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The Teacher Tardy functionality allows teachers to enter student tardies into ClassMate.
After teachers insert tardies the attendance person will still need to go into the
Attendance by Student Module and select the Tardy Condition (example: Tardy

Excused Per High School, etc).
Teacher Tardy Setup

To allow the teachers the ability to enter tardies, the ClassMate System Administrator

needs to perform the following steps. This is a one time setup step.

1. Goto Modules < System Administrator
2. Open the ClassMate Custom Control module

B Student Registration =
=B System Administrator
& attendance Condition Informa
[ 2 ClassMate Custom Control]
@ ClagsMate |D Control
& ClassMate Master Control
@ Classmate Report Retrieval
& Classmate User Management
& Data Export Wizard
& DataBase Activity Manager
- District Ernail Administration
@ District Email Base Data
- @ Dynamic report Menu
- |0 Card Collection
- Master Codes Maintenance

- @ Online Help
- @ Photo Management
- -@ Portal Processing | _lLl
4 3

3. Click the Attendance Tab

4. Under the Teacher Tardy heading click True

5. Then click the Save icon

2010-2011 School Year

Enrolment Aftendance | Grading | Rubrics | Misc |

Absent Unresolved Day (current date exclusive): 3 PM Start Time : [11:50 AM
Required # of Days for Doctor's Note: 0 Homeroom Start Time : 12:00 AM
Progress Report Attendance: (C) lass or {M)aster c
‘Work Ethic Range Lock out Teacher Tardy AutoDialer Units
C0-3 % © True vl © Single © Multiple
@  False
(30422 E Report Card Supplemental Attend.
r0-5% Yes & No
C0-6.%
F0-7.% . Rpt Card Attend.
Work Ethic Percentage Rule c By Gl
c0-8% b By Cess
‘Work Ethic Percent 93 By Course
(0590 % >= 9%, Work Ethic High [
©0-10.% . — PRI

< %. Work Ethic Low: 0
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Teacher Tardy

1. Goto Modules < Teacher Attendance
2. Open Attendance Begin Session

- @ Attendance Begin Session
9 Attendance Work Ethics
@ Teacher Work Ethics by Stude
+- 3 Teacher Discipline
+ = Teacher Gradinn

3. Take attendance for all absent & present students
4. Goto Edit <click Insert Tardy Attendance

" File |2 Wiew Dally Attendance By|Class Report

Insert Class Attendance

Insert Tardy Attendance

5 PIEDT2 AIS Social Studies 214 Wl14rz011 -

5 DANTY AR Sacial Shidiac 914

‘— 2 Good Maning

Enter the time the student arrived in the Arrival Time box
Enter the time the class ends in the Departure Time box
Check the box next to the students name to mark the student tardy
Then click the Close button to Close the Tardy Attendance Window

©NOo O

4 Tardy Attendance

Oslel [9@] ols|e g\ Example

Date Taken:  [5i /1472011 | A T (5 ) Deparure ime: 1201 (6’ "
Dato Taken: (01147207 | Aival Tme:

Enter Arival/Departure times then click to inset Tardy Attendance. o 07 Separtne Tines c2 0P ﬂ
Enter Arrival/Depa < then click to insert Tardy Attendance.
7 Jdent ‘ First ‘ Last
OBs0247492 Shannon Akian
OBs0055822 Christina Kish 3nNo
Opss556021 Joshua Warke Christina
Joshua Warke

9. The student(s) marked tardy will now appear with the circle next to the T marked

=@ Good Morning
€ P15D12 AIS Sadal Studies 214 o401 5| Riosen
€3 PED12 AIS Social Studies 214
B FG216 Family Group SP
€3 112012 Global 1 214
€3 PA5D12 Global 1 214
€3 P13412 Global 2 214
1 910D2 Senior Seminar/Government 214
€3 P12D12 US History/Government 214

Shannon Akian
shows T for Tardy

First M Attendance School Student Starttime Endtime
ﬂAklan Shanno [S ONone OA OP OC OS @T|OH 01:40 PM 02:00 PM
Kish Christin |A CNone OA ®P OC OS OT CH 01:36 PM 02:00 PM
‘Warke Joshua 'w ONone ®A OP OC OS OT OH 01:36 PM 02:00 PM
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