Staff Vears

District Setup Screen, Adding Extension

In the Action... list, select Add Extension to YEAR.

Save Close
Add Year Extensions

‘vear Extensions Link Year with all organizations
Regular v I

If checked, all current organizations will have this year associated with them. If left unchecked, you will have to manually link this year with ary
organizations you want associated with it

Add Year Extensions Screen

Choose the type of extension to add from the Year Extension Link list (Regular,
Night, or Summer).

Check the box Link Year with All Organizations to add this school year to all
schools in the organization tree. Otherwise, each school needs to be linked to this
year manually. If setting up an extension that is not in use at all schools such as
summer or night school, leave this box unchecked. To add this extension to an
individual school, see the chapter on Advanced Calendar Options in this guide.

Copyright© 2013 Edupoint Educational Systems, LLC 21



Attendance Administrator Guide Chapter Two

6. Click the Save button at the top of the screen to save the extension.

District Setup
District Setup
Optiunsl System | Grade Setup = Teacher Experience | Labels = Auto-Sequence = Reports
Current System Year () Year Permissions (3 Summer School Q)
Current Year Base Year |Previous Year(s) PEMMISSIOn  CUrrent Year PErmISsion  Next Year(s) PErmISSIon [Summer School Year Summer School Type
2003-2010 | 2006 Update v | Update v | |Update v ¥
Organization Year Tree Action j @
b 2004
b 2005 District Setup |
b 2008 Year-Type Specific Setup Q
b 2007
P 2008
District Calendar
P 2009 Ll
= 2010
@ Fonui]
b 2011
b 2012
Staff Years (@
Last Staff vear Increment Date B Increment Staff ears

District Setup Screen, Extension Created

Note: Multiple extensions may be created for each year. For example,
the process above may be used to create a separate calendar for a
summer school or night school program.

To change the names of the year extensions or to add other extensions
1. Go to Synergy SIS > System > Setup > Lookup Table Definition.
2. Click the triangle next to Revelation.Organizationinfo to expand the list of tables.
3. Select the Year Extensions table.

Name: Year Extensions : R 0 Locked: N
[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State C
" ——
Lookup Values Q Add D
¢ |
I 0 N Night v v
I 0 R Regular v v
I 0 s Summer

Year Extensions Lookup Table
Click the Add button to add a new code.

The order in which the values are displayed can be set by entering the order
number in the ListOrder column. If the numbers in the ListOrder field are the same
or are all blank, the Code is used to sort the list and then the Description.

6. Enter a code for the extension in the Code column. This value must be unique, but it
is only used internally to link the tables in the database and is not displayed.

Enter the description of the extension type in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

9. If appropriate, a start date and end date may be entered for the code in the Status
column to activate or deactivate the code for a particular year. If a code is inactive, it
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shows in data already entered but is not available for selection for new transactions
in the screen. For example, if a code is no longer valid for transactions at the state
beginning FY2008, select 2008 for the end year.

10. The State Code is not needed since these codes are not reported to the state. The
checkbox at the top of the table Use Code as the State Code is not used as well.

11. The Alt Code 3 and the Alt Code SIF provide spaces for other codes to be used for
reporting or system interoperability purposes.

12. Click the Save button at the top to save the changes.

Once the extension has been created for the year, the district calendar may be defined. The
dates defined at the district set the boundaries for the school calendars. The district
calendar should be created so that the earliest date from any school defines the initial date
of the district calendar, and the latest date from any school sets the last date of the district
calendar. To set up the district calendar:

1. Go to Synergy SIS > Attendance > Setup > District Calendar.
District Calendar

Schoal Year: 2010-2011  Calendar Type: Regular

 District Calendar | Report Periods  Advanced Options

District Calendar Type Options District Calendar Options (m
Calendar Type Sun kMon Tue Wed Thu Fri Sat
Regular hd r~ Vv ¥ ¥ VI
Calendar
|V [5 [ 5 [ [~ [ 5 [.5
Aug - Hol
2010 30 3
Sep -
2010 1 2 3 4
5 7 g 9 10 11
12 13 14 15 16 17 18

District Calendar Screen

2. Select the days of the week on which the district holds classes by checking the
boxes under each day of the week, and click the Create Calendar button.

3. The Collect Year Dates screen opens. Select Regular as the Calendar Type.

oK Close

Collect Year Dates

The default calendar has not been generated. Please enter in the start and
end dates ofthe calendar you would like to create.

Calendar Type
b

Calendar Start Day  Calendar End Day

Collect Year Dates Screen, Populated

4. Enter the beginning date in the Calendar Start Day field and the last day of the
calendar in the Calendar End Day field.
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5. Click the OK button at the top of the screen to create the district calendar.

6. Once the district calendar has been created, enter district-wide holidays and other

non-school days in the calendar. All days off in the district calendar also show in all
of the school calendars, so only select days off that are common to all schools in the
district. To select a day off, click in the Type column next to the date and select the
type of day off from the list. The options available are Holiday, Vacation, Staff

Development, Non-School Day or Other. Days can also be marked as

Emergency Closure Day (Approved) or (Unapproved), or Supplemental. For
more information about supplemental days, see the section on supplemental
instruction setup in Chapter Three.

District Calendar

School Year: 2010-2011  Calendar Type: Regular

District Cal | Report Periods | Advanced Options
District Calendar Type Options (3| | District Calendar Options D
Calendar Type Sun Mon Tue Wed Thu Fri Sat
Reqular e v F F FF
Create Calendar
Calendar
‘V [3 3 3 3 3 3

Aug - Hal

o070 30 31

Sep -

2010 1 2 3 Hol-Holiday
5 6 7 g 9 10| Vac-Vacation
12 13 14 13 16 17 || Sta-Staff Development

| - 19 20 2 22 23 24| Mon-Mor-School Day

26 27 28 29 30 Oth-Other

Oct - "

2010 Ema-Emergency Closure Day (Approved)
& 4 3 6 7 3 || Emu-Emergency Closure Day [Unapproved)
10 11 12 13 14 15| Sup-Supplemental
17 18 18 20 21 220 ] |23 |

District Calendar Screen, Adding Holidays

7. Click the Save button at the top of the screen to save the holidays added.

Note: Once an initial calendar has been created for the district,

calendars for subsequent years may be created by copying the initial
calendar. This is done through the New Year Rollover process. For
more information about this process, see the Synergy SIS — New Year
Rollover Administrator Guide.

24
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The Report Periods tab of the District Calendar is used to define periods for attendance
reports. These periods are only used for the reports, so they may match the grading
periods, the terms, or whatever other intervals are helpful such as 40™ and 100" day. To
set these periods at the district level:

1. Click the Report Periods tab of the District Calendar screen.

District Calendar [«

School Year 2010-2011  Calendar Type: Regular

District Calenda ‘ Hvanced Options

District Report Periods

Order = Name

Report Periods Tab, District Calendar screen

2. Click the Add button to add a report period, and a new blank line appears.

District Calendar E

School Year: 2010-2011  Calendar Type: Regular

District Calendar  Report Periods | Advanced Options
District Report Periods Add

Adding District Report Periods

3. Enter the Order in which the period should be displayed, and a descriptive Name.

Enter the Start Date and End Date for the period. The dates must be entered in
MM/DD/YY format or they can be selected by clicking on the Calendar i button.

5. Click the Add button to add another report period, and continue until all report
periods are entered. The dates for each report period cannot overlap.

District Calendar @

School Year: 20102011 Calendar Type: Regular

District Calendar Report Feriudsl Advanced Options

District Report Periods Add €]
Defa Date
T
1 40th Day 0B8/09/2010 10/15/2010
2 100th Day 10/18/2010 01A4/2011
3 End of Vear 01772011 0572772011

Completing District Report Periods
6. Click the Save button at the top of the screen to save the changes.
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An entire week may also be marked as a holiday such as Winter Break or Spring Break
using the advanced options of the District Calendar screen. To set up a special week:

1.

7.

Click the Advanced Options tab of the District Calendar screen.

District Calendar [«

School Year 2010-2011  Calendar Type: Regular

Digtrict Calendar | Report F‘ermd‘ Advanced Optiunsl ,

Special Week Setup Add | (]
72 [ Line| gl = =

District Calendar Screen, Advanced Options Tab

Click the Add button, and a new line is added.
District Calendar «

School Year. 2010-2011  Calendar Type: Regular

District Calendar = Report Periods | Advanced Oplionsl

Special Week Setup Add

P P P
* = g g|

I 12/26/2010 Winter Braak v r
District Calendar Screen, Advanced Options Tab, Adding

Enter the beginning date of the week in the Week Date box. The date must be
entered in MM/DD/YY format, or it may be selected using the Calendar & button.

Select the MM/DD/YY from the list. The types of weeks can be customized for each
district.

To exclude this week from the upload to the state, check the box Exclude From
State Reports.

To add another week, click the Add button. To delete a week, check the box in X
column of the week to remove.

Click the Save button at the top of the screen to save the changes.

To customize the Week Type used on the Advanced Options tab:

1.
2.
3.

Go to Synergy SIS > System > Setup > Lookup Table Definition.
Click the triangle next to K12.Attendancelnfo to expand the list of tables.

Select the Week Type table.

Name: Week Type Namespace: K12.Attendanceinfo Locked H

[~ Use Code as the State Code - all values reported (o state will be used from the Iookup code and not EVa|UatEWDUE

Lookup Walues &AGLJO

bt & = ~ ~ ~ < < A| N
= <

I 1 1 Winter Break v v

I 2 2 Spring Break v v

Week Type Lookup Table
Click the Add button to add a new code.

The order in which the values are displayed can be set by entering the order
number in the ListOrder column. If the numbers in the ListOrder field are the same
or are all blank, the Code is used to sort the list and then the Description.

Enter a code for the week type in the Code column. This value must be unique, but
it is only used internally to link the tables in the database and is not displayed.

26
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10.

11.

12.

13.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

If appropriate, a start date and end date may be entered for the code in the Status
column to activate or deactivate the code for a particular year. If a code is inactive, it
shows in data already entered but is not available for selection for new transactions
in the screen. For example, if a code is no longer valid for transactions at the state
beginning FY2008, select 2008 for the end year.

The State Code is not needed since these codes are not reported to the state. The
checkbox at the top of the table Use Code as the State Code is not used as well.

The Alt Code 3 and the Alt Code SIF provide spaces for other codes to be used for
reporting or system interoperability purposes.

To add another code, click the Add button. To delete a code, check the box in the X
column.

Click the Save button at the top to save the changes.

ScHoOL CALENDAR

After the district calendar has been defined, a school-specific calendar needs to be set up
for each of the schools in the district. To set up a school calendar:

1.
2.

Set the focus to the school for which the calendar needs to be created.
Go to Synergy SIS > Attendance > Setup > School Calendar.

Menuw ,“;3 | Save | Undo < Create Calendar > Form Status: Ready (Update r.mne‘,‘ @
S
School Calendar

School Name: Adams Elementary  School Year: 2010-2011

School Calendarl School Report Periods | Advanced Options
Bell Default @

Default Bell Schedule Set Bell Default

~

[~ Use Supplemental Calendar
‘ [5 [ [4 ‘ [5 [ [ ‘ [5 [ [ | [5 [ [ | [5 [ [
[Day| Type| Rot | Bell [Day| Type| Rot | Bell [Day| Type| Rot | Beil [Day| Type| Rot | Bai Day| Type| Rot |

School Calendar Screen

School Calendar
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3. Click the Create Calendar button. The Create School Calendar screen opens.

Create School Calendar

If you would like to get the District calendar then select "Use District Calendar checkhox
and click OK. You can create your own independent calendar by entering the start and end
dates of the calendar you would like to create

District Calendar Q)

If the 'Use District Calendar' check box is disabled the district calendar has not been
created for the school's calendar type

Calendar Type
Regular hd

Start Date End Diate
08/31/2003 08/04/2010

™ Use District Calendar

Start Date End Date

Bell Default Q)
Default Bell Schedulg v

Create School Calendar Screen

4. To use the district calendar, click the check box labeled Use District Calendar. The
Calendar Type and Dates used for the District Calendar are shown. If the dates and
type are not displayed the district calendar has not been created for the school’s
calendar type.

5. To create a school calendar with different dates than the district calendar, select the
Start and End Dates for the school calendar. The dates should be entered in the
format MM/DD/YY or may be selected by clicking the Calendar % button.

oK Close

Create School Calendar

If you would like to get the District calendar then select "Use District Calendar" checkbox
and click OK. You can create your own independent calendar by entering the start and end
dates of the calendar you would like to create.

District Calendar ]

If the 'Use District Calendar' check box is disabled the district calendar has not been
created for the school's calendar type.

Calendar Type

Regular b

Start Date End Date
08/31/2009 0B/04/2010

[ Use District Calendar

Start Date End Date
Bell Default (&
Default Bell Schedule v

Create School Calendar Screen, Populated

6. Choose the Default Bell Schedule created in the Bell Schedule Definition earlier in
this chapter from the list.

7. The Rotation Default section is covered in the chapter on Advanced Calendar
Options in this guide.

8. Click the OK button at the top of the screen to create the school calendar. When the
calendar is created, the default bell schedule is assigned to every day of the
calendar.
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9.

10.

11.

School Calendar

School Name: Adams Elementary School Year: 2010-2011

| School Calend | School Report Periods = Advanced Options

Bell Default @
Default Bell Schedule Set Bell Default
DBS-Default Bell Schedule b
I~ Use Supplemental Calendar
School Calendar
[ Type| Rot || [ Type| Rot | [ Type| Rot | [ Type| Rot || [ Type|Rot |
Aug - 2010 9 DBS|10 DBS|11 DBS|12 DBS|13 DBS
| 2 16 DBS|17 DBS|18 DBS|19 DBS|20 DBS
| 2 23 DBS|24 DBS|25 DBS|26 DBS|27 DBS
| 4 30 DBS|31 DBS

School Calendar Screen, First Day of the Month Bell Schedule

If some days do not follow the default bell schedule, another bell schedule may be
defined in the Bell Schedule Definition screen. See the section on the Bell Schedule
Definition for instructions on how to create a bell schedule.

To assign the special bell schedule to the appropriate days in the school calendar,
click in the Bell column next to the date to be modified, and select the special bell
schedule. Click Save at the top of the screen to save the changes.

School Calendar

School Name: Adams Elementary  School Year: 2010-2011

_ School Calendar |_School Report Periods | Advanced Options

Bell Default ]
Default Bell Schedule set Bell Default
DBS-Default Bell Schedule b
[~ Use Supplemental Calendar
School Calendar
I |' |V " } " |V |V } " " |V I |V " " I |V |V " }
1] Aug - 2010 9 DBS|10 DBS|11 DBS 12 DBS|1 DBS
16 DBS|17 DBS 18 DBS
: 23 DBS|24 DBS 25 DBS-Default Bell Schedule DBS
30 DBS|31 DBS HDM-Half Day Morming
4 sep- 2010 1 DBS
: 6 DBS|7 DBS|8 DBS9 DBS|10 DBS
| 7] 1 DBS|14 DBS|15 DBS|16 DBS|17 DBS

3
School Calendar Screen, Specifying Bell Schedule

To add holidays and vacations specific to the school that are different from the
district calendar, click in the Type column and select the type of non-school day.
The options available are Holiday, Vacation, Staff Development, Non-School
Day or Other. Days can also be marked as Emergency Closure Day (Approved)
or (Unapproved), or Supplemental. For more information about supplemental
days, see the section on supplemental instruction setup in Chapter Three.
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School Calendar

School Name: Adams Elementary  School Year: 2010-2011

School Calendar | _School Report Periods _ Advanced Options

Bell Default Q
Default Bell Schedule et Bl DeFadlt
DBS-Default Bell Schedule b

I~ Use Supplemental Calendar

School Calendar

| \ |

[0ay[ Typa| Rot [ Bl [Day| Type Rot [ Bai |
1] Aug - 2010 9 DBS|10 DBs 11
[ 16 DBS|17 08s 18
E 23 DBS|24 D8S 25
[ 4 30 DBS|31 0BS
[ sep-2010 1
[& 6 DBS|7 D8S 8

13 DBS|14 08s 15

Ema-Emergency Closure Day (Approved)
Emu-Emergency Closure Day (Unapproved
Hol-Holiday Juu
MNon-Non-School Day DBS!
Oth-Other DBS
Sta-Staff Development DBS
ac-Vacation
DBS!
DBS 9 DBS|10 DBS!
DBS|16 DBS|17 DBS

School Calendar Screen, Adding Holidays

12. Click Save at the top of the screen to save the changes.

The steps to create a school calendar must be repeated for every school in the district.

Note: Once the initial calendars have been created for the district and
the schools, calendars for subsequent years may be created by copying
these initial calendars. This is done through the New Year Rollover
process. For more information about this process, see the Synergy SIS
— New Year Rollover Administrator Guide.
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The Report Periods tab of the School Calendar is used to define periods for attendance

reports. These periods are only used for the reports, so they may match the grading

periods, the terms, or whatever other intervals are helpful such as 40™ and 100" day. As
with the calendar, the school report periods can either use those defined at the district or

override the periods at the school level. To override these periods at the school level:

1. Click the Report Periods tab of the School Calendar screen.

School Calendar [«
School Mame: Hope High School School Year: 2010-2011  Calendar Typs: Regular
School Calend Fudvanced Options
School Reporting Period [*]
aOrde e Date Date Override
1 40th Day 03302010 10/15/2010 r
2 100th Day 10/18/2010 0171472011 r
3 End of ear 011772011 05/27/2011 r
Load District Schoal Weeks |
School Week Setup Add (%]
]_ Line [Date Week Type Exclude From State Reports
State Repomng Periods Show Detail | Gy
08/31/2010 12/17/2010 3 77
08/31/2010 04/08/2011 23 137 13?
08/31/2010 06/03/2011 23 177 177

Report Periods Tab, School Calendar screen

2. The Order and Name of the report periods cannot be changed from the district

periods, nor can report periods be added or deleted at the school level. However,

the dates may be modified. To set different dates for the report periods at the
school, enter the start date in the DateStart column and the end date in the

DateEnd column. The dates for each report period cannot overlap. Dates must

be entered in MM/DD/YY format or they can be selected by clicking on the Calendar

button.
School Calendar &
School Name: Hope High Schoeol School Year: 2010-2011  Calendar Type: Regular
School Calendsr | School Report Pe[iudsl Advanced Options
School Reporting Period
a [Orele —— DateSta Date p—
1 40th Day 08/30/2010 10/15/2010 r
2 100th Day 10AB2010 011472011 | r |
3 End of vear 014772011 05/272011 | r |

Load Disrict School Weeks |

School Week Setup

08/31/2010

121752010 3

08/31/2010

04/08/2011 23

137

137

08/31/2010

06/03/2011 23

177

Overriding District Report Periods
3. Check the Override box next to the periods that have been modified.

177

4. Click the Save button at the top of the screen to save the changes.
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An entire week may also be marked as a holiday such as Winter Break or Spring Break for
a school or district. To load any week’s setup at the school level:

1.

Click the School Report Periods tab of the School Calendar screen.

School Calendar [«

School Name: Hope High Seheol School Year: 2010-2011  Calendar Type: Regular

A0th Day 0B/30/2010 10/18/2010 r
100th Day 101872010 01472011 r
End of ‘Year 01717/2011 0572712011 r

Load District School Weeks |

School Week Setup

12A17/2010 3
08/31/2010 04/08/2011 23 137 137
08/31/2010 06/03/2011 23 177 177

School Calendar Screen, School Report Periods Tab

2. Click the button Load District School Weeks, and the weeks configured at the
district appears in the School Week Setup section.

Need Data

08/31/2010

School Calendar [«

School Mame: Hope High School  School Year: 2010-2011  Calendar Type: Regular

School Calendar | School Report Pg[indsl Advanced Options

School Reporting Period Q@
e|Orde ame DateSta Date Ove e

1 40th Day 083042010 10/15/2010 r

2 100th Day 10/18/2010 01/14/2011 r

3 End of Year 014742011 057272011 r

Load District School Weeks ——
School Week Setup Add

= [Date
12/26/2010 ‘Winter Braak v

State Repumng Periods Show Detail [ ()

08/31/2010

1211772010

3

08/51/2010

04/08/2011

23

157

137

08/31/2010

05/03/2011

23

177

177

School Calendar Screen, School Report Periods Tab, School Week Setup

3. If the school has different weeks off than the district, the district week may be
deleted from the school by clicking the box in the X column.

4. To add a week off for the school, click the Add button in the School Week Setup
section, and a new line is added.

5. Enter the beginning date of the week in the Week Date box. The date must be
entered in MM/DD/YY format, or it may be selected using the Calendar % button.

6. Select the Week Type from the list. The types of weeks can be customized for each
district. For instructions on how to customize the week type, see the section in this
chapter regarding the District Calendar.

7. To exclude this week from the upload to the state, check the box Exclude From
State Reports.

8. To add another week, click the Add button. To delete a week, check the box in X
column of the week to remove.

9. Click the Save button at the top of the screen to save the changes.
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For California schools and districts, Synergy SIS also outlines the P1, P2, and P3 reporting
periods used by the state. This information can be found in the State Reporting Periods
section at the bottom of the School Report Periods tab of the School Calendar screen.

School Calendar

«

School Mame: Hope High School  School Year: 2010-2011  Calendsar Type:

Schoal Calendar  School Report Periods | Advanced Options

School Reporting Period ]
e (Orde ame DateSta Date Chve P
1 Period 1 08/30/2010 09/30/2010 r
2 Period 2 10401/2010 10/29/2010 r
3 Period 3 11/01/2010 1173072010 r
4 Period 4 12/01/2010 1213172010 r
5 Period 5 01/03/2011 0173172011 r
6 Period 6 02/01/2011 0272872011 -
7 Period 7 03/01/2011 0373172011 r
8 Period & 04/01/2011 0472972011 r
5 Period 9 05M2/2011 05/31/2011 r
Load District School Weeks |
School Week Setup Add @

P1 08/31/2010 12417/2010 1 74 79
P2 08/31/2010 04/08/2011 1 159 159
Sk} 05/31/2010 06/03/2011 1 199 199

School Calendar Screen, School Report Periods Tab

For each reporting period, Synergy SIS calculates the Start Date and End Date of the
period. It also calculates how many Holidays and other Non-Attendance Days are present
in the period. Finally, the number of School Days and Days of Enroliment are tabulated.

To see the detail of each period by week, click the Show Detail button.

State Reporting Periods

Hide Detail | Q)

— Perio
F1
P2
P3

Analysis

08/29/2010

@

08/05/2010

08/12/2010

08/19/2010

09/26/2010

10/03/2010

10/10/2010

10417/2010

10/24/2010

1043172010

110772010

111442010

11/21/2010

11/28/2010

Lkl w w ww M= = ==

12/08/2010

4

121122010

th|eh|cn|cn|h | h | cn|en|cn|cnan|onjon | on | e

alalalala alala|aalaialala o nEE

tn(en|onn | nfen|en|en[en|onfon ||| | &

State Reporting Periods, Detailed Screen

The same information is tabulated for each week. Each week can be removed from the

state upload by check the box in the Exclude from State Reporting column.
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Holidays may also be customized for each grade level in a school. To add a custom holiday
for a grade level:

1. Click the Advanced Options tab of the School Calendar screen.
School Calendar («

School Mame: Adams Elementary School Year: 2010-2011  Calendar Type: Regular

School Calendar  School Report Periods | Advanced 0ptinns|

Grade Level Calendar Override
School Calendar Screen, Advanced Options Tab

2. Click the Add button, and a new line is listed.

School Calendar («

School Name: Adams Elementary  School Year: 200-2011  Calendar Type: Regular

School Calendar |~ School Report Periods | Advanced Oplinnsl

Grade Level Calendar Override [

% | |

I K v 10/26/2010 Oth v
School Calendar Screen, Advanced Options Tab, Adding

3. Select the grade level from the Grade list.

Enter the date of the non-school day in the Cal Date column. The date must be
entered in MM/DD/YY format, or it may be selected using the Calendar [ button.

Select the type of non-school day from the Holiday list.

6. To add another non-school day for a grade, click the Add button again and follow
the steps above. To delete a day, check the box in the X column.

7. Click the Save button at the top of the screen to save the changes.

34
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Chapter Three:
ADVANCED CALENDAR OPTIONS

This chapter covers:
» Period Rotation
» Night and Summer Schools
» School Tracks
» Supplemental Instruction Attendance
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PERIOD ROTATION

At some schools, the periods may rotate throughout the week. To set up the attendance
calendar to display rotating periods:

1. Go to Synergy SIS > System > Setup > School Scheduling Options.

School Scheduling Options

School Name: Hope High School  School Year: 2010-2011

Section Opliunsl Course Request and Walk-In Options

House/Team/Exclusion

Options

Include In Grading Option

Q|

Class Size Limit

v

[ Track Class Deletions for Add/Drop Report
[~ Enable Section ID Validation Wamings

Section D Width Auto Sequence

Creation of 'Grade' records can be limited to just the Homeroom

when the include grade option or minimum class enrolimernt
tays are blank, the district default will be used (Grade Option
‘Ahways'). If Always or blank is selected then the Minimum Class

<

Enrollment Days field is disregarded. If evaluate is selected, then
the student must have been enrolied in the course for at least
the number of days indicated in the Minimum Class Enroliment
Days textbox below to have a grade in the course

Include Grade Option

Section by checking the following checkbog 3
[~ Only Create Grade Records For Homeroom Section. Minimum Class Enrollment Days

Mesting Days Q[ w0 1]
> [ine| 2] ] gl

2.

School Scheduling Options Screen

In the Meeting Days section, click the Add button for each day in the period rotation.

For example, if there were 4 days in the rotation, enter 4 meeting days.

School Scheduling Options

«

School Name: Hope High School Schaol Year: 2040-2011

Section Opiinnsl Course Request and Yalk-In Options | House/Team/Exclusion

Options

@ Include In Grading Option Q

Class Size Limit
v

[~ Track Class Deletions for Ado/Drop Repart
[~ Enable Section (D alidation YWarmings

Section by checking the following checkbox:

Section 1D Width Auto SEquence

Creation of 'Grade' records can be limited to just the Homeroom

I~ Only Create Grade Records For Homeroom Section

‘When the include grade option or minimum class enroliment

+ | |days are klank, the district default will be used (Grade Option
*Alirays). I Always or biank is selected then the kinimum Class
Enroliment Days field is disregarded. If evaluate is selected, then
the student must have bheen enralled in the course for at least
the number of days indicated in the Minimum Class Enralment
Days textbox below to have a grade in the course

Include Grade Option

Minimum Class Enroliment Days

ﬁeeling Days Add ‘q
| B B B

I 1 7 Monday

I 2 Tu Tugsday

I 3 W Wednesday

X 4 Th Thursday

School Scheduling Options Screen

3. Enter a Code for each day and a Description. Click the Save button at the top of
the screen to save the changes.

4. Go to Synergy SIS > Attendance > Setup > Period Rotation Definition.

Period Rotation Definition

Rotation Days | _Fotation Perods

School: Hope High Scheol  Schoal Year: 2010-2011

Number of Days in Cyclel

Restore Defaults

Rotation Definition

Period Rotation Definition Screen

36
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5. Enter the number of days used in a full rotation in the Number of Days in Cycle
box. For example, if the periods change every other day, the number of days would
be 2. If the periods change every day until the fifth day is the same as the first day,
the number of days would be 4.

Period Rotation Definition @

School: Hope High School  School vear: 2010-2011

| Rotation Days | Fotatio |
Humber of Days in Cycl Id— ] Restore Defaults

Rotatign Defisifion )
A M-Monday b Day &
B Tu-Tuesday ~ Day B
C W-iWednesday A Day ©
D Th-Thursday ~ Day D

Period Rotation Definition Screen, 4 Days in Cycle

Note: If you are editing an existing rotation definition and change the
Number of Days in Cycle, this can delete the rotation periods (see
step 9). To avoid this situation, you can do the following:

1. Go to Synergy SIS > System > Setup > District Setup.

2. On the System tab, scroll to the bottom of the Other Options
section.

3. Check one or both of the Do not clear rotation periods when
increasing number of days in the cycle and Do not clear
rotation periods when decreasing number of days in the cycle
boxes.

6. Click the Save button at the top of the screen, and the Rotation Definition section
is automatically filled in with a Day Code for each day in the cycle.

7. Assign the meeting days created in the School Scheduling Options screen to
each day in the cycle by selecting it from the Schedule Code list.

Click the Save button at the top of the screen.

To set up the rotation, click the Rotation Periods tab.

Period Rotation Definition [«
School: Hope High Schoel  School Year: 2010-2011
Fotation Days  Retation Periods |
Set Rotating Default | Set Non-Rotating Defaulk
Period Definition @]
r |' [+ [
T 1
|2 2
|3 3
_4
el
ek
g
eE

Period Rotation Definition, Rotation Periods Tab
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10. To set a non-rotating schedule where each period is at the same time every day in
the cycle, click the Set Non-Rotating Default button.

Period Rotation Definition @

School: Hope High School  School Year: 2010-2011

Rotation Days  Rotatio
Set Rotating Default Set Mon-Rotating Default >

Period Definition (]
e [Perio Day A Day B Da Day D

1 1 1 1
2 2 2 2 2
3 3 3 3 3
4 4 4 4 4
i} 4 4 4 )
6 B B B B
7 7 7 7 7
8 8 8 8 8

Rotation Periods, Non-Rotating Default

11. To set up a rotating schedule, click the Set Rotating Default button.
Period Rotation Definition

School: Hope High School  School vear: 2010-2011

Fotation Rotation Periods |

Set Rotating Defaulk

Set Mon-Rotating Default

1 2 3 4
2 2 3 4 5
Sk 3 4 5 B
14 4 ] 53 7
a5 g 5 7 g
Gl 5} 7 &3 1
‘D 7 a 1 2
18 a 1 2 3

Rotation Periods, Rotating Default

12. Either default distribution can then be manually edited to adjust the rotation. Once
the schedule is finished, click the Save button at the top of the screen to save the
changes.
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13. To assign each rotation day a specific date in the school calendar, go to Synergy

SIS > Attendance > Setup > School Calendar.

School Calendar

School Name: Hope High School  School Year: 2010-2011  Calendar Type:

School Calendar | School Report Perinds

Advanced Options

Bell Default

(|| Rotation Default

&

Default Bell Schedule

|DEIS—DefauI1 Eell Schedule

Set Bl Default

< Mo Fill
@ Fill Rotating Days Skipping Over Holidays
¢ Fill Rotating Days Holidays Count As Rotation Day

I~ Use Supplemental Calendar

Custamize the Rotation default by date and type

Set Rotation Default

School Calendar

Line (Month/Year ’WIW’W’W Lscy,
| Ay - 2010 30 | Haol 31 A DBES
A Sep - 2010 1 B DB=|2 A DBE= 3 B DES
3 [ A DBS 7 B DBES B A DBES 9 B DBS|10 A DBES
4 13 B DBES 14 A DBES 15 B DBES 18 A DBS 17 B DBES
a 20 A DES |21 B DBS|22 A DBS|23 B DES|24 A DES
51 27 B DBS|28 A DBS|29 B DBS|30 A DBES
o Oct - 2010 1 B DES
4 A DBES 9 B DBE= 6 A pDe= 7 B De=8 A DES
9 11 B DBS|12 A DBES|13 B DBES| 14 A DBS| 15 B DES
10 18 A DES|19 B DES|20 A DES|21 B DES |22 A DES
11 25 E DES |26 A DBES| 27 B DES|28 A DEBES|29 B DES
2 1 A DBS 2 B DBS 3 A DBES 4 B DBS 8 A DBES

School Calendar Screen
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14. To have the rotation automatically assigned to the calendar, with the rotation
skipping over the holidays, click the Fill Rotating Days Skipping Over Holidays
option and then click the Set Rotation Default button. The meeting day codes from
the Period Rotation Definition screen are automatically filled in to the Rot column for

each date.

School Calendar

School Name: Hepe High School School Year: 2010-2011  Calender Type:

School Cﬂlgn[‘a[l School Report Perinds | Advanced Options

Bell Default

&)

Rotation Default

m—— D)

Default Bell Schedule

|DES—DefauIt Bell Schedule

v

Set Bell Default

" No Fill

& Fill Rotating Days Skipping Over Holidays '
Fill Rotating Days Holidays Count As Rotation Day

[ Use Supplemental Calendar

Customize the Rotation default by date and bype

gt Rotation Defaul 52

School Calendar

Line |Month/Year

Monday Tuesday Wednesday Thursday Friday

oy e Rot 5 5o Ty |t [ Dy e[ | 5o Ty ot [ Doy e o [3aF

| Aug - 2010 30 |Hal 31 A DBS!

) Sep - 2010 — 1 B DBS|2 A DBS 3 B DBS

E B A |DBS|7 E JDBS8 A |DBS|S B DBES|10 A |DBS
4 13 B DBS| 14 A QDBS/ 15 B DBS|16 A | DBS/17 B |DBS

5] 20 A DBs|21 B DBS 22 A DBs|23 B DBS 24 A DBES

B 27 B DBS|28 A DBS 29 B DBS|30 A DBS

7 Oct - 2010 1 B DBES

8 4 A |DBS|S E |DBS6 A |DBS|T B DB 8 A |DBS

9 " B DBs(12 A DBS 13 B DBs|14 A DBS 15 B DBES
10 18 A DBs[18 B DBS 20 A DBS|21 B DBS 22 A DBS
11 25 B DBS|26 A DBS 27 B DBES|28 A DBS 25 B DBES
12 1 A |DBS|2 E |DBS3 A |DBS|4 B DBS|S A |DBS

School Calendar, Rotating Days Skipping Holidays

15. To have the rotation automatically assigned to the calendar, with holidays counting
as a rotation day, click the Fill Rotating Days Holidays Count As Rotation Day
option and then click the Set Rotation Default button. The meeting day codes from
the Period Rotation Definition screen are automatically filled in to the Rot column for

each date.

School Calendar

School Name: Hope High School  School Year: 2010-2011  Calendar Type:

. School Calendar | School Report Periods | Advanced Options

Bell Default

Q|

Rotation Default

AO

Derault Bell Schedule

‘DES—Defau\t Bell Schedule

Set: Bell Default

© Mo Fill
“ Ll Botatne Dave Skinping Quer Sl

& Fill Botating Days Holidays Count As Potation Dat l

™ Use Supplemental Calendar

Customize the Rotation default by date and type

gigt Fotation DefaHQ

School Calendar

Line (Month/Year

Monday Tuesday Wednesday Thursday Friday

R e e e e e e e e
| Aug - 2010 30 |Hol a1 B DBS
7 Sep - 2010 1 & DBES|2 D DBS 3 A DBS
g B B DBES 7 © DBS 8 D DES|9 A |DBS/10 B DBS
4 18 C DBES| 14 D DBS/ 158 A DBS| 16 B DBS/17 © DBS
5 20 D DBS 21 A DBS| 22 B DBS| 23 [ DBS 24 D DBS
6 27 A DBES 28 B DBS 29 & DBS |30 D DBS
7 Oct - 2010 1 A |DBS
a8 4 B DES & C DBS & D DBS|T A DBS & B DBS
g Al [ DBS|12 D DBS5/13 A DES| 14 B 0BS5S/ 15 C DBS
10 18 u] DES/ 19 A DBS 20 B DBS |21 c DBS 22 D DBS
11 25 A DBES 26 B DBS 27 C DBS| 28 u] DBS 29 A DBS
12 1 B DES 2 C DBS 3 D DES|4 A DBS & B DBS

School Calendar, Rotating Days Counting Holidays
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16. To set up a different rotation for part of the year, click the Customize the Rotation
default by date and type button.

School Calendar

School Mame: Hope High School =School Year: 2010-2011  Calendar Type:

School Calendar | _School Report Periods | Advanced Options

Bell Default (|| Rotation Default Q|
Default Bell Schedule © Mo Fill Set Rotation Defaul:
DBS-Default Bell Schedule ~

C Fill Rotating Days Skipping Over Holidays

Set Bell Default

I~ Use Supplemental Calendar

& Fill Rotating Days Holidays Count As Rotation Day

Customize the Rotation default by date and bype

School Calendar Screen

17. The Set Default Rotation Calendar screen opens. Select the date to start the new
rotation in the Start Date field. The dates should be entered in the format
MM/DD/YY or may be selected by clicking the Calendar L% button. Select the
Rotation Code from the list to start the rotation, and select the Rotation Default.
The No Fill option clears the rotation. Click OK to fill in the calendar.

Ok Close

SetDefaultRotationCalendar

By setting the start date, the ratation will begin from the start date to the end of the calendar. This gives you the capabllity
to make an update mid-year without affecting the beginning of the schoal calendar.

Start Date

Rotation Default
Mo Fill
© Fill Rotating Days Skipping Over Holidays

Rotation Code

v

 Fill Rotating Days Holidays Count As Rotation Day

Set Default Rotation Calendar Screen

18. Once the rotation has automatically been filled in, it can also be manually edited by
clicking in the Rot column and selecting the Day code.

School Calendar

School Mame: Hope High Schoel School Year 2018-2011  Calendar Type:

. School Calendar | School Report Periods | Advanced Options

Bell Default (|| Rotation Default &
Default Bell Schedule £ Mo Fill Set Rokation Default
DBS-Default Bell Schedule W & Fill Rotating Days Skipping Over Holidays
et Bell Defaul: © Fill Rotating Days Holidays Count As Rotation Day

[~ Use Supplemental Calendar Cuskomize: the Rotation defaulk by date and type |
School Calendar ‘ ‘ ‘

[Day| Tywe| Rot [Bell [Day| Tywe| Rot_[Bell [Day| Tyne| Rot [ Bell [Day| Tyne | Rot | Bell [Day| Tyme| Rot i
| 1] Aug - 2010 30 | Hal 3 A |DBS
L 5ep-2010 1 B DES 2 C DBS 3 D DBS!

6 A |DBS|7 C DES 8 D DBS 10 A |DBS
: 13 B DBS|14 D DBES| 186 A DBS17 B DBS

20 ¢ | DBs|21 A |DBS|23 B DBS 24 C DBS!
: 27 D DBS|28 B DBS 30 C DBS

Oct - 2010 1 D DBS!

: 4 A |DBSE C DBS|7 D DBS5 A |DBS

1" B | DBS[12 D DES 14 A |DBS 13 B DBS!
: 18 ¢ |DBS[19 A |DBS2H B DBS 22 ¥ DBS!

25 D DBS|26 A |DBS 27 B DES 28 C DBS 28 D DBS!
: 1 A |DBS|2 B |DBS|3 C DBS 4 D DBS 5 A |DBS

School Calendar Screen, Rotation Column

19. Once all of the rotation days have been filled in, click the Save button at the top of

the screen to save the changes.
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20. The final step in the process is to assign each section to a period for each rotation
day. To assign a period to a section, go to Synergy SIS > Schedule > Section.

Section («
Section ID: 0001  Course Title: Life Science  School Year: 2010-2011
Current Students = Student Enrollment History | Meeti| I Daysl Additional Staff
Section 1D Course ID 4 Course Title  Staff Name 4 Room Name 4
oot 5422 Lie Sclence| [Toftt, Robert| [120
Meeting Days =]
\ | | \ \
Eeqin 1 v 2 - 3 - 4
End 1 by 2 ~ 3 hd 4

Section Screen, Meeting Days Tab

21. Click the Meeting Days tab. For each Day Code from the Period Definition
screen, select the period assigned to the section.

22. Click the Save button at the top of the screen.
The periods must be assigned for each section in the rotation.

NIGHT AND SUMMER SCHOOLS

If a school offers a program at night or during the summer, the enroliments and all other
school information needs to be tracked separately. The programs are not paid for by the
state, so data in a summer school or night school is not uploaded to the state. However,
since students may receive credit for classes completed in these programs their progress
needs to be tracked just as it is during the regular school program.

To create a summer school or night school:

1. Go to Synergy SIS > System > Setup > District Setup.
District Setup

District Setup

_ Options |_System  Grade Setup  TeachetvUE  Labels  Auto-Sequence  Reports

Current Systemo Year Permissions () Summer School Q)
Year Previous Year(s) Permission Current Year Permigsion Mext Year(s) Permission [Summer School Year Summer School Type

Current year Update + | \Update + | \Update b b
2010-2011 v

Base Year
2006

Organization Year Tree IACUUH . ﬂ (6]
b 2008
b 2006
b 2007
P 2008
P 2009
P 2010
b 2011
b 2012
b 2013

Staff Years ("]

Last Staff Year Increment Date Increment Staff Years

District Setup Screen
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1. Click the Year for which the school will be added.
District Setup

District Setup

Options |_System | Grade Sstup  TeacheryUE  Labels Auto-Ssquence  Reports

Current System Year (X Year Permissions (M Summer School (&]
Current Year — Base Year [Previous Year(s) Permission Current Year Permission Mext Year(s) Permission [Summer School Year Summer School Type
2010-2011 | |2008 Update v | Update v | Update ¥ .
Organization Year Tree (&
b 2008
: 2106 District Setup | Delete 2010 =
2007 Year-Type Specific Setup F

b 2008
2009 District Afendance Code
b District Discipline Code
b 212 District Discipling Code Setup
b 2013 District Disposition Code Setup

District Course

District Groups

District Tracks
Staff Years (]
Last Staff Year Increment Date B Increment Staff Years

District Setup Screen, Year
Click the Action list, and choose Add Extension to Year.

Select the type of school to add from the Year Extensions Link, either Night or
Summer. To add this type of school to all schools in the district, check the box Link
Year with All Organizations.

Save Close
Add Year Extensions

Year Extensions Link Year with all organizations
Summer A4 v
If checked, all current organizations will hawe this year associated with therm. If [eft

unchecked, you will hawve to manually link this year with any organizations you want
agsociated with it

Add Year Extensions Screen

4. Click the Save button to save the new type of school.
District Setup

Jistrict Setup

0ptions| Systern | Grade Setup  TeacherVUE  Labels  Auto-Sequence  Repors

Current Year Permissions (3 Summer School (6]
System Year lp o015 vear(s) Permission CUTENt Year PErmIssion Next Year(s) Permission [Summer School Year Summer School Type

Current vear Update | Update | \Update b b
2010-2011 +

Base Year
IZDDE

Organization Year Tree Action j @
b 2005
b 2006 District Setup |

: igg; Year-Type Specific Setup )

b 2009
- 2010
[ Regular
©fsummel
b 2011
b 2012
b 2013

District Calendar

District Setup, Summer School Added
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If Link Year with All Organizations was not selected when the summer or night school (also
referred to as a year extension) was added to the District Setup screen, the extension now
needs to be added to each school that uses it. To add the extension to a school:

1. Go to Synergy SIS > System > Setup > Organization.

Organization

@

IACtiun... 'I (]

P Edupoint School District

Organization Screen

2. Expand the tree until the school is visible, and click the school that is administering

the program.

Organization («
|Acti0n... j ("]
< Edupoint School District School Name: Hope High School
P 1. Elementary Schools
b 2. Middle Schools S{:hoolq Years )Special Education = Documents
= 3. High.Schoo School Information D
@ |Hope High School[> School Name
(& Kennedy High School |H0pe High School
= Klng.ngh Schoal T
P 4. Special Schools
273
Attach Logo
Abbr School Name
Principal Name 4
Organization Screen, School
3. Click the Years tab.
Organization («
IActlon... j (6]
o BTN I School Name: Hope High School
P 1. Elementary Schools
b 2. Middle Schools School | Years| Special Education = Documents __ —
= 3. High Schools Year Options Grid Add
©[Fove rign sanoal e
@ Kennedy High School 2006-2007
(& King High School 2007-2008
P 4 Special Schools 2008-2009
2008-2009 Summer
2009-2010
2010-2011
2011-2012

Organization Screen, Years Tab

4. Click the Add button in the Year Options Grid.

5. The Organization Year Add screen opens. Select the new year and extension that
was created in the Organization Year Choices list, and click the Save button.

Save Close

Organization Year Add

2013-2014

Organization Year Choices

b

Organization Year Add Screen

-

m

The new extension is now listed on the Years tab. These steps need to be done for
each school that is using this new extension.
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Organization (<]
Action j %]

= Edupaint Schoal District Schanl Mame: Hepe High School
P 1. Elementary Schoals

b 2. Middle Schoals Schoaol ‘I'earsl Special Education = Documents

= 3. High Schools Year Options Grid Add ‘ Q@
2 |
& Kennedy High School 2007-2008
£ King High Schaal I 2008 2009
& Template HS (=] 20092010

b 4. Special Schools ] 2009-2010 Summer

2010-2011
20102011 Sunmer
20110012
2012-2013

Organization Screen, Years Tab, New Extension Added

Once the extension has been added to all the schools that plan to use it, it needs to be set
up just like a brand new year. The district calendar needs to be set up, each school
calendar set up, all of the grading and attendance options, etc. After everything has been
configured for the new extension, students need to be withdrawn from their current school
(unless the new extension is set up for concurrent enroliment) and enrolled in the new
extension.

Once an extension has been created, it can be rolled over during the New Year Rollover
process so the extension creation process does not have to be repeated every year. See
the Synergy SIS — New Year Rollover Administrator Guide for more information.

If the extension is a summer school, it also needs to be selected as the summer school
program for the district. To designated the summer school at the district level:

1. Go to Synergy SIS > System > Setup > District Setup.

District Setup =

District Setup

0plinns| System | Grade Setup  TeacheUE | Labels | Aodto-Sequence | Repots | Waivers

Current System Year (| Year Permissions Summer School

Current Year Presvious Year(s) Permission Current Year Permission hext vear(s) Permissiof§ [Summer School vear Summer School Type]
20102011« Update | Update v | Update 2010] S-Surmmer v
Base vear

(2006

Organization Year Tree IAclion . j @
P 2005

P 2008

b 2007

b 2008

P 2008

b 2010

b 201

b 2012

b 2013

Staff Years (&
Last Staff ear Increment Date Increment: Staff Years

District Setup Options @

District Accommodation Setup
District Discipline Options

District Setup Screen

2. Enter the year of the active summer school in the Summer School Year field. The
year must be entered in 4 digits, such as 2009.

3. Select the Summer School Type from the list. This is generally S-Summer, but N-
Night and R-Regular are also options.

4. Click the Save button at the top of the screen to save the changes.
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SCHOOL TRACKS

If students at the same school have different school calendars, this is referred to as a multi-
track school. Each track represents a different school calendar. This is commonly used to
juggle limited space in school facilities. To set up tracks at the district level:

1. Go to Synergy SIS > System > Setup > District Tracks.

District Tracks
Schoolvear. 2010-2011
| Tracks |
Track Definition Add |&
i< [ Ling| = = g
District Tracks Screen
2. Click the Add button.
District Tracks
Schoolyear: 2010-2011
1 Tracksl —
Track Definition [(IEZD |Q
# = = =
o 1 Track 1

District Tracks Screen, Adding
Enter the Order number by which to sort the tracks, and enter a Name for the track.

If the ID that should be reported to the state is different from the order number of the
track, enter the state ID in the Alt State ID column.

5. Click the Save button at the top of the screen.

Once the tracks have been added at the district level, each school that uses the tracks
needs to be set up to use the tracks. To set up the schools:

1. Go to Synergy SIS > System > Setup > School Setup.

School Setup

School Name: Hope High School  Schoal vear: 2009-2010
Basic Info |_Options SIS Data Options | Labsls | Teacher Experisnce
Period Definition & Type Q
Start Period End Period Homeroom Period Homeroom Meeting Day Ischool Type School Attendance Type
0 ) v High School +| Both Period and Daily Attendance v

Ischool Attendance Taken School Attendance Reason Type

By Section | Regular b

IConcurrent Enrollment Type

Full Concurrent - Able to send and receive concurrent students v

|ALC schoal Type School Category Calendar Type

- v ||Regular v

Grade Selection || Grading Options [ Roll Over Defaults Q
(Grade Grading Period Enter Code Enter Date
CpsCKk Mo1 Moz o3 o4 Third Quarter - E2-First Arizona enroll ¥
CoaCosCor CosM oSk 10
Fi1 P12 12+
Term Definition [ Add | ShowDetail | @
bl
u 1 Fall 09/01/2003 1242142009 g1, YR
| 2 Spring 01/04/2010 06/04/2010 82, YR
Track Selection Q|
Tracks
I~ Track 1 I~ Track 2

School Setup Screen

2. Check the boxes in front of each track to be used at the school.

3. Click the Save button at the top of the screen to save the changes.
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If tracks are in use at a school, several options may be customized for each track as
outlined below. For Arizona, the school calendar must match the calendar submitted to
ADE for the track exactly.

1. School Calendar — each track can be set up with different dates for the school
calendar. These dates may be set up through Synergy SIS > Attendance > Setup
> School Calendar. To customize a track’s calendar, select the track from the list,
edit the calendar, and then save the changes. The only type of day that may be
different between tracks is the VAC type. All other days off change all
calendars, not just the track selected.

School Calendar

School Name: Hope High School  School Year: 2008-2009

School Calend | School Report Periods | Advanced Options

Bell Default (3| | Rotation Default %]
Default Bell Schedule Set Bell Default £ No Fill Set Rotation Default
DBS-Default Bell Schedule by

" Fill Rotating Days Skipping Over Holidays
" Fill Rotating Days Holidays Count As Rotation Day

¥ Use Supplemental Calendar

Supplemental Bell Default &) Customize the Rotation default by date and type ‘
Default Supplemental Bell Schedule Set Bell Default
SUP-Supplen v

Track

School Calendar Screen, Tracks

2. School Reporting Periods — the school reporting periods for each track can also
have different dates. These dates are set up on the School Report Periods tab of
Synergy SIS > Attendance > Setup > School Calendar. To modify the dates for
each track, select the track from the list, edit the dates, and then save the changes.

School Calendar

School Name: Hope High School  School Year. 2008-2009

School Calendar | School Report Perinds| Advanced Options
Track

L

School Reporting Period %)
1 Period 1 09/01/2008 09/27/2008 [P r
2 Period 2 09/29/2008 10/24/2008  [@ r
3 Period 3 10272008 [P 11/21/2008 [ r
4 Period 4 11/24/2008 121192008 [B r

School Reporting Periods for Tracks

3. Grade Level Calendar — if there are different days off setup for different grades,
these dates may also be customized by track. The grade-level holidays are set up
on the Advanced Options tab of Synergy SIS > Attendance > Setup > School
Calendar. To modify the holidays for each track, select the track from the list, edit
the dates, and then save the changes.

School Calendar [«

School Name: Hope High School  School Year: 2008-2009

School Calendar . School Report Periods | Advanced Optionsl
Track

v

Grade Level Calendar Override Add Q@
[ tine \ | |
o v 101152008 [57 Hol v

Grade Level Calendar Override for Tracks
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4. Term Definitions — each track may have different dates for each term. These dates

may be customized on Synergy SIS > System > Setup > School Setup. Once
tracks are selected for the school, a new section appears under Term Definition
where the dates can be entered. More information about Term Definitions can also
be found in the Synergy SIS — Scheduling Guide.

Track Begin and End Dates =]
Fall 09/03/2008 12/22/2008 [ 09/03/2008 12/20/2008 [
Spring 12/28/2008 06/30/2009 [ 12/21/2008 06/30/2000 [

Term Definitions for Tracks

Grade Reporting Periods — each track may use different dates for each grade
reporting period. These dates may be customized in Synergy SIS > Grading >
Setup > Grading Setup. More information about Grade Reporting Periods can also
be found in the Synergy SIS — Grading Administrator Guide.

Track Ending Dates [#]

Progress Period 1
First Quarter
Progress Period 2

[ second Quarter
(= Progress Period 3
Third Quarter
Progress Period 4

Fourth Quarter

oo W 5 5 S S | )
koo W 5 O L

Grade Reporting Periods for Tracks

Sections — each class section must be assigned to a specific track in multi-track
schools. Tracks are assigned manually using Synergy SIS > Schedule > Section,
or may be assigned through the Mass Scheduling process. For more information
about the Mass Scheduling process, see the Synergy SIS — Scheduling Guide.

Section
Section ID: 1077  Course Title: American Government  School Year: 2008-2009
| Current Student | Student Enroliment History = Meeting Days = Additional Staff
Section ID Course ID 4 Course Title Staff Name « Room Name 4 Track
|1UTT |SS§1 | |American Governmenl| |User Teacher| |m b

Assigning Tracks to Sections

Student — each student is assigned to a specific track through the enroliment
process. Student enroliments are entered through Synergy SIS > Student >
Student. For more information about the student enroliment process, see the
Synergy SIS - Student Information Administrator Guide and Synergy SIS - Student
Information User Guide. Tracks may also be mass assigned using Synergy SIS >
Schedule > Mass Assign Track. For more information about mass assigning
tracks, see the Synergy SIS — Scheduling Guide.

Student

Student Name: Abbett, Billy C. Schook Hope High School Homeraom: 231 Teacher: User, T.

Dernographics | Parent/Guardian ~ Other Info | Emergency | Enrolll |Enro|\memH|5mry Classes | Documents | Student Contact Log

Last MName First Name Middle Name  Suffix Perm 1D Grade Gender Track

[abbott [Billy E | |EES) 2 v Male v v

Enrollment Information (6]
SAIS ID Enter Date Enter Code Leave Date Leave Code ADAADM Track

ooo1341311 memizone  [FE1 v |ison B 3 4 N

Assigning Students to Tracks
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SUPPLEMENTAL INSTRUCTION ATTENDANCE

Supplemental Instruction is a program specific to California schools and districts. The
supplemental instructional classes are scheduled outside of the regular school day, and the
attendance that is reported to the state is positive (humber of minutes attended) instead of
negative (number of absences). Synergy SIS can not only capture the attendance for
supplemental instruction programs and submit reported attendance to the state, but it also
takes into account the cap for such programs.

To configure supplemental attendance, the following steps should be completed in the
order listed below:

1. Periods - the number of periods for each school offering supplemental attendance
may need to be modified. If the supplemental programs are held either before or
after the normal school day during the week, each hour of supplemental programs
needs to be added as an extra period. Each period can only capture a maximum of
one hour of supplemental attendance time. If the supplemental programs are held
on the weekend, the number of periods must be greater or equal to the number of
hours offered on the weekends.

2. Attendance Type - each school also needs to be set up to use period attendance
so that the supplemental attendance minutes can be entered.

3. Bell Schedule - a separate bell schedule should be set up for supplemental
programs that are offered on weekends.

4. District Calendar — if the supplemental programs are offered on weekends, the
district calendar needs to be modified to show weekends.

5. School Calendar - if the supplemental programs are offered on weekends, the
school calendar needs to be modified to show weekends. The supplemental bell
schedule also needs to be identified.

6. District Course — each course that is offered as a supplemental program needs to
be added to the District Course screen.

7. School Course — each school needs to opt-in to the supplemental program courses
to be used at the school.

8. Section — each section that is used for a supplemental program needs to be
identified.

9. Supplemental Programs Setup — the caps for the supplemental programs need to
be entered so Synergy SIS can track these caps.
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Periods and Attendance Type

To modify the number of periods and the attendance type:
1. Go to Synergy SIS > System > Setup > School Setup.
School Setup

School Name: Hepe High School Schaal Year: 2010-2011

Hasiclnful Options | SIS Data Options  Labels ~ TeachervUE

Period Definition (3 Type Information D
Start Period End Period Homeroom Period Homeroom Meeting Day School Type School Attendance Type
0 il 1 v High School ~ | [Both Period and Daily Attendance v

School Attendance Taken School Attendance Reason Type
By Section ~ | |Regular hd
Concurrent Enrallment Type

Full Concurrent - Able to send and receive concurrent students %

LG school Type School Category Calendar Type
hd | Regular ks

School Setup Screen
Enter the new number of periods in the End Period box.

Select the School Attendance Type for the school from the list. Most elementary
schools are set to Both Period and Daily Attendance, and most middle and high
schools just use Period Attendance.

4. Select whether the period attendance is recorded By Section or By Bell Period
from the School Attendance Taken list.

5. Click the Save button at the top of the screen to save the changes. These steps
need to be repeated for each school.

Bell Schedule

To modify the current bell schedule to show supplemental instruction time before or after
the current school day:

1. Go to Synergy SIS > Attendance > Setup > Bell Schedule Definition.

EECIE
Bell Schedule Definition

Code: Bel Schedule Name: School  School Year:

Find | Undo | Add | :Ei'.i| FnrmStatus:Find|@ EED‘.'

| Bell Schedule |

Code Bell Schedule Name

I |

| Bell Schedule Creation Assistant Ql
Bell Schedule Definition (6]

Bell Schedule Definition Screen

2. Click the right Scroll button to bring up the default bell schedule.
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3. Enter the Start Time, Stop Time, and Passing Time for each period added for
supplemental instruction.

Bell Schedule Definition

Zode: 2 Bell Schedule Name:; Hormal Day  School: Hope High School  School Year: 2000-2011

Bell Schedule |
Zode Bell schedule Narne
2 |Nnrmal Day
Bell Schedule Creation Assistant Q|
Bell Schedule Definition (6]
[Period | [Total |
X |0
_Si( 1 8:00 Am 9:26 Al 1:25 |&
_Si 2 8:30 Am 10:65 Ah 1:25 |&
_5‘ S 11:00 A 11:25 Ah 025 |5
_“ 4 11:30 AM 12:55 i 1:28 |&
| & o &) 1.00 P 255 FM 1:55 |5
BE(x s
| 5L
X 8
b4 g

Bell Schedule Definition Screen

4. Click the Save button at the top of the screen to save the changes.

To add a new bell schedule for supplemental instruction time on the weekends:
1. Go to Synergy SIS > Attendance > Setup > Bell Schedule Definition.
| ':{() ':C:D '::):)) :i‘] Find | Undo | Add | Delete | Form Status: Find | @ %\:}??J
Bell Schedule Definition

Code. Bell Schedule Name: School:  School Year:

| Bell Schedule |

Code Bell Schedule Name

I |

|Be|l Schedule Creation Assistant Ql
Bell Schedule Definition (]

Bell Schedule Definition Screen

2. Click the Add button, and a new Bell Schedule Definition screen opens.

Save Close
Bell Schedule Definition
Code Bell Schedule Name
SUP Supplemental Bell Schedule

F Adding a New Bell Schedule

3. Enter a Code for the new definition, and type a descriptive name for the schedule in
the Bell Schedule Name field.
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4. Click the Save button at the top of the screen, and the new schedule appears with
blank times for each bell period.

Bell Schedule Definition

Code: SUP  Bell Schedule Mame: Supplemental Bell Schedule  School: Hope High School  School Year: 2010-2011

Bell Schedule |
Code Bell Schedule Mame
ISUF‘ ISuppIementaI Bell Schedule
|Ele\| Schedule Creation Assistant Q|
Bell Schedule Definition (]

HEEXKXEKERXXX
W m - W s W M= O

Bell Schedule Definition, Adding Times

5. Enter the Start Time, Stop Time, and Passing Time for every period that is held
for supplemental instructional time on the weekends.

6. Click the Save button at the top of the screen to save the changes.
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District Calendar

Since most supplemental programs are at the school level, the district calendar should only
be modified if all schools are offering supplemental instruction on the same weekend days.

To modify the district calendar for supplemental instruction time:

1. Go to Synergy SIS > Attendance > Setup > District Calendar.

District Calendar

Schoaol Year: 2010-2011  Calendar Type: Regular

_ District Calendar | Report Periods | Advanced Options

District Calendar Type Options @l District Calendar Options
Calendar Type
|Regu|ar V|

Create Calendar

Calendar

" Sunday | Monday | Tuesday Wednesday| Thursday
1

* ay Ty ooy Tyme[Day| Ty Doy | Tyve Doy Ty

Alg - Hol
o010 30 31
o5ep -
2 1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
& 26 27 28 29 30
oot -
2010 ! 2
5 3 4 5 6 7 8 9
g 10 11 12 13 14 15 16

District Calendar Screen

2. Check the boxes for Sun or Sat to include weekends in the District Calendar.

3. Click the Save button at the top of the screen.
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To modify the school calendar for supplemental instruction time:
1. Go to Synergy SIS > Attendance > Setup > School Calendar.
School Calendar

School Marme: Hope High School  Schoal Year: 2010-2011  Calendar Type: Regular

| School Calend: | School Report Penods | Advanced Options

Bell Default (|| Rotation Default Q)

Default Bell Schedule

DES-Default Bell Schedule

R

Set Bell Default

© Mo Fill

[~ Use Supplemental Calendar

 Fill Rotating Days Skipping Over Holidays
& Fill Rotating Diays Holidays Count As Rotation Day

Customize the Rotation default by date and type

Sk Rotation Defaul:

Track
by
School Calendar
[ Tyve|Rot | [Tyve| Rot | [ Tyve|Rot |t [ Tyve| Rot | [Tywe[Rot [t
Aug - 2010 30 | Haol kN B |DBS
Sep - 2010 1 C |DBS|2 D |DBS|3 E |DBS
3 A | DBS|7 B |DBS|E ¢ |DBS|9 D |DBS[10 E |DBS
13 A | DB3|[14 B |DBS[15 ¢ |DBS|16 D |DBS[17 E |DBS
20 A | DBS|21 B |DBS|22 C |DBS|23 D |DBS|24 E |DBS
27 A |DBS|28 B |DBS[29 ¢ |DBS|30 D |DBES

School Calendar Screen

2. Check the box labeled Use Supplemental Calendar. This must be selected even if
no weekends are used for supplemental instruction.

School Calendar

School Name: Hope High Schoel school Year: 2010-2011

Calendar Type: Regular

School Calgnda[l School Report Periods  Advanced Options

Bell Default (3| | Rotation Default Q|
Derfault Bell Schedule Set Bell Default £ Mo Fill Set Rotation Default
DBS:Default Bell Schedule = @ Fill Rotating Days Skipping Over Holidays
2 Use Supplemental Calendar € Fill Rotating Days Holidays Count As Rotation Day
Supplemental Bell Default Q Customize the Rotation default by date and type |
Default Supplemental Bell Schedule st pell pefaul
DBS-Default £ v
Track
v
School Calendar
| | | | | | | |
[Day| Tome| Rt [ Bel [Day| Tywe| Rat_[Bell [Day [ Tywe| Rot [ Bell [Day| Tyve ot [Bell [Day [ Type [ Rat_[Bel [Da| Tyve| Rot [ Bell [Day| Type ot Bel
Aug - 2010 30 | Hol 31 A DBS
Sep - 2010 1 B DBS 2 c DBS 3 D DBS 4 E
[ i) A G A |DBS|T B DBS 8 © DBS 9 D DBS 10 A | DBS/11 B
12 © 13 B DBS 14 © DBS 15 D DBS 16 A | DBS/17 B DBS 18 D
19 E 20 c pBEs 21 D DBs 22 A | DBS|23 B DBS 24 c DBS 25 A
: 26 B 27 D DBS 28 A |DB5|29 B DBS 30 © DBS

School Calendar Screen, Supplemental Calendar

3. Once the box is checked, a new box displays titled Supplemental Bell Default and
weekends are displayed in the school calendar. The weekends are highlighted in

yellow.

Bell Schedule list and click the Set Bell Default button.

Select the default bell schedule for the weekends from the Default Supplemental
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5. To select the days on which the supplemental instruction is offered, click in the Type
column of the date, and select Supplemental from the list.

School Calendar

School Name: Hope High Schoeol School Year: 2010-2011  Calendar Type: Regular

School Calgnda[l School Report Periods | Advanced Options
(| | Rotation Default

Set. Bell Default

Q

Set Rotation Default

Bell Default
Default Bell Schedule
‘DES-DEfau\I Bell Schedule

Mo Fill
& Fill Rotating Days Skipping Over Holidays
© Fill Rotating Days Holidays Count As Rotation Day

J|

v Use Supplemental Calendar

Supplemental Bell Default )

Default Supplemental Bell Schedule Set Bell Default

[DBS-Default £ v

Customize the Rotation default by date and type

Track

School Calendar

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
@ rwelﬁ]ﬁﬁ Type W]ﬁ@ Type,m’m@ TWEWW@ IWIEW,HH TMIEW,HH Type ]ﬁlﬁ
31 A

Line |Month/Year

| Aug - 2010 DBS!

| Sep - 2010 1 B |DBS|2 C | DBS|3 D DBS|4 E

3 5 M| Ema-Emergency Closure Day (Approved) B |DBS8 ¢ |DBS|2 D DBs/10 A | DBS|[11 B
12| Emu-Emergency Closure Day (Unapprovedy | ¢ |DBS|15 D |DBS[1E A | DBS[17 B |DBS/18 D
19 Sup-Supplemental o] DBS|22 A DBS|23 B DBS|24 c DBS|25 A
26 A |DBZ|29 B |DBS|30 ¢ | DBS

School Calendar Screen, Adding Supplemental Days

6. Once all the supplemental days have been selected in the calendar, click the Save
button at the top of the screen. Each of these days is then automatically assigned
the Default Supplemental Bell Schedule.

School Calendar

School Name: Hope High Schoel school ear: 2010-2011

Celender Type: Regular

School Calgm{ar| School Report Periods | Advanced Options

Bell Default || Rotation Default

Default Bell Schedule et Bell Default Mo Fill

|DE5-Default Bell Schedule  Fill Rotating Days Skipping Over Holidays

© Fill Rotating Days Holidays Count As Rotation Day

&)

Set Ratation Default

5

v Use Supplemental Calendar

Supplemental Bell Default Q)

Default Supplemental Bell SChedUlE  ser pell pefault

|DBS-Default £ v|
Track

Customize the Rotation default by date and bype |

School Calendar

31 A

Line (Month/Year

Awg - 2010 30 Hol DES
’_2 Sep - 2010 1 B | DBS|2 C |DBS3 D |DBS4 |Sup E fSUA
’73 5 A [ A |DBS|7 B |DBS 8 C | DBs|9 D |DBS 10 A |DBS 11 |Sup B I SUA
’74 12 [o} 13 B | DBs|14 C |DBS 15 D | DBS|16 A |DBS 17 B |DES/18 |Sup D f SUA
’75 19 E 20 C | DBS|21 0 |DBS 22 A |DBS|23 B |DBS 24 C |DBS25 |Sup A §SUA
’_L 26 B 27 D |DBS|28 A | DBE 28 B | DBS|30 C |DBS

School Calendar Screen, Supplemental Days Added

7. The bell schedule assigned to each supplemental day may also be changed by
clicking in the Bell column and selecting a different bell schedule from the list.
Remember to click Save after any changes are made.
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District Course

If the courses to be used for supplemental instruction are not already in the course catalog,
they should be added to Synergy SIS > Course > District Course. For instructions on
adding courses, see the Synergy SIS — Scheduling Guide.

District Course

Course ID; MAQS-Z2  Course Title: Rernedial Math

| Course | Description  Year Owvenide | PrefCorequisite  Schools Teaching

Course 1D Course Title Caourse Short Title hfandatory Inactive
[406-2 Remedial hath |Remedial Math r r
Course Info Q)
Course Duration Department College Prep Credit Max Crecit
S1-Semester | | MA-btath v r .50 |0.50
Academic Type [~ Teacher Aide [ Extended Day
Regular b [~ College Approved [~ Distance Learning Course
Scheduling Options || ParentVUE Options Q|
Duplicate Request Schedule Prigrity Grade Range Low Grade Range High Schedule Priority
v e R e v
[~ Do not shiow in anline course requests (PYUESYUE)

District Course Screen

School Course

If the courses to be used for supplemental instruction are new, the school needs to opt-in to
the courses on Synergy SIS > Course > School Course. For instructions on adding
courses, see the Synergy SIS — Scheduling Guide.

School Course g

School Name: Hope High Sehool  School Year: 2010-2014

Course Opt In |

Subject Area Course D Course Title
v I I Search
Search Results @]
= Mathematics PPOO Functional Math
=2 Mathematics FPOOZ Functional Math

School Course Screen
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Section

Once the school has opted-in to the course, sections need to be created for each class of
supplemental instruction. For instructions on adding a section, see the Synergy SIS —
Scheduling Guide. To configure a section for supplemental instruction:

1. Go to Synergy SIS > Schedule > Section.

Section

Section ID: 0001 Course Title: Life Science  School Year: 2010-2041

_ Current Student: | Student Enrallment Histary — Mesting Days

Section 1D Course ID 4 Course Title  Staff Name 4 Room MName 4 Track

[ooo1 |sc422 | |Uite Seience| |Tofft, Roberd [120 | v

Section Info (|| Student Seat Totals Q
Begin Period  End Period Term Code Male Female  Totals hdax Open Seats

4 |4 vlzz - [14 [r1 [25 24 fo

Exclude Attendance Exclude Grading Ald Phd Teacher Aide Seats Q@
Include in Attendance ~ | Include in Grading v Tatal M Open Seats

sttendance Type Supplemental Funding Catego o | o

w

v

—_—
Instructional Minutes Overnde = Using Elementary Minutes

Instructional Strategy Category Code Override [~ Distance Learning
b ¥ ™ Independent Stury

Section Screen

2. Be sure the section is set for attendance by selecting either Include in Attendance
or Include in Attendance — No Scan Sheet from the Exclude Attendance list.

For the Attendance Type, select Positive.

Select the type of supplemental funding used for the class from the Supplemental
Funding Category list.

5. Click the Save button at the top of the screen to save the changes. Each section
used for supplemental instruction must be modified as outlined above.

The Supplemental Funding Category lookup table is a product-owned lookup table and
these values cannot be changed.

MName: Supplemental Funding Cat e K12.Attendanceinfo Product Owned
[ Use Cade a5 the State Code - all values reported to state will be used fram the lookup code and not evaluate to th
Product Owned lookups can be viewed but not updated, except the Other 515 column. The Other SIS column is used
for data importing. NOTE: The Other SIS column for Product Owned lookups is cleared after a new
installation.
Lookup ‘h"alue|s | | | | O|

0 1 CAHSEE Intervention 7-12

1 2 CAHSEE Intensive 10-12

2 3 Pupils Retained/Recommended for Retention 2-9

8 4 Pupils at Risk of Retention 2-6

4 5 Caore Instruction K-12

& 5 Low STAR Score 2-6

Supplemental Funding Cat Lookup Table
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Supplemental Instruction Setup
To set up the caps on supplemental instruction:

1.

Go to Synergy SIS > Attendance > Setup > Supplemental Instruction Setup.

Supplemental Instruction Setup

| Supplementary Instruction Optionsl

Cap Calculation:
Students ® % % 120 hours = Cap (Hours)

Grades K-12 Core Instruction Funding

Students % Cap (Hours) Cap Override {Hours)
{2500 3 J15000 |

Grades 2.6 (Pupils at Risk of Retention / Low STAR Score)

Students % Cap (Hours) Cap Override {Hours)
=] s J400 |

Supplemental Instruction Setup Screen

Enter the number of students eligible for K-12 Core Instruction Funding as listed
in CBEDS in the Students box in the Grades K-12 Core Instruction Funding section.

Currently the cap is set to 5%, so enter the number 5 in the % field.

If the state has overridden the cap for the school, enter the total number of hours for

which the school is eligible in the Cap Override (Hours) box.

Next, enter the number of students from CBEDS for the Pupils at Risk of

Retention/ Low STAR Score.

This cap is also set to 5%, so enter the number 5 in the % field.

If the state has overridden the cap for the school for these programs, enter the total
number of hours for which the school is eligible in the Cap Override (Hours) box.

Click the Save button at the top of the screen to save the changes.
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Chapter Four:

OTHER SETUP OPTIONS

This chapter covers:
» School Attendance Options
» Section Attendance Options
» Attendance Scanning
» Attendance Letters

Copyright© 2013 Edupoint Educational Systems, LLC
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SCHOOL ATTENDANCE OPTIONS

Other options that need to be defined for each school are displayed in the School
Attendance Options screen. To modify these options:

1. Go to Synergy SIS > Attendance > Setup > School Attendance Options. The
screen displayed depends on the School Attendance Type selected on the School
Setup screen. For more information about the School Setup screen options for
attendance, see the section Class Periods and Attendance Type in Chapter Two.

School Attendance Options («
A 1 Opliunsl
Daily Attendance Options )
Attendance Type Use Absence Amaunt
Twice a Day v I
Other Attendance Options Q|
Attendance Dialer
In Tauch v

School Attendance Options Screen, Daily Attendance

2. If the school uses Daily Attendance, select whether attendance is taken once a day
or twice a day from the Attendance Type list. If the absence amount should be
submitted to the state instead of the number of minutes attended, check the box
labeled Use Absence Amount. Enter the starting time for the AM and PM sessions.
If the school uses an automated attendance dialer to call parents when a student is
absent, select the type of Attendance Dialer (In Touch or PhoneMaster) from the

list.
School Attendance Options [«
Attendance Opliunsl
Daily Attendance Options @
Attendance Type Use Absence Amaunt
Twice a Day I
Other Attendance Options Q|
Attendance Dialer
In Tauch v

School Attendance Options Screen, Daily Attendance

3. If Twice a Day is selected, enter the starting times for AM and PM Attendance.
These times are used to prompt teachers in TeacherVUE when AM or PM
attendance is due.

School Attendance Options [«
A /| ()plinnsl
Daily Attendance Options Q|
Attendance Type Use Ahsence Amount
Twice a Day % v
Begin Times Q)
Al P
5:00 A 12:00 PM
Other Attendance Options (&
Attendance Dialer
In Tauch b

Daily Attendance, Twice a Day Options
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4.

If the school uses Period Attendance, select how the all-day code is calculated

from the All Day Code Calculation list. If Manually is selected, no code is entered

in the All Day Code box for attendance unless someone enters it manually. If
Calculated is selected, the all-day code is automatically entered if the student is
absent for all periods in a day with the same absence reason.

School Attendance Options [«
Attendance Op(iunsl
Period Attendance Options (&
All Day Code Calculation Mumber of Days in Schedule Cycle
tanually v |4
Other Attendance Options &
Aftendance Dialer

v

School Attendance Options, Period Aftendance

The Number of Days in Schedule Cycle is used in the setup of rotating periods.
For more information about period rotation, see Chapter Three in this guide. If the
school uses an automated attendance dialer to call parents when a student is

absent, select the type of Attendance Dialer (In Touch or PhoneMaster) from the

list.

If the school uses Both Period and Daily Attendance, all of the Daily and Period
Attendance options are available. In addition, a list of the grades available at the
school is shown. Select the Attendance Type (Period Attendance or Daily
Attendance) to be used for each grade.

School Attendance Options «
A | Optinnsl
Daily Attendance Options (3| Period Attendance Options @
Attendance Type Use Ahsence Amount All Day Code Caleulation Mumber of Days in Schedule Cycle
Twice a Day i Manually 14
Begin Times Q
Al P
IB 00 AM |12:00 PM
Grade Attendance Type Definition %]
| \
’r_ K Daily Attendance A
|2 o1 Daily Attendance b
|3 0z Daily Attendance M
|4 03 Daily Attendance b
| 8 04 Daily Attendance b
| & 05 Daily Attendance M
|7 06 Feriod Attendance b
el Period Attendance b
N\ 03 Peariod Attenda_nce ~
Other Attendance Options (]
Attendance Dialer
b

School Attendance Options Screen, Both Period and Daily Attendance

7. Once all of the settings have been selected, click the Save button at the top of the

screen to save the configuration.
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SECTION ATTENDANCE OPTIONS

If attendance is taken by section, each section must be either included or excluded from
attendance. This should be configured when the schedule is created, but it can also be
changed later. For more information about creating schedules and sections, see the

Synergy SIS — Scheduling Guide.

To mark a section for attendance:

1. Go to Synergy SIS > Schedule > Section.

Section

Section ID: 1077 Course Title: Am Gowt  School Year: 2010-2011
_ Current Stud | Student Enroliment History  Meeting Days | Additional Staff

Section 1D Course ID 4 Course Title Staff Mame «  Room Mame 4+ Track

1077 |ss51 | |am Govt | Jackson, Katny| 216 | v

Section Info (|| Student Seat Totals Q)
Begin Period  End Period Term Code Male Female  Totals Il Open Seats

0 v|o v| 52 v o o o [z2 32

Exclude Attendance Exclude Grading Ahd P Teacher Aide Seats @
Include in Attendance ~ Minclude in Grading A v Total Max Open Seats

Attendance Typdl Supplemental Funding Category |D | |D

| w

Instructional Minutes Crwerride [~ Using Elementary Minutes

Instructional Strategy Category Code Override [~ Distance Learning
b ¥ I Independent Study

Section Screen

2. Select the attendance type for the section from the Exclude Attendance list. To
prohibit the section from taking attendance, select Exclude from Attendance. To
take attendance from the section, select Include in Attendance or Include in
Attendance — No Scan Sheet. By default, the section is included in attendance.

3. IfInclude in Attendance — No Scan Sheet is selected, an attendance scan sheet
is not created using the Attendance Sheet Creation screen if the school uses

scanning sheets for attendance.

4. By default, the Attendance Type is Regular if nothing is selected from the list.
Regular attendance means that absences are recorded. If attendance is recorded in
minutes for the section instead, as in supplemental instruction or some online school
programs, change the Attendance Type to Positive.
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PM section, or it can be designated for Both.

Section

5. For daily attendance schools taking attendance twice a day, there is also an
additional list titted AM PM for each section. Each section can be set to an AM or

Section [D: 1077 Course Title: Am Gowt  School Year: 2010-2011

_ Current Stud | Student Enrollment History | Meeting Days | Additional Staff

Section D Course ID 4= Course Title Staff Name 4= Room Mame ¢ Track

[iozz 5551  ||AmGovt | [Jackson kathy] [216 | v

Section Info (|| Student Seat Totals (@]
Eenin Period End Feriod Term Code hiale Female Totals [if= Open Seats

i ~|[o v|||s2 v o o o |32 [32

Exclude Attendance Exclude Grading ! Pl Teacher Aide Seats 0
Include in Attendance | Include in Grading ~ WBath 4 Total (e Open Seats

b | b

Altendance Type Supplemental Funding Category

v v

Instructional kinutes Cwverride [~ Using Elementary Minutes

Instructional Strateqy Category Code Owverride [~ Distance Learning
b ¥ " Independent Study

6. Click the Save button at the top of the screen to save the changes.

Section Screen, Daily Attendance Schools
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ATTENDANCE SCANNING

If the school plans to use attendance sheets to record student absences, the attendance
sheets can be created and printed through the Attendance Sheet Creation screen. To
create and print attendance scanning sheets:

1.

Select the form to be used for the attendance sheet on Synergy SIS > Attendance
> Setup > School Attendance Code. Select either Attendance 1 Week or
Attendance 2 Week in the Attendance Scan Form list, and click the Save button
at the top of the screen. The 1 Week form prints spaces for 1 weeks’ worth of
attendance, where the 2 week form has spaces for 2 weeks of attendance.

School Attendance Code
School Name: Hope High Schoeel  School Year: 2010-2011
_ School A 1| R |
Attendance Scanning Options (&)
Attendance Scan Form Default Ansence Type Default Tardy Type
Attendance 2 Week ~ | \Unverified | Unexcused Tz b
School Attendance Reasons [&]
I |E><C ‘Excused | Excused v | Ird | ¥ | ¥ | Ird |
2 = ETD |Excused Tarcy Excused Tare v 2 12 12 |2
e I Unx |Unexcused Unexcused % 2 1 1 ~
[ 4 | UTD |Unexcused Tardy | Unexcused T v 2 F F 4
5 I UNY | Unverified Uriverified v I ~ 172 o2
& 3 ILL  |liness Excused v I 17 17 2
W 2 ACT |School Activity School Activil ¥ 2 12 12 o2

School Attendance Code Screen, Attendance Scan Form

2. Go to Synergy SIS > Attendance > Scanning > Attendance Sheet Creation.

Attendance Sheet Creation
& Create ¢ Print

| Attendance Sheet Creation | Cumulative Absences | PFrinting Options
Creation Options
¥ Combine sections based on staff and period

v MUltiple sheets for sections that meet more than one period

Sheet Information
Scan Form Start Date
|Attendance 2 Wieek 05,/04/,2003

Attendance Sheet Creation Screen

Click the Create option at the top to create the sheets, or click the Print option to
print the sheets. Usually the Print option should be used, as Create does not allow
the sheets to be printed.

To print only one sheet for each teacher’s section for each period, check the
Combine sections based on staff and period box. To print a sheet for each
period of a section, check the box labeled Multiple sheets for sections that meet
more than one period.

If the Print option is selected, various printing options are also displayed. To print
the cumulative absences for each student in each section check the Print
Cumulative Absences box. To mark the days the section does not meet so that
attendance cannot be taken for those days, check the box Mark Non Attendance
Days. To print the student’s Perm ID, Gender, and Grade next to the student’s
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6.

name, check the Show Extended Information box. To also list the teacher aides
for the section on the scan sheet, check the box labeled Identify Teacher Aides.
To print the full name of the teacher instead of the abbreviated name (as entered in
the Staff screen), check the Print Teacher Full Name box. Select the Heading to
use for each day’s column from the list. The options are Blank, Date, or Meeting
Day Code. The Meeting Day Code is the code setup for rotating periods.

Execute
Attendance Sheet Creation
C Create & Print

| Attendance Sheet Creation | Cumulative Absences | Printing Options

Creation Options
¥ Combine sections based on staff and period

v Multiple sheets for sections that meet more than one period

’ Printing Options
v Print Cumulative Ahsences

7 Mark Mon Attendance Days
v Show Extended Information
W Identify Teacher Aides

7 Frint Teacher Full Mame

\meading to print above daysPate v )
Sheet Information
Scan Form Start Date
|Attendance 2 Wyeek 7~
| Filter Options \@J’

Attendance Sheet Creation Screen, Printing Options

If printing, the sheets can also be filtered by the teacher name. To set a filter,
expand the Filter Options section by clicking the arrow. Select the teacher’'s name
by clicking on the gray arrow next to the Staff Name field. To enter multiple
teachers, enter their ID numbers separated by commas in the Comma-Delimited
Sheet ID List field.

Filter Options (6]
Staff Mame 4« Comma delimeted sheet id list

Jackson, Kathy| |
Attendance Sheet Creation Screen, Filter Options

Enter the beginning date of the sheet in the Start Date box. The dates should be
entered in the format MM/DD/YY or may be selected by clicking the Calendar
button.

~ Caution: When selecting the date, be sure that no sheets have already
@ been printed for this date range. If sheets have been printed during this

date range, the existing sheets will become invalid and cannot be
scanned into Synergy SIS.

8. Next, click the Cumulative Absences tab. On the 2 week form there is a column

that displays the total number of absences for each student for the section. Select
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the Time Frame to be used in summarizing these absences. The options are
Current Date Range (to use the dates selected for the current sheet), Term to
Date or Year to Date. Also select the absence types to count in the total by either
selecting the Reason Types from the list or checking off the absence reasons. To
check all reasons or uncheck all reasons, use the 23 buttons. Clicking in the
empty box clears all checkboxes, where clicking in the box with the checkmark

checks all reasons.

Attendance Sheet Creation
& Create € Print

Attendance Sheet Creation | Cumulative Ahsgncgs| Printing Options

Absence Definition

Time Frame
Current Date |+

Reason Type 1 Reason Type 2 Reason Type 3 Feason Type 4
Unwerified * | |Excused ¥ | Unexcused v b

Ahsence Reasons e

™ Suspension [~ Bxc Tardy T wWaived T Uneverified
" Bussspend [ Unexcused [ Tarcy [T Activity

™ Counsfadmi T Other ™ Excused I liness

Attendance Sheet Creation Screen, Cumulative Absences Tab

If the sheets will be printed, click the Printing Options tab. To adjust the printing to
ensure the information lines up correctly with the pre-printed attendance sheets,
enter the Printer Offset values for the horizontal and vertical adjustments. To adjust
the sheet right, enter a positive number in the Horizontal box. To move it left, make
the number a negative. To adjust it up, enter a negative number in the Vertical box
and enter a positive number to shift the sheet downward. To print only the first page
so that the printing may be tested while adjustments are made, check the Print

First Page Only box.
Execute

Attendance Sheet Creation
& Create © Print

Attendance Sheet Creation = Cumulative Absences | Printing Optiunsl
Printer Offset (in inches)

Horizontal (+ right, - 1Eft)

ID.DDD

wertical (+ down, - up)
0.000

[~ Print First Page Only

TO ENSURE PROPER PRINTING READ THIS FIRST @

After clicking the Print button, be sure to set these values in the PDF reader
under Page Handling:

1. "Page Scale" should be set to "None"

2. "Auto-Rotate and Center® should be unchecked

Failure to have these values set properly may result in misaligned scan sheets.

Attendance Sheet Creation Screen, Printing Options tab

10. To create or print the sheets, click the Execute button.
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11. If the sheets are printed, a Message box opens showing the total students included
on the sheets. A separate window opens with the sheets themselves in a PDF file.
Click OK to close the Message box.

Message from webpage 5'

1107 - Process Complete!
% - Total Students: 28
- Tokal Time; 00:00:00, 4630468

Message Box

12. When printing the PDF File that is generated, be sure to change the Page Handling
settings before printing. Change the Page Scaling to None, and uncheck the Auto-
Rotate and Center box.

Print X
 Printer

Mame: IBrDthelMFC-S44DCN Printer j PFroperties |

Comments and Forms:

Status:  Fieady
Type: Brother MFC-3440CH Frinter IDcu:ument and Markups j

r— Print Flange r~ Preview: Composite

&~ Al E 85

" Current view —

= o

" Current page

 Pages I'I =

Subsat: I-"-\ll pages in range =l

[~ Reverse pages

~ Page Handling
Copies: |1 3: [T Collate 11

Page Scaling: I Hate ;‘“

[~ Choose Paper Source by POF page size

=

L Document: 8.5 17.01n
™ Frint color as black FPaper: 85 = 11.0in
1411 |
Prirting Tips Advanced Ok I Cancel |
PDF Print Options

Note: Once the attendance sheets have been created and filled in, they
are scanned back into the system using the RT Scanning software. For
information about installation and operation of the RT Scanning
software, see the chapter on scanning in the Synergy SIS — System
Administrator Guide.
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ATTENDANCE LETTERS

Setting up attendance letters consists of two steps. The first step is creating the letter in
Microsoft Word, and the second step is adding the letter to Synergy SIS and defining it as
an attendance letter.

To create the letter, start a new document in any version of Microsoft Word. Write the letter,
and then add the fields to be used when merging the letter with the information from the
attendance record. The field names need to be entered as Merge Fields, with the name of
the field in Synergy SIS as the merge field name. When entered, the merge fields will
appear in the following format:

«FieldName»
Common field names to use are Address, City, State, Zip, Parent_Name, Student_Name,

ABS (total number of absence days based on the All Day Code), PER1 (1* Period number),
and ABS1 (total absences for 1% period).

Juna 7, 2000

PAREMT MAME:

ADDRs

&CITY3, «BTATEr wZiFs

RE «ETUDENT_NAMEs

Dazr Farant:

The giandanca racards al owr schodl show fal YRE chid, «F =5T_".J"'\'.:E-G nas

Dean markad ansam om Ci3ss f more TEn 3 days. The REIAING shaws e
(ot Smsences by period
|

TOTAL ASJENCE S BY PERIDD

Pediod Pesliod Peslcd Pedliod Pesicd Pesliod Fediod Feslicd Pesiiod
oFER1s| LFERD: | FERZs | WFERLs | #FERSs | #FERES | #FERTs | #PERS: | LFERS

eAB31a| «AB32a | «ASS32 | aAES4s | «ABE5: | wABSEs | «ABETa | «AS83a | «ASE5:

[u]
We are concamad aboul e numbar of ciassToom Instucon days Tl your chid
& Missng.

Iam gure Tl you agres Tial here is 3 comelaton Detwean good Stendance and
3clsvEmant inschod. I you have any questions, pladse comtac! e counsaling
dapariman al 3551234,

Sincardly,

Rl WEsan
Assisianl Principal

Attendance Letter
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The complete list of fields that can be used in Attendance Letters is:

Field Name Description and Synergy SIS Location
SCHOOL_NAME Organization Name — Organization Screen

PRINCIPAL Principal Name — Organization Screen
SCHOOL_ADDRESS Organization Street Address — Organization Screen
SCHOOL_CITYSTZC Organization City, State, & Zip Code — Organization Screen
SCHOOL_PHONE Organization Phone Number — Organization Screen
PARENT_NAME Parent First & Last Name — Parent Screen

ADDR Home Address — Student Screen or Parent Screen

CITY Home City — Student Screen or Parent Screen

STATE Home State — Student Screen or Parent Screen

ZIP Home Zip Code — Student Screen or Parent Screen
STUDENT_NAME Student First & Last Name — Student Screen

SIS _NUMBER Perm Num — Student Screen

LAST_NAME Student Last Name — Student Screen

FIRST_NAME Student First Name — Student Screen

PRONOUN He or She, depending on Student Gender

BEGIN_DATE Begin Date — Attendance Letter Screen

END_DATE End Date — Attendance Letter Screen

PER1 Number for Period 1 (Period Attendance schools)

PER2 Number for Period 1 (Period Attendance schools)

PER3 Number for Period 1 (Period Attendance schools)

PER4 Number for Period 1 (Period Attendance schools))

PERS Number for Period 1 (Period Attendance schools)

PERG Number for Period 1 (Period Attendance schools)

PER7 Number for Period 1 (Period Attendance schools)

PERS Number for Period 1 (Period Attendance schools))

ABS Total absences by day using the All Day Code

ABS1 Total absences for Period 1 (Period Attendance schools)
ABS2 Total absences for Period 2 (Period Attendance schools)
ABS3 Total absences for Period 3 (Period Attendance schools)
ABS4 Total absences for Period 4 (Period Attendance schools)
ABS5 Total absences for Period 5 (Period Attendance schools)
ABS6 Total absences for Period 6 (Period Attendance schools)
ABS7 Total absences for Period 7 (Period Attendance schools)
ABS8 Total absences for Period 8 (Period Attendance schools)
GRD Grade Level — Student Screen

HomelLanguage-Code Home Language — Student Screen

In this instance, period 1 is the first period at the school not period #1. For example, if the
school’s period numbers start with 0, period 1 will be 0. For more information about merge

letters, see the Synergy SIS - System Administration Guide.
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To add the letter to Synergy SIS and define it as an attendance letter:
1. Go to Synergy SIS > System > Setup > Mail Merge Definition.

| .«) \C_l) .») | ;‘f;: | Find | || add | | Status: Find ‘ & 3y ﬁ@
Mail Merge Definition &

Name: Type: Default Language:

D ts |

.Name Type Default Language Report Name 4 Mail Merge Version
v “l[ v
Mail Merge Documents | Add | @
< [ Line gl gl | gl |
|Merge 2.0 Advanced Settings Q|

The Mail Merge Definition Screen

Click the Add button at the top of the screen.

Enter a Name for the attendance letter, generally the filter used for the letter such as
Absence Letter 3 for 3 or more absences.

Mail Merge Definition

P — N

Name Type Default Language Report Naf - Fil Merge Version
b4 b4 b4

Adding a Mail Merge Definition

In the Type list, click General.

Choose the Default Language to be used for the form. It can be set to any
language defined within Synergy SIS.

6. To set this letter as an attendance letter, the letter must be defined as the report
name. To select the report name, click the gray arrow next to Report Name.

Find | Close ‘ Select | Clear Selection ‘

Find: ReportDef

Find Criteria (%]
Mamespace

Mame Mumber

_ Search Results |

[ Find Result @]

Find Foreign Key screen

Note: The Mail Merge Definition screen defines the attendance letters
at the school level. To set a district level attendance letter, use the Mail
Merge District Definition screen.
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7. The Find: ReportDef screen appears. To find the attendance letter, enter “EXT” in
the Number field and click the Find button. A list of reports appears.

Find ’ Close ‘ Select | Clear Selection |

Find: ReportDef

Find Criteria

y

Mamespace

Mame

urnber

| et )

Search Results |
Find Result Q
] k1 2 Attendancelnfo Reparts Letter Extract EXTE01

K12 AZ Attendancelnfo. Reports JTED Attendance Exfract ExTa00

Searching for a Report

8. Select the Letter Extract (EXT801) by clicking on it in the list, and click the Select
button at the top of the screen. The name of the report now appears in the Report

Name field.
Mail Merge Definition
MName Type Default Language Report Mame 4
Ahsence Letter 4 General v | English v | |EXTBO1 - Letter Extract]

Completed Mail Merge Definition
9. In the Mail Merge Version list, click 1.0.

10. Click the Save button at the top of the screen.

Once the definition has been created, the letter created in the first step needs to be
attached to the definition. To attach the letter:

1. Click the Add button in the Mail Merge Documents section
Mail Merge Definition

Name: Absence Letter 1 Type General
D [
Name Twpe Default Language Report Name ¢

Absence Letter 1 General ~ English v |EXT801 - Letter Extract]

Mail Merge Documents

Defaut Language: English

[ ad @
x \
l English v ] 013/25/2005 0 32:00 Wilsom, Rob 4
l Spanish v |z 03/25/2006 08:33:00 Wilson, Rob
ul Greek v & 03/25/2006 08:32:00 wilsan, Rot+
ul Lantian v ] 03/25/2006 08:32:00 Wwilsan, Rot+
ul Mardarin ¥ ] 03/25/2006 08:32:00 ilsan, Rob +

Mail Merge Definition screen
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2. Select the document created by click the Browse button and clicking on it.

Attach document

Steps To Upload Image:

17 Click Browse and select the file you wish to upload
21 Click Upload

| Browse. .. |
Upload |

Uploading a Document

3. Once the document name appears in the box, click the Upload button.
Mail Merge Definition

hame: Absence Letter 1

Type: General Defaul Language: English
D [

hame Type Default Language Report Name 4

[Absence Letter 1 General v |English v |EXT801 - Letter Extract]

Mail Merge Documents Add =)
x |

[ English v ‘&Eﬂ 03/25/2008 05:32:00 Wilson, Rob 4=

[ Spanish b ‘@ 03/25/2008 D8:33:00 Wilson, Rob+4=

I Greek b ‘&ﬂ 03/25/2008 08:32:00 Wilson, Rob 4

[ Laatian v ‘&Eﬂ 03/25/2008 08:32:00 Wilson, Rob 4

[ Mandarin b ‘@ 03/25/2008 D8:32:00 YWilson, Rob+4=

Uploaded Document, Mail Merge Definition screen

A new line is added to the Mail Merge Documents grid, with an icon for the attached
document and the date and user name of the staff who added the document.

Select the language of the document from the Language list.

To track which version of the letter is currently in use, enter the Revision name or
number.

7. Click the Save button at the top of the screen.

Multiple documents can be attached to one definition, each in a different language. View
the existing attached document, click the Word icon in the Document column.

To delete a document, click the box in the X column and click the Save button. To delete
the entire definition:

1. Delete all attached documents.

2. Click the Delete button at the top of the screen.
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Chapter Five:
ATTENDANCE CODES

This chapter covers:
» District Attendance Codes
» School Attendance Codes
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DISTRICT ATTENDANCE CODES

The final step in the configuration of attendance is to define the attendance codes used at
the district and at the schools. These codes define what absences are reported to the state,
and what category is used for reporting. To set up the district attendance codes:

1. Go to Synergy SIS > Attendance > Setup > District Attendance Code.

District Attendance Code
School Year: 2010-2011

Reasons |

Attendance Scanning Options. Q
The Default Absence Type and Default Tardy Type drop downs are based on codes that have been marked as mandatory.
Attendance Scan Form Default Absence Type Default Tardy Type

- v v | —
Attendance Reasons k Add ("] >

be ' o e~ 2
< < < < < < <

District Attendance Code Screen

2. To add a code, click the Add button in the Attendance Reasons section. A new
line is added for the new attendance code.

District Attendance Code

School Year: 2010-2011

Reasons |

Attendance Scanning Options Q
The Default Absence Type and Default Tardy Type drop downs are based on codes that nave been marked a5 mandatory
Attendance Scan Form Default Absence Type Default Tardy Type

v v v

Attendance Reasons [ a0 ]@
x & e\ e\ %\ e| e\ $| $| e\ 2 2
c : ‘ = = m——

District Attendance Code Screen, Adding

3. Enter the following information for each code:

e Code — enter a code to be used as an abbreviation for the absence reason. It
should be descriptive of the reasons, such as UNV for Unverified.

¢ Title — enter the full description of the reason for the absence.

e Type — select the type of absence. The options are Unverified, Excused,
Unexcused, Excused Tardy, Unexcused Tardy, School Activity, Non-Enrollment,
or Positive. Positive means the student was NOT absent, and Non-Enroliment
indicates the student was not enrolled at the school or in the period for which
attendance is being taken. Unverified means the reason for the absence has
not been verified with the parents. Excused absences and tardies generally
indicate an event that was arranged in advance with the school or some
unavoidable event took place such as an illness. Unexcused absences or
tardies are generally events that occur with no warning such as the student
skipping a class or showing up late for no reason. A School Activity is an
authorized activity such as detention or a visit to the nurse. Unless an absence
is pre-arranged, generally all absences are marked as unverified until the
parents can be contacted to ascertain the reason for the absence. Once the
parents have been contacted, the true reason can be entered.

e Apportionment Type Override — If an attendance reason needs to be
classified as a type of reason that is contrary to how the reason needs to be
uploaded to the state for reporting purposes, this can be overridden by the
setting in the Apportionment Type Override. If the attendance reason should
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count as a positive type of attendance, select Towards Apportionment. If the
attendance reason is a type of absence for state reporting, select Against
Apportionment. For example, if a reason needs to be classified as an Excused
absence for a report but the state does not consider this an absence, select a
type of Excused, but set the Apportionment Type Override to Towards
Apportionment.

¢ Report to State — check this box if this absence should be reported to the state

o Default Dialer — check this box if absences of this type should be sent to the
automatic dialer for parent notification

o Default Letter — check this box if absences of this type should generate a letter

to be sent home to the parents

e Default Report — check this box if absences of this type should be listed in
attendance reports.

¢ Default TeacherVUE — check this box if this code can be used as an absence
reason in the TEACHERVUE software.

¢ Mandatory - if this code should be used at all schools in the district, check this
box.

¢ SIS Code - if converting data from another student information system, enter
the code used in the old system for this absence reason.

Click the Save button at the top of the screen to save the code.

At the top of the District Attendance Code screen, select the Default Absence Type

and the Default Tardy Type. These absence reasons are used unless another
reason is selected. Only codes that have been marked as mandatory can be set as
the default types.

District Attendance Code [«
School Year: 20102011
Reasons |

‘At\endam:e Scanning Options Q
‘The Default Absence Type and Default Tardy Type drop downs are based on codes that have been marked as mandatory.

Attendance Scan Form DEfaUIE ADSENCE Type Default Tardy Type

Attendance 2 Week | Urwerified + | Unexcused Tardy ¥

Attendance Reasons [ ad ]O
x > < %‘ %‘ %‘ %‘ %‘ %‘ %‘ %‘ S
I EX Excused Excused A v 3 r r [ [ 3 1

u ET Excuse: d Tardy Excused Tardy v - (] r r [} (] [ P

| FT Field Trip School Activity v V| r r r r 4 3

o FLU Flu Excuse d - v 1= r r r r = 4

I Fu Funeral Excused v v 3 r r [ [ 3 5

I ILL lliness Excused 2 E I - - [l Il v 5

o u Lice Excuse: d v v I r r r r I 7

District Attendance Code Screen, Completed

Select the default form to be used for attendance sheet scanning from the
Attendance Scan Form list. For more information about attendance scanning, see
the section on Attendance Scanning in Chapter Four of this guide.

Click the Save button at the top of the screen to save the selections.

To delete an attendance code, click the box in the X column in front of the code and click
the Save button at the top of the screen. A code may not be deleted if it is in use at a
school or has been used in any attendance records.
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SCHOOL ATTENDANCE CODES

For the codes that have not been made mandatory at the district level, each school may
select which attendance codes may be used at the school. All codes must be entered at the
district-level, but schools may select which of these codes can be used. To select the
school attendance codes:

1. Go to Synergy SIS > Attendance > Setup > School Attendance Code.

School Attendance Code &

Schonl Name: Hope High School School Vesr: 2010-2011

School Reasons
Attendance Scanning Options Q
Attendance Scan Farm Default Absence Type Default Tardy Type
v - v
School Reasans [¢]
[Code | | | | | | ]
K [ Ex  |Excused Excused v ] ] | (=]
| 2 14 ET  |Excused Tardy Excused Tare v r [m] [m] r
E [ FLU [Fiu Excused v ] ] [m] (=]
14 FU  |Funeral Excused v r [m] r r
e 4 L [iness Excused v r r r r
[ SUS  [Suspension Unexcused v r r r r
Il [ SIS |Suspension In School Unexcused | v [u] [u] ] [u]
F UNX  |Unexcused Unexcused v r [m] [m] r
e w UT  |Unexcused Tardy Unexcused T v [u] [u] ] [u]
| UNY |Unverified Unexcused v r r r r
: [ VA |Vacation Excused v [m] r [m] r
| 12 " FT  |Field Trip School Activil v r r r r
| 13 12 u Lice Excused v r r r r
[ 14 [ ME  Missed Bus Unexcused T v ] {m] ] {m]
1 5P |Sports School Activil ¥ r r r r

School Attendance Code Screen

2. Mandatory codes are highlighted in yellow and cannot be changed. To select which
codes can be used at the school, check the box Used in School in front of each

code.
School Attendance Code «
School Name: Hope High School  school Year: 2010-2011
School Reasons |
Attendance Scanning Options Q
Attendance Scan Form Default Absence Type Default Tardy Type
v v -

Schaal neTsuns ‘ | | ‘ ‘ | Q
[ ] [ EX |Excused Excused > r [m] r r
| 2 = ET  |Excused Tardy Excused Tare + r r r r
E 1z FLU |Flu Excused v r r r r
[ 4 P FU  |Funeral Excused v r [m] r r
| 5 1 ILL  |liness Excused ~ r r r r

F SUS  |Suspension Unexcused ¥ r r r r
= [ SIS |Suspension In School Unexcused v (m] [m] r r
e = UK |Unexcused Unexcused v r r r r
] F UT  |Unexcused Tardy Unexcused T r - - -
: " URY | Unverified Unexcused v r [m] r r
p— . T = Y Y
| 12 I3 FT  |Field Trip Schaol Activil ¥ r r r r
| 13 4 L Lice Excused v r r = r
| 14 =4 ME  |Missed Bus Unexcused T v r r r r

[ 5P o SPOTS School Activil v [ [} [ I

School Attendance Code Screen, Selecting Codes
3. For each code in use at the school, select the following:

¢ Include Dialer — check this box if absences of this type should be sent to the
automatic dialer for parent notification

¢ Include Letters — check this box if absences of this type should generate a
letter to be sent home to the parents

¢ Include Reports — check this box if absences of this type should be listed in
attendance reports.
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e Allowed in TeacherVUE — check this box if this code can be used as an
absence reason in the TEACHERVUE software.

4. At the top of the School Attendance Code screen, select the Default Absence Type
and the Default Tardy Type. These absence reasons are used unless another
reason is selected. Only codes that have been marked as mandatory can be set as
the default types.

School Attendance Code E
Schoal Name: Hope High School  School Year: 2010-2011
School A | R [
e ndanee Scanning Options 9
Attendance Scan Form Default Apsence Type Default Tardy Type
Attendance 2 Waek | \Unverified | \Unexcused T: b
[School Attendance Reasons €]
[Codo_| | [ | | [
| = EX  |Excused Excused v r r r r
e 4 ET  |Excused Tardy Excused Tarc ¥ r [m} r r
| 3 | FLU |Flu Excused v r r r r
= FU  |Funeral Excused v r r r r
e [ L [iness Excused v r 8] r r
6 = 5US5  |Suspension Unexcused  » r r r r
] = SIS |Suspension In Schoal Unexcused r m] m] m}
[ I UK [Unexcused Unexcused % r r r r
e I UT  |Unexcused Tardy Unexcused T & r r r r
[ 1o = Uy |Unverified Unexcused v r r r r
: = WA |Vacation Excused v r r r r
| 12 2 FT  |Field Trip School Activil ¥ r O O r
EE ~ Ll Lice Excused v r r r r
E] I ME  |Missed Bus Unexcused T+ r r r r
e SP |Sports School Activil |+ r r r r

School Attendance Code Screen, Attendance Scanning Options

5. Select the default form to be used for attendance sheet scanning from the
Attendance Scan Form list. For more information about attendance scanning, see
the section on Attendance Scanning in Chapter Four of this guide.

6. Click the Save button at the top of the screen to save the selections.
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Chapter Six:
SECURITY

This chapter covers:
» Where security for attendance-related screens is defined
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Security for each of the screens discussed throughout this manual is defined in Synergy
SIS > System > Security > PAD Security and Synergy SIS > System > Security >
Security Definition. How each of these screens work and how security is defined is
covered in detail in the Synergy SIS— Security Administrator Guide. This chapter outlines
where the security for each part of each attendance-related screen may be defined in the
Security Definition screen.

ATTENDANCE LETTER SECURITY

Synergy SIS > Attendance > Attendance Letter has two tabs that may be secured. Part
of the Attendance Letters tab can be secured using this security node:

K12.Attendancelnfo.Setup.SchoolAttLetterOpt

This option controls all lists on the tab. It does not affect the check boxes or the Cutoff
Values grid.

Attendance Letter [«

Letter Name: Absence  schosl Narme: Hope High School - School Year: 2010-2011

Attendance Letters |_Additional Options
Letter Name

Cutoff Values w0
=
=]

Py Py
x < <

= 3 Absence Letter 1 v Word Doc v
I 6 Absence Letter 2 v Word Doc v
I 3 Absence Letter 3 v Word Doc v
Date Range Q| Grade Range Q|[Extras Q

EBe0in End Begin End Totaling Method Sorting Method! [~ Showinacive |~ Clear Curent
o8/232010 [P osro11 [ v v Total by bell periods ¥ v Students Thresholds

Addressee Info Q|| Parent Options. Q|
Send ToMethod  Use Student Adaress If Parent Address Is Blank Lives With Has Custady Ed Rights Contact Allowed Mallings Alowed
Parent(s) v r = = -

Absenc

asons to Include [€
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Unveiified | Unexcused | Excused v v

[Rbsence Reasons o)
I Suspension ™ Exc Tardy ™ Walved I~ Unverified I” Bussspend I” Unexcused

I™ Tardy I Activty I~ Counsfadmi ™ Other ™ Excused [ liness
[Cefter Reason Flags o)

I Incl Dialer I~ Incl Letter I Inc| Reports [~ Report Ta State

Additional Reports to Execute

[Reror Letom

’7'_ Period Attendance Profile ™ Daily Attendance Profile
I~ Show Period Attendance Profile Detail

[ | '] || I— E— |

Mail Merge Options Q)
I” Show Letter Extract Log

Attendance Letter Screen

The Cutoff Values section is controlled by the node:
K12.Attendancelnfo.Setup.SchoolAttLetterOptThresh

The second tab of the Attendance Letter screen, Additional Options, is not controlled by
any security node.
The following security nodes do not provide a visible change in security on the screens:

e K12.Attendancelnfo.Setup.SchoolAttendLetterUl

o K12.Attendancelnfo.Setup.StuAttLetterHist

o K12.Attendancelnfo.Setup.StudentAttendLetters

o K12.Attendancelnfo.Setup.AttendExtractFields

e K12.Attendancelnfo.Setup.CreateExtract

o K12.Attendancelnfo.Setup.SchoolAttLetterOptExtOpt
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ATTENDANCE VERIFICATION SECURITY

Synergy SIS > Attendance > Attendance Verification can be secured using:

K12.Attendancelnfo.AttendanceVerificationListGrid

Attendance Verification

School Name: Hope High School  School vear: 20102011

A o
Date

1271572010 [ Fer

If Rows To Show is blank then the maximum number of rows will be 100
Rows To Show

99

[Fiters 9l

Attendance Verification List @

’1 Student Name W Date SIS Number ’E All Day ’—’—’—’—Ee,w’—ﬁ,—ﬁl—?’—al—g

’71 Abbott, Billy C 127192010 905483 Exc N/S NS NS NS
Attendance Verification Screen

The following security nodes do not provide a visible change in security on the screens:
¢ K12.Attendancelnfo.AttendanceHelper
o K12.Attendancelnfo.AttendanceVerificationListUI

¢ K12.Attendancelnfo.AttendanceVerificationList

CLASS DAILY ATTENDANCE SECURITY

Synergy SIS > Attendance > Class Daily Attendance is not controlled by any security
node.

Class Daily Attendance

Section D 1077 Course Tile: Am Govt

| Class Daily Attendance |

Section D Course IO Course Title Staff Name Foom Mame Track

1077 5851 | |Am Govt | |Jackson, Kathy| 216 | v
Begin walid Date QangebeSDQDWD End “alid Date Range|0s/03/2011

< Previous Day | Mext Day > |

Go To Date | G0 To Current Date

Class Attendance

@
Wed, Dec 15 2010
Line |Student Name
Reason 1

Abbott, Billy C. Uriv
'?' Addlngton Paula h.
oleman, Jose L.
oaley, Carolyn A.

rum, Richard J.

=) Devisme, Roger L.

=) Dianics, Buth T

(17 Gilkert, Tina K.

Class Daily Attendance Screen

The following security node does not provide a visible change in security on the screens:

o K12.Attendancelnfo.ClassDailyAttendanceUl
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CLASS PERIOD ATTENDANCE SECURITY

Synergy SIS > Attendance > Class Period Attendance can be secured using this
security node:

K12.Attendancelnfo.ClassPeriodAttendanceGrid

Class Period Attendance

Section ID: 1077 course Title: Am Gowt  School Attendance Taken: By Section

. Class Period A | | Tatals
Section ID Course 1D Course Title Staff Name Room Mame Term Code  Track Beg Per End Per
[io77 |ss51 | [am Govt | |Jackson, Kathy] (216 | =2 v v~

Begin alid Date Range|12/21,2010 End alid Date Range|06/03/2011
1212010 [P Go To Date ‘ Go To Current Date | @ FicHmSEmy ‘ Hext Day > ‘

Class Period Attendance [~

Fri, Jan 7 2011 (Tu)
dent Name
ReasonCode

| Abbott, Bilty C Urw
2 Addington, Paula .

5 Crum, William B
Decker, Lor

Devisme, Roger L
<) Dianics, Ruth T
([0} Gilbert, Tina kK

(Hl| Grant, Timothy M

Class Period Attendance Screen

The following security node does not provide a visible change in security on the screens:
o K12.Attendancelnfo.ClassPeriodAttendanceUl

COURSE ATTENDANCE SECURITY

Synergy SIS > Attendance > Course Attendance is controlled by the security node:

K12.Attendancelnfo.CrsAttSectionGrid

3]

Course Attendance
Student Name: Abbett, Billy C.  School: Hope High School  Status: Active  Homeroom: 231

_ Course Attendance By Section |
Last Mame First Name Middle Mame  Suffix ~ Perm ID Grade

[Abhott [Bilty fc [s05483 12 v

Course Terms

Courses Show Detail | Q)
[ Line[Period Course Title SectionlD  |Enter Date Leave Date Term Code
[0 Am Govt (0077) Am Govt 0077 08/31/2010 31
20 Am Govt (1077) Am Govt 1077 0&/31/2010 52
5 1 Beg Jewelry (0106) Beqg Jewelry 0106 08/31/2010 51
1 PrinEng I (1116) Prin Eng Il 1116 0&/31/2010 52

5 2 Intermedliate Acting (0258) Intermediate Acting 0288 08/31/2010 YR

’_h 3 Weight Trn Boys (0963) Weight Trn Boys 0963 08/31/2010 51

[l 3  weight Trn Boys (1963) Welght Trn Boys 1963 O&31/2010  |03/31/2011 52

’_ 3 Weight Trn Boys (1933) Weight Trn Boys 1933 04/01/2011 52
=4 Eng (brity Lit (0426) Eng (brit) Lit 0426 0&/31/2010 31
4 Prin&prac Econ (14345) Prin&prac Econ 1435 08/31/2010 52
15 - Rt 5th Per (1875) Rt 5th Per 1875 08/31/2010 52
6 Rt 6th Per (1876) Rt 6th Per 1876 08/31/2010 52
[ 6 - Biology (0726) Binlogy 0726 0&/31/2010 51

Course Attendance Screen
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The detail screen of Course Attendance is controlled by the security node:

K12.Attendancelnfo.CrsAttendanceGrid

Course Attendance

Student Name: Abbott, Billy C. =chool Hope High School  Staius: Active  Homeroom: 231

_ Course A | By Section |
Last Mame First Name Middle Mame  Suffic  Perm D Grade
Abbott |Billy C | |a05483 12 v
Course Terms v
Courses | Hide Detail |
| Section ID: 1077 Course Title: Am Gowt  Erter Date: 0902/2008 Leave Date:  Term Code: S2-Semester 2
0 Am Govt (0077)
‘ 0. Am GOvE (1077) Student Attendance Calendar | Totals
1 Beg Jewelry (0106) Begin Section Date Range End Section Date Range
1:Prin Eng I1{1116) 1262372008 IUE!US!’ZEIUB
2 ¢ Intermediate Acting (0288) 05/07/2009 Go To Date ‘ Go To Current Date | << Previous ‘ Mest 3 ‘
3 Weight Trn Boys (0983)
3 Welght Trn Boys (1963) ttendance
3 Welght Trn Boys (18333 \ | | | |
I < - Eng (bri Lit (0426) | Day [ [ Day [ | B [ Day | [ bay [
4 Prin&prac Econ (1435] Apr-2003 27 28 29 30
5 ' Rt 5th Per (1875) May-2009 l Wy
B . Rt 8th Per (1878) =l
— 4 5 Td 6 Td 7 g
& . Biology (0726) — f ¥
o 1" 12 il 13 n 14 13
18 19 20 21 22
t 25 25 2 28 Lt 29 u)

Course Attendance Screen, Detailed

The following security nodes do not provide a visible change in security on the screens:
e K12.Attendancelnfo.CourseStudentAttendanceUl
o K12.Attendancelnfo.CrsAttCrsDetailUl
o K12.Attendancelnfo.CourseAttendanceUl
o K12.Attendancelnfo.CrsAttCourseGrid
o K12.Attendancelnfo.CrsAttCrsDetailGrid
o K12.Attendancelnfo.CrsAttDetailView
o K12.Attendancelnfo.CrsAttendanceReasonTot

o K12.Attendancelnfo.CrsAttendanceTypeTot
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DAILY ATTENDANCE SECURITY

Synergy SIS > Attendance > Daily Attendance does not have a security node for the

Calendar tab, the Days of Activity tab, the Totals tab, or the Daily Entry tab.

Daily Attendance [

Student Mame: Abbott, Billy €. School Hope High School  Status: Active  Homeroam: 23

Calendar | Days of Activity  Totals | History  Daily Entry  Attendance Letters
Last Name First Mame Middle Mame  Suffix ~ Perm D Grade Gender  Track
[Abbott [Billy Jc | Jans4a3 |12 v Male v | v

Shaw Full vear Date Ga To Date | << Previous Month

Daily Attendance Calendar

Monday Tuesday Wednesday Thursday Friday

Next Month =3

Line |Month Year
Day Reas 1 Day Reas 1 Day Reas 1 Day Reas 1 Day Reas 1

I|Dec-2010 3 7 El ] 10
2 13 14 15 Unv 16 17
20 Huol 21 Huol 22 Haol 23 Haol 24 Hol
27 Haol 28 Haol 29 Haol 30 Haol 31 Hol
| Jan-2011 3 4 Act 5 Act B 7 Unv
7 10 1 12 13 14
17 18 15 20 21
3 24 25 26 27 28
10 a1 11}
(| Feb-2011 1 2 3 4

Daily Attendance Scrt;en, Calendar Tab

The History tab is controlled by this security node:

K12.Attendancelnfo.DailyAttendanceHistory

Daily Attendance

Student Name: Abkott, Billy C. Schoo: Hope High School  Status: Active  Homeroom: 231

Calendar | Days of Activity  Totals Hislnryl Daily Entry  Aftendance Letters

Last Name First Mame Middle Name  Suffix  Perm D Grade Gender  Track
[Abbott [Billy lc [ [on5483 [12 v |Male v | ~
Range Start Range End Reason Type Reason Type Reason Type
| vll v H vl Filter Clear all |
Absence 1 Totals Ahsence 2 Totals
[21.00 jo.o0
Attendance History Show Detail | (Y
Line |Date Reason 1 Arrival Depart Attendance Mote
1|029/10/2010 liness
liness
liness
0/04/2010 liness
2/15/2010 Unwerified
1/04/2011 Activity
1/05/2011 Activity
1072011 Unwverified
(810143172011 liness
L0220
12 Unwerified

Daily Attendance Screen, History Tab
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The detail screen of the History tab is controlled by this security node:

K12.Attendancelnfo.DailyAttendanceHistoryDetail

Daily Attendance

Student Name: Abbott, Billy €. School Hope High School  Status: Active  Homeroom: 231

Calendar  Days of Activity  Totals Hislu[yl Diaily Entry | Attendance Letters
Last Mame First Mame Middle Mame  Suffix Perm ID Grade Gender  Track
[Abbott [Billy Jc | |a05283 12 v Male v v
Range Start Range End Reason Type Reason Type Reason Type
v v v | Fiter | Clear
Absence 1 Totals Ahsence 2 Totals
[21.00 .00

Attendance History Hide Detail | @

Date: 09/10/2010

I n9v10/2010
019/30/2010 History Detail |
10/01/2010 Reason 1 Abs Amt

10/04/2010 liness ~ [1.00
1215/2010 Reason 2 Abs Amt
01/04/2011 5

01/05/2011
01/07/2011
01/26/2011 I

0143172011 Attendance Mote B @

02/02/2011 ;l
02/28/2011
03/28/2011
05/20/2011 -]
03/30/2011

Artival Depart

Daily Attendance Screen, History Tab, Detailed Screen

The Attendance Letters tab is controlled by this security node:

K12.Attendancelnfo.AttLetterHistGrid

Daily Attendance G
Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231
Calendar  Days of Activity | Totals | History | Daily Entry | Attend Letters |
Last Name First Mame Middle Name  Suffic Perm D Grade Gender Track
Abbott |Billy Ic 905483 12 v Male v

Afttendance Letter Name

Absence ¥ | Filter

History @
x | [ |
I 2 12182010 Absence
I 1 1142272010 Absence

Daily Attendance Screen, Attendance Letters Tab

The following security nodes do not provide a visible change in security on the screens:

K12.Attendancelnfo.DailyAttendanceActivityUl
K12.Attendancelnfo.DailyAttendanceDetailUl
K12.Attendancelnfo.StudentDailyAttendanceUl
K12.Attendancelnfo.DailyAttendanceTotals
K12.Attendancelnfo.StudentDailyAttendance
K12.Attendancelnfo.StudentDailyAttendanceHold
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MASS CHANGE ATTENDANCE SECURITY

Synergy SIS > Attendance > Mass Change Attendance has two tabs that may be
secured. The Mass Attendance Change tab can be secured using this security node:

K12.Attendancelnfo.MassAttendance

Mass Change Attendance G

School Name: Hepe High Scheol School Year: 2010-2011

Mass Attend Change | Student Filter Criteria
Student Filter Criteria is required

Select Type Of Attendance

Q
" Daily * Period
Type of Change Q)
" Change All Day Code ™ Change Period Attendance
Period Reason Conditions (o]

Change Reason Codes
From| ~|To

Apply Changes Faor Dates
v Fromizagoo B Toizaesomn [

Apply Changes For Periods
Fromp  »|Tog

[~ Change The All Day Cade

Mass Change Attendance Screen
This security node also controls the Group section of the Student Filter Criteria tab.

The rest of the Student Filter Criteria tab is controlled by three separate security nodes,
one for each section. The sections and security nodes are:

e Section — K12.Attendancelnfo.MassAttendSectGrid
e Teacher — K12.Attendancelnfo.MassAttendTeacherGrid
e Students — K12.Attendancelnfo.MassAttendStudentGrid

Mass Change Attendance &

School Name: Hepe High School  School Year: 2010-2011

tass Attendance Change  Student Filter Criteria |
By selecting filter criteria, if & student meets any of these conditions then the student will be evaluated.

Select Students By Q)
Group Grade o)
3 Cosror 11z

Section , Chooser | @
% | | \
I | 1077 Arn Gowt Jackson, Kathy
Teacher Chooser | @
s \
I Jackson, Kathy

( Students, ‘ Chooser |O

: \ | [ \

1 Abnott, Billy C 905483 Male 12

Mass Change Attendance Screen, Student Filter Criteria Tab

The following security nodes do not provide a visible change in security on the screens:
o K12.Attendancelnfo.MassAttendanceUl

¢ K12.Attendancelnfo.MassAttendGroupGrid
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PERIOD ATTENDANCE SECURITY

Synergy SIS > Attendance > Period Attendance has several tabs. The Calendar tab is
controlled by the following security node:

K12.Attendancelnfo.PeriodAttendanceGrid

Period Attendance [

Student Mame: Abbott, Billy C. School Hope High School  Ststus: Active  Homeroom: 231

Calendar | _Davs of Activity | Totals  History | Aitendance Letters

Last Name First Name Middle Mame  Suffix  Perm ID Grade Gender  Track
[Abbott [Billy Ic [0483 12 v Male v v
032142011 GoToDate | GoToCunentDate | Previous 10Days | Next 10 Days Days To Showfio
Quick Entry - Single Q
Date Reason Owerride All Reasons Update Attendance
R | r
Quick Entry - Range Q
Date Beqin Date End Period Begin ~ Period End Reasan Override All Reasons Do Naot Update All Day Code
1211672010 A ~|[ ~|[ ~ r r
Update Attendance Range
Period Attendance Calendar @

Bell Period
All Day Code

1 Mar 15,9011 Tuesday Act Ac | Ad | Act At | Act | Ad At | WS | NS | WS
7 16 Wednesday Il IREEEEEE
17 Thursday NS NS | S
4 18 Friday NS NS | S
Bl 19 Saturday YE] NS | WS | ws | WS | NS | WS | WS | WS | WS | WS
[ 20 (M Sunday & ws | ws | ws | ws | NS | WS | WS | WS | WS | WS
7 21 Monday WS | NS | s
22 Tuesda WS | NS | s
El 23 Wednesda WS | NS | s

10 24 Thursda EEE

Period Attendance Screen, Calendar Tab

If a day of the week is clicked in the Period Attendance Calendar, the Period Attendance
Detail screen appears. To control the Period Attendance Notes section, the following
security node is used:

K12.Attendancelnfo.PeriodAttendanceDetailNoteGrid

Period Attendance Detail &

Name: Abbott, Billy C. Date: 03152011
| Attend, Detail |
Attendance Reasons Q|
Reason 1
Act-Activity b
Attendance Minutes Q|
Artival Time Departure Time Total Minutes Attended
Attendance Note (&
Note [$7 @

B

hd |
Period Attendance Calendar

0
o 0 B
Mar 15 2011 TUESHA t Toad ct ct ct i ct /5 [\/5 /S

Period Attendance Detail Screen
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The Days of Activity tab of the Period Attendance screen is controlled by this security
node:

K12.Attendancelnfo.PeriodAttendanceActivityGrid

Period Attendance

Student Name: Abbott, Billy €. School Hope High School  Status: Active  Homeroom: 231

Calendar Days of Activi Totals  History = Attendance Letters

Last Mame irst Name Micidle Name  Suffix Perm 1D Grade Gender Track
[Abbott [Billy Jc | [o05483 J12 v |Male  ~ ] v
Days of Activity Add (& ]

[ ©belPeried
Date All Day Code ’Tﬁﬁﬁﬁﬁﬁﬁﬁﬁ

] 1 I s | ows | s
I 05/27/2011 Act Act Act Act Act ] (] /S

I 3 | 052672011 Act Act Act Act Act Act NS MNfS NS

| | ozs2011 E NSNS | NS

u 1 | 04/08/2011 Oth Oth Oth Oth Oth Oth Oth Oth NS /S NS
u 04/07/2011 Qth Oth Qth Oth Oth IS WIS NS

[ 04/06/2011 Oth Oth /S NS NS

I 04/05/2011 Oth Oth Oth Oth M/S NS W/S

u | 040472011 Oth Oth Oth Oth Oth Oth Oth Oth NS /S NS
I | 03/31/2011 COth COth Oth Oth MiS MN/S NS
T Oth Uny Oth oth | Oth Une | Unx NS WS /S

F | oseemn Oth Oth | Ot | O NS | NS | NS
CIE| oazmaon Oth Oth Oth | Oth NS WIS /S

Period Attendance Screen, Days of Activity Tab

On the History tab of the Period Attendance screen, the filter section is controlled by the
following security node:

K12.Attendancelnfo.PeriodAttendanceHistory
The Period Attendance History section of the tab is controlled by this security node:
K12.Attendancelnfo.PeriodHistoryGrid

Period Attendance

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

Calendar | Days of Activity | Totals Histuryl Attendance Letters
Last Mame First Mame Middle Mame  Suffic  Perm D Grade Gender  Track
Abbott [Eilly Ic | Ja054a3 112 v |Male v | v

ange start Range End Reason Type Reason Type Reason Type
= | || || v Fer| cear i |
ST T A T )

05/30/2011 [N

05/27/2011 Act ACt] Act| Act| Act| Act| Act| Act
05/26/2011 Act ACt| Act| Act| Act| Act| Act| Act
05/28/2011 E

04/08/2011 Oth Oth| Oth| Oth| Oth| Oth| Oth| Oth
04/07/2011 Oth Oth| Oth| Oth| Oth| Oth| Oth) Oth
04/08/2011 Oth Oth| Oth| Oth
04/05/2011 Oth Oth Oth| Oth) Oth

eriod Attendance Screen, History Tab
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On the Totals tab of the Period Attendance screen, the Period Attendance Reason
Totals section is controlled by this security node:

K12.Attendancelnfo.PeriodAttReasonTotals

The Period Attendance Type Totals section is controlled by this security node:

K12.Attendancelnfo.PeriodAttTypeTotals

Period Attendance [

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Homeroom: 231

Calendar | Days of Activity | Totals |_History | Attendance Letters

Last Mame First Name Middle Mame  Suffix Perm ID Grade Gender Track

[abbott [Billy fc Jp05483 12 v Male v v

Range Start Range End Reason Type Reason Type Reason Type Hide Empty Rows

\ &l B [ [ | ~ Fier | Clear al

Total Days Enrolled To Date

Bell Period
4

5 [ & (7[5

]

1 1
10 13 12 12 10 9
1

22 fw 17 w 18 LJ 14
Period Attendance Screen, Totals Tab

The following security nodes do not provide a visible change in security on the screens:

K12.Attendancelnfo.PeriodAttendanceUl
K12.Attendancelnfo.StudentAttendanceDetailUl
K12.Attendancelnfo.PrdAttLetterHistGrid
K12.Attendancelnfo.StudentAttendancePeriod
K12.Attendancelnfo.StudentAttendancePeriodHold
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ATTENDANCE SHEET CREATION SECURITY

Synergy SIS > Attendance > Scanning > Attendance Sheet Creation is not controlled by
any security node.

Attendance Sheet Creation @

O Create © Print

_ Attendance Sheet Creation | Cumulative Absences  Printing Options

Creation Options (6]

[~ Combine sections based on staff and period

[~ Multiple sheets for sections that meet more than one period

Sheet Information &

Scan Form Start Date Track

| o

Attendance Sheet Creation Screen

The following security nodes do not provide a visible change in security on the screens:

K12.Attendancelnfo.Scanning.AttendanceSheetCreationUlI
K12.Attendancelnfo.Scanning.AttendanceScanningUI
K12.Attendancelnfo.Scanning.AttendanceScanning
K12.Attendancelnfo.Scanning.AttendanceScanningHold

K12.Attendancelnfo.Scanning.AttendanceSheetCreation
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BELL SCHEDULE DEFINITION SECURITY

Synergy SIS > Attendance > Setup > Bell Schedule Definition (which is also Synergy
SIS > Schedule > Setup > Bell Schedule Definition) is controlled by these security
nodes:

o K12.Schedulelnfo.SchoolYearBellSched controls adding and deleting definitions,
and the Code and Bell Schedule Name fields.

o K12.Schedulelnfo.BellScheduleGrid controls the Bell Schedule Definition grid

Bell Schedule Definition
Code: DBS Bell Schedule Name: Default Bell Schedule  School: Hope High School  Schoal Year: 2010-2011
Bell Schedule |
Code Eell Schedule Name
DBS IDefauH Bell Schedule
Bell Schedule Creation Assistant Q|
Mate: This will generate & bell schedule for all periods based on your input. After you build the
bell schedule, you can edit the schedule in the Bell Schedule Definition group box.
Start tirme of first period
Tatal minutes per period
Passing time in-hetween periods
Create Bell Schedule
Bell Schedule Definition @]
F 4 1 5:00 AN 8:55 AN 0:25 |5
F 4 2 9:00 AM 9:55 AM 0:85 |5
F 4 3 10:00 AM 10:55 AM 0:85 |5
F 4 4 11:00 AM 11:55 AM 0:85 |5
F s 3 12:00 PM 12:55 PM 0:85 |5
i G 1:00 PM 1:55 PM 0:85 |5
i 7 2:00 PM 2:55 PM 055 |5
i g 3:00 PM 3:558 PM 0:55

Bell Schedule Definition Screen

The following security nodes do not provide a visible change in security on the screens:
e K12.Schedulelnfo.BellScheduleUl
e K12.Schedulelnfo.SchoolYearBellSchedPer
¢ K12.Attendancelnfo.Setup.SchoolYearBellSchedule
o K12.Attendancelnfo.Setup.SchoolYearBellSchedulePer
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DISTRICT ATTENDANCE CODE SECURITY

On Synergy SIS > Attendance >Setup > District Attendance Code, the Attendance
Scanning Options section is controlled by this security node:

K12.Attendancelnfo.Setup.AttendanceReasons

Note: This security node also controls the entire School Attendance Code screen.

District Attendance Code

School Year: 2010-2011

Attendance Scanning Optiung Q@
The & and Default Tardy Type drop downs are based on codes that have been marked as mandatary
Aftendance Scan Farm Default Absence Type Default Tardy Type

Bl Jl o

Attendance Reasuns

= Rey mn
Line| Cod T nppurlmnmenl ‘ Default Default Default Default Mandat SIS Cou
| [P (S e Type Override Sla(e Dialer Letter Repnrl Teachervug ~ Manda oy — ot

I ’_I Nee Ace N School Activity - - = 7 N
I ’_3 Act Activity School Activity - w r r [m] (] I~ [l v
u ’7:' Ale Alt Lm Ct Schoal Activity ~ - - Il - r v 73 L
D Al | Appeal Schoal Activity v vl = [a] - r = ol i
u ’_: App Appealed Schoal Activity - - Ird r r [l - r B
CIE 5 Bus Bus Susp Excused I 5 It r (] v = - 5
I ’7 Bsp Bussspend Excused v Z ~ r [l [l Il r 5
I ’_ Adm Counsfadmi School Activity A v r m r - r (] c
u ’_' Cou Coungeling School Activity v v [l r r r r r o

District Attendance Code Screen
The Attendance Reasons section is controlled by this security node:

K12.Attendancelnfo.Setup.DistrictAttendanceReasons
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DISTRICT CALENDAR SECURITY

On the District Calendar screen, the entire calendar is controlled by this security node:
K12.Attendancelnfo.Setup.YearDistrictCalendar
The security node K12.Attendancelnfo.Setup.YearCreateCalendar controls the creation

of a calendar. The security node K12.Attendancelnfo.Setup.AttendanceCalendarOpt
controls the selection of the days of the week.

District Calendar

School Year: 2010-2011  Calendar Type: Regular

. District Calendarl Report Periods | Advanced Options

District Calendar Type Options (9| | District Calendar Options @
Calendar Type Sun Maon Tue Wed Thu Fri Sat
Reqular A v W W v ¥
Create Calendar
Calendar
|' [~ [~ [+ [~ [~ [~
Aug - Hl
3010 30 31
Sep -
5010 1 2 3 4
@ 53 T 8 9 10 ih!
12 13 14 18 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30
Oct -
2010 ! 2
4 2 33 T
10 11 12 13 14 15 16

District Calendar Screen

When a change is made to the district calendar after a school calendar has been created,
the Attendance Calendar Update screen opens to prompt whether the district calendar
changes should be propagated to the school calendars. This screen is controlled by the
node:

K12.Attendancelnfo.Setup.AttendanceCalendarUpdateGrid

Attendance Calendar Update

Changes Made |

School calendar records already exist in the system. Please select the changes you would like
pushed out to all schools, or select Close Window to not make any updates to school records.

Modifications ]

i 09/06/2010 Hol
Attendance Calendar Update Screen
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The Report Periods tab of the District Calendar screen is controlled by the following
security node:

K12.Attendancelnfo.Setup.DistrictReportingPeriod

District Calendar («

School Year: 2010-2011  Calendar Type: Regular

District Calendar  Report PE[iudsl Advanced Options

District Report Periods

. . Default Dates
Line Order < Name < -
Start = End =

Period 1 08/30/2010 09/25/2010

Period 2 0942712010 10/22/2010

Periad 3 10/25/2010 1141572010

Period 4 1142202010 1201772010
District Calendar Screen, Report Periods Tab

The Advanced Options tab of the District Calendar screen is controlled by the following
security node:

K12.Attendancelnfo.Setup.AttendanceCalendarWeek

District Calendar (e«

School Year: 2010-2011  Calendar Type: Regular

District Calendar ~ Repart Periods  Advanced Options |

Add

Line Week Date Week Type Exclude from State Reports
122772010 Winter Break v

District Calendar Screen, Advanced Options Tab

Special Week Setup

The following security nodes do not provide a visible change in security on the screens:
¢ K12.Attendancelnfo.Setup.AttendanceCalendarUpdate
o K12.Attendancelnfo.Setup.AttendanceCalendar
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PERIOD ROTATION DEFINITION SECURITY

The Rotation Days tab of Synergy SIS > Attendance > Setup > Period Rotation
Definition (which is also Synergy SIS > Schedule > Setup > Period Rotation Definition)
is controlled by the security node:

K12.Schedulelnfo.RotationDefinitionGrid

Period Rotation Definition («

School: Hope High Scheool  School Year: 2010-2011

Rotation Days | Rotation Periods

MNumber of Days in Cycle'a_ Restore Defaults

Rotation Definition (@]

A | hd-Monday v ‘ Day A |

[ 2 B Tu-Tuesday v Day B
[ 3 [ W-Wvednesday » Day C
: D Th-Thursday v Day D

Period Rotation Definition Screen, Rotation Days Tab

The Rotation Periods tab is controlled by the security node:

K12.Schedulelnfo.RotationPeriodDefinitionGrid

Period Rotation Definition [«

School: Hope High Schoel  Schoal Year: 2010-2011

Rotation Days  Rotation Periods |

Set Rokating Default ‘ Set Non-Rotating Def ault

Period Definition @

‘r ‘r v v ‘

NI
NI
R FT) P PR P

= R Y S ) )
[=R =) N S IR [ Y

8 8 8

Period Rotation Definition Screen, Rotation Periods Tab

The following security nodes do not provide a visible change in security on the screens:

K12.Schedulelnfo.RotationDefinitionUlI
K12.Attendancelnfo.Setup.SchoolYearRotationCycle
K12.Attendancelnfo.Setup.SchoolYearRotationCyclePer
K12.Schedulelnfo.SchoolYearRotCycle
K12.Schedulelnfo.SchoolYearRotCyclePer
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SCHOOL ATTENDANCE CODE SECURITY

The entire School Attendance Code screen is controlled by this security node:
K12.Attendancelnfo.Setup.AttendanceReasons

Note: This security node also controls the Attendance Scanning Options section of
the District Attendance Code screen.

School Attendance Code

School Name: Hope High School  Schoo! ear: 20102011

School Attendance Reasons |

Attendance Scanning Options =]
[Attendance Sean Form  Default Absence Type Default Tardy Type
v v v
ce Reasons [€]
EXC |Excused Excused v
ETD |Excused Tardy | [Excused Tarc v
UNX |Unexcused Unexcuse 4 v
UTD |Unexcused Tardy |[Unexcused T v
UNY [Unverifiet Unverified  ~

School Attendan:

4

ILL  [liness Excused v
ACT |School Activity School Activl ¥

School Attendance Code Screen

anjaj=E|aE
imiimiinjinlin]is]js]
imiimiinjimlin}is]jn]
imiimiinjinlin]is]js]
imiimiinjinlin}is]jn]

The following security node does not provide a visible change in security on the screens:

o K12.Attendancelnfo.Setup.SchoolAttendanceReasons

SCHOOL ATTENDANCE OPTIONS SECURITY

On the School Attendance Options screen, the only section that is associated with a
security node is the Grade Attendance Type Definition grid. This grid is controlled by this

security node:

K12.Attendancelnfo.Setup.AttendOptionsGrid

School Attendance Options [«
Attendance Opliunsl
Daily Options (| Period Attendance Options Q)
Altendance Type Use Absence Amaount (Al Day Code Calculation Mumber of Days in Schedule Cycle

v I Wanually ~
Begin Times Q|
A P
——

Y

Grade A (| Type Definiti m
\

o2
10
1
12
12+

L1 )% )08 (L%

G

Other Attendance Options Q|

Attendance Dialer
v

School Attendance Options Screen

The following security node does not provide a visible change in security on the screens:

o K12.Attendancelnfo.Setup.AttendOptionsUI
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SCHOOL CALENDAR SECURITY

For the School Calendar screen, no one security node controls the entire screen. The
node K12.Attendancelnfo.Setup.YearCreateRotationCalendar controls the Customize
the Rotation default by date and type button.

School Calendar

School Name: Hope High School School vear:

2010-2011  Calendar Type: Regular

School Calendar | School Report Periods  Advanced Options

Bell Default (|| Rotation Default (6]

Default Bell Schedule
DBES-Default Bell Schedule A

Sef Bell Defaul:

Mo Fill Set Rotation Default

& Fill Rotating Days Skipping Over Holidays
 Fill Ratating Days Holidays Count As Rotation Day

[~ Use Supplemental Calendar

Customize the Rotation default by date and bype >

Track
A
School Calendar
[ Tywe|Rat |\ [ Tyve|Rot |1 | Tywe|Rot || [ Tywe| Rot || [ Tywe| Rot [
Ay - 2010 30 | Hol 2l A | DBS
Sep-2010 1 B |DBS|2 C |DBS|3 0 |DBS
g A |DBS|7 B |DBS|5 C |DBS|9 0 |DBS|10 A | DBS
13 B |DBS[14 C |DBS[15 O |DBS|16 A |DBS|17 B |DBS
20 c |DBS|21 0 |DBS|22 A |DBS|23 E |DBS|24 ¢ |DBS
27 O |DBS|28 A |DBS|29 B |DBS|30 C |DBS

School Calendar Screen

When the Create Calendar button is clicked, the Create School Calendar screen appears.
This screen is controlled by this security node:

K12.Attendancelnfo.Setup.YearCreateSchoolCalendar

ok Close

Create School Calendar

If wou would like to get the District calendar then select "Use District Calendar" checkbox
and click OK. You can create your own independent calendar by entering the start and end
dates of the calendar you would like to create.

District Calendar

@

Calendar Type
Regular v

Start Date End Date
08/31/2009 06/04/2010

[~ Use District Calendar

If the 'Use District Calendar' check box is disabled the district calendar has not been
created for the school's calendar type.

Start Date End Date

Bell Default

Default Bell Schedule

b

Create School Calendar Screen
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The School Report Periods tab of the School Calendar screen is controlled by several
security nodes.

The security node K12.Attendancelnfo.Setup.SchoolReportingPeriodGrid controls the
School Reporting Period section.

School Calendar («
School Name: Hope High School  School vear: 2010-2011  Calendar Type:
School haol Report Feriudsl Advanced Options
School Reporting Period ]
e ame Date a Date Orug e
1 Period 1 08/30/2010 09/30/2010 r
2 Period 2 10/071/2010 1072972010 ]
3 Period 3 11/01/2010 11/30/2010 r
4 Period 4 12/01/2010 12/31/2010 ]
5 Period 5 01/73/2011 01/31/2011 r
6 Perind 6 0212011 02/28/2011 ]
7 Period 7 030172011 03/31/2011 r
8 Period 8 04/01/2011 04/28/2011 ]
E Period 9 D5/m212011 053172011 r
Load District School Weeks
School Week Setup Add (]
: om State Repo
State Reporting Periods Show Detail | ()
g epo erio a Date Date 1 a ondtte a e Da pol Da Da 1 0 g
P1 08/31/2010 12/17/2010 1 79 79
P2 08/31/2010 04/08/2011 1 159 153
P3 08/31/2010 06/03/2011 1 199 199

School Report Periods Tab, School Calendar Screen
The School Week Setup section is controlled by two security nodes:

K12.Attendancelnfo.Setup.SchoolAttendanceCalendarWeek
K12.Attendancelnfo.Setup.SchoolAttendanceCalendarWeekGrid

The State Reporting Periods section is controlled by this security node:

K12.Attendancelnfo.Setup.StateReportingPeriodGrid
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The detail screen of the State Reporting Periods section is controlled by this security
node:

K12.Attendancelnfo.Setup.StateReportingPeriodDetailGrid

| State Reporting Periods | Hide Detail ‘O
ﬁ Analysis ]
P

ol % pae [ [ | froscan | |

G EE] I 1 08/29/2010 4 1 r 4

I 1 08/05/2010 @ r 5

I 1 08/12/2010 5 r 5

u 1 08/19/2010 8 r 5

u 2 09/26/2010 5 r 5

I 2 10/03/2010 @ r 5

I 2 10/10/2010 5 r 5

u 2 101742010 8 r 5

u 3 10/24/2010 5 r 5

I 3 10/31/2010 @ r 5

I 3 11/07/2010 5 r 5

u 3 1141442010 8 r 5

u 4 11/21/2010 5 r 5

| o 4 11/28/2010 &) r 5

I 4 12/05/2010 5 r 5

I 4 1241242010 8 r 5

State Reporting Periods Section, Detailed Screen

The Advanced Options tab of the School Calendar screen is controlled by these security
nodes:

K12.Attendancelnfo.Setup.AttendanceCalendarGradeOverrideGrid
K12.Attendancelnfo.Setup.AttendanceCalendarGradeOverride

School Calendar (e

Schoal Mame: Hope High School School vear: 2010-2011  Calendar Type: Regular

School Calendar | School Report Petiods | Advanced 0ptiuns|
Track

-

Grade Level Calendar Override Add | [ta ]
% | | |
| | 09 v 10/158/2010 Hal v

School Calendar Screen, Advanced Options Tab

The following security nodes do not provide a visible change in security on the screens:
o K12.Attendancelnfo.Setup.YearSchoolCalendarUl
o K12.Attendancelnfo.Setup.SchoolAttendanceCalendar
o K12.Attendancelnfo.Setup.SchoolAttendanceCalendarOpt
e K12.Attendancelnfo.Setup.SchoolReportingPeriod
o K12.Attendancelnfo.Setup.SchoolReportingPeriodTrack
o K12.Attendancelnfo.Setup.SchoolAttendanceCalendarTrack

e K12.Attendancelnfo.SchoolYearSectionAbsenceTrack
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SCHOOL ENROLLMENT HISTORY SECURITY

The School Enroliment History screen is controlled by this security node:

K12.Attendancelnfo.SchoolAttendanceHistoryGrid

School Enrollment History
Organization MName: Hope High School Formattedyear: 2010-R
Update Current Year Snapshat @|
Track Filter
Totals Add Show Detail | ()

WWWWWP
[m| [ 09/0212010 3027 277775 27775
[m| ZE 09/03/2010 2759 274675 276275
[ ZE 09/06/2010 2762 275025 275812
[ 4 09/07/2010 2759 274800 275568
[m[ 5B 19/06/2010 2763 275400 2755
[m[ cB 19/09/2010 2761 274950 2754.42
[ 7K 09A0/2010 2763 2750.50 2753.70
[m| S[ 09/13/2010 2764 275250 2753 47
[m| 3B 09/14/2010 2763 275050 2752 31
['m [ 10 09/15/2010 2765 275250 275325
'm| 1K 09/16/2010 2762 275050 2752 %
E1EE 09/17/2010 2756 274850 2752 &1
[m[ 12kE 09/20/2010 2767 274B.25 2752.23

School Enrollment History Screen

The detail screen of the School Enroliment History screen is controlled by this security
node:

K12.Attendancelnfo.SchoolAttendanceHistoryGradeGrid

School Enroliment History @
Organization Name: Hope High Scheool Formattedvear 2008-R
‘Update Current Year Snapsht Q
Track Filter
v
Totals Add | iHide Detall | @
e |Day of Yea Day of Year: 1
1
5 {E By Grade Q
3
7 [GE] 0.00 0.00
710 1197 1094.00 1093.50
5 g1 953 873.00 673.25
i El12 B77 811.00 811.00
7
]

|
School Enrollment History Screen, Detailed Screen

The following security nodes do not provide a visible change in security on the screens:
o K12.Attendancelnfo.SchoolAttendanceHistoryUl
o K12.Attendancelnfo.SchoolAttendanceHistory
o K12.Attendancelnfo.SchoolAttendanceHistoryGrade
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SUPPLEMENTAL INSTRUCTION SETUP SECURITY

The entire Supplemental Instruction Setup screen is controlled by this security node:

K12.Attendancelnfo.Setup.SupplementalinstructionOptions

Supplemental Instruction Setup

| Supplementary Instruction Optiunsl

Cap Calculation:
Students x % x 120 hours = Cap (Hours)

Grades K-12 Core Instruction Funding (%]
Students % Cap (Hours) Cap Override {Hours)

[2500 5 |15000 |

Grades 2.6 (Pupils at Risk of Retention / Low STAR Score) @
Students % Cap (Hours) Cap Override {Hours)

fz00 3 J4500

Supplemental Instruction Setup Screen

The following security node does not provide a visible change in security on the screens:

o K12.Attendancelnfo.Setup.SupplementallnstructionOptionsUl

ATTENDANCE REPORTS SECURITY

While report options are available under the Security Definition screen, it is recommended
to use only PAD tree security to control access to reports.
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