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Administrative Attendance

Attendance Pre-Requisites e
*Base Data
-Period Management
*Calendar Management
-New Calendar Management
*Curriculum Management
-Instruction Course Offerings
*Student Processing
-Registration/Enrollment
Administrative Attendance
*Record Student Absences
*Record Student Classroom & Clinical Presents
*Record Student Tardies or Left Early
*Comments
*Editing Attendance
*Withdrawn Students
Attendance By Student
*Absent, Tardy or Left Early
*All Present & All Clinical
*Editing Attendance
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What we’ll Learn..... Module & Report Assignments

Administrative Attendance
-Record Student Absences

Administrative Modules

-Record Student Classroom & Clinical Presents -Administration Attendance

-Record Student Tardies or Left Early -Attendance by Student

-Comments -Certification Hours by Student

-Editing Attendance -Class Transfer Hours

-Withdrawn Students -Class Hours Management
Attendance By Student -Non-Classroom Hours by Class

-Absent, Tardy or Left Early -Non-Classroom Hours by Student

-All Present & All Clinical

-Editing Attendance
Class Make-Up Hours Suggested Administrator Reports

-Absent, Tardy or Left Early

. -Attendance History
-All Present & All Clinical

-Hours Summary

Class Transfer Hours _Attendance Roster*
-Absent, Tardy or Left Early -Instructor Sign-In Sheet
-All Present & All Clinical -Monthly Attendance Roster
Non-Classroom Hours by Class -Student Clock Hours Report

-Absent, Tardy or Left Early

-All Present & All Clinical
Non-Classroom Hours by Student

-Absent, Tardy or Left Early

-All Present & All Clinical
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Administrative Attendance

Administrative Attendance

Prior to using the Admin Attendance module you must ensure the listed Pre-Requisites are complete
BEFORE you begin to take attendance for your students. The administrative attendance module is designed
for key data managers to enter, edit, review student attendance. Regardless of the attendance entry
method (teacher entry vs key data manager entry based on paper records) the attendance rules remain the
same. This module is considered an Administrative module as users will have access to ALL classes and
should NOT be assigned to instructors. A specially designed Instructor Attendance module has been
designed for their use.

Getting Started

- fi ﬂattendance
Bk ACministration Attendance

aﬁ Attendance by Student

------ @ Certification Hours by Stude

------ aﬁ Enter Transfer Hours

------ $‘ Malke-up Hours Manageme

=-E Base Data Management

=B Calendar Management

Double click > Modules > Double Click
Attendance> Click Attendance by Student
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Administrative Attendance

The following fields are REQUIRED to record an attendance record in the ClassMate system

Date

Course

Attendance status: A, P,C,Lor TORCP, CA, CT, CL

NONE is NOT a record. NONE should NEVER display for a student after attendance has been recorded

@ Select an Attendance Date. The attendance date defaults to the current date and can be
changed if necessary.

@ Select a Course from the Courses/Classes List. Administrators will see all classes.

File Edit

9|

0 02/07/2017 -

Courses/Classes

Course Title | class | DayType | Class Hrs Clinical Hrs | Class Description [ course [Program  [Location [campus |
Animal Production Science & Technology 1617 Class 3 3 1617 FTLAS 510808 005284 113363807...
Automotive Mechanics NOV18 Class 5 3 NOV1§ FT AM 470804 005284 113363807...
Automotive Technology 1617 Class 3 3 1617 FT AT 470604 005284 113363807...
Automotive Technslogy Degree 1516D Class 5 8 15-16D00 FT ATD 470604 005284 113363807...
Automotive Technology Degree 1617 Class 3 3 1617 FT ATD 470604 005284 113363807...
BT- Highway Constructien/Heavy Equipment Op...  16-17 Class & & 1817 FT HEO 480202 005285 113363807...
Commercial Construction Management 1617 Class 3 3 1617 FT CCM 460201 005283 113363807...
Computer Systems Technology 1617 Class 5 5 1617 FT CST 151202 005285 113363807...
Cosmetology MJ 1617 Class 3 3 1617 FT COS 120401 005283 113363807...
Cosmetology WS 1617 Class 6 6 16-17 FT COS 120401 005284 113363807...
-anm—-“mm—
Day Practical Nursmg 146Lv2 Class 6 g #146 PN Day Class Level 2 DAYPNP 513901 005286 113363807...
Day Practical Nursing 147LV1  Clinical & g #147 PN Day Class Level 1 DAYPNP 513801 005286 113363807...

Helpful Hint: you will only see courses scheduled to meet
on that date and day of the week
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Administrative Attendance: Recording Class & Clinical Absences

(D Student Type: Select the Student type you are working with. System will default to Current Students

@ Attendance Status: Click A= Absent radio button for any student who is NOT in class as expected OR
CA=Clinical Absent. The earned hours will change to 0 to reflect that the student has not earned any hours
for that date. This will occur for both class and/or clinical hours if a student is marked absent

@ Comments: Add a Comment related to the student absence. Optional field

The Student earned 0 hours for clinical today
due to the absent attendance record
“_—-

L —
Hours arttime Endtime Comment

All Present

Dayp Practical Hursing / 1450L%3

Al Clinical

Clazs Attendance Clinical Attendance

Bladley Aszhley @ Mone P AT (L CP {»CA {CT {:CL
)|Bradley Dinissa T ) None )P A OT (OL O CP @ CA (O CT O CL 0 7:00:00 AM 3:00:00 PM Student has a Dr. appointment @
Bladley Marie Cla @ None (P (A COT (L (CP (CA (O CT OEL
Bradley Patricia K T vMone (P AT (3L CP @ CA CCT O CL 1} 7:00:00 AM 3:00:00 PM

Helpful Hint: Adding comments related to a specific date is
very useful when reviewing students clock hours or
attendance history
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Administrative Attendance: Recording Present Attendance

There are two types of “Present” attendance records, Classroom and Clinical. Each day is setup in adjust class
schedule as one of the two types. The number of hours earned for each type displays in course information grid.
If a course does not have clinical hours associated with it, only the classroom type will be utilized

@ Present Types: To record present attendance for all remaining students with “Classroom” hours, select
the BLUE |_ AlPresent |”AII Present” button to populate the classroom attendance “P” radio buttons
-OR -
To record clinical attendance for all remaining students with “Clinical” hours, select the YELLOW
“All Clinical” button to populate the clinical attendance “CP” radio buttons

Students will now be marked “All Present” or “All Clinical” dependent upon the selection. Related hours
and Start/End Times will display

All Present 1
| 4 Day Practical Nursing / 145LY3
Class Attendance Clinical Attendance Hours Starttime Endtime Comment
» Bradley Ashley ] »Mone 3P (AT (L @CP 3 CA (O CT (O CL 8 7:00:00 AM 3:00:00 PH
Bradley Dinissa T »Mone 3P AT L CP @CA COCT O CL 7:00:00 AM 3:00:00 PH Student has a Dr. appointment
Bradley Marie Cla »Mone 3P COA T L @CP O CA COCT O CL 7:00:00 AM 3:00:00 PH

T3 Hone (5P (A (T (JL (ICF @ CA (LT (CL 7-00:00 AM Z00.00 FM
CiNone (3P (3A (T (OL @ CP (JCA (JCT (CL
3None (3P (JA (3T (L @ CP (JCA (JCT (ICL

CiNone (3P (3A (T (OL @ CP (JCA (JCT (CL

Bradley Patricia

7:00:00 AM 3:00:00 PH

Clement Courtney

Clement Kellp 7:00:00 AM 3:00:00 PH

wl P > =
w @ @ o = o

7:00:00 AM 3:00:00 PH

Clement Luisa

Helpful Hint: NONE should NOT be displaying for any student after
attendance has been taken
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Administrative Attendance: Recording Tardy Attendance
A student that has previously been marked absent may arrive and be considered Tardy to class. The attendance

status is easily updated to reflect this new status.

@ Student Type: Select the Student type you are working with. System will default to Current Students.

@ Attendance Status: Select the Tardy (T) for class day tardies or the Clinical Tardy (CT) for Clinical day
tardies radio button for any student who arrives after class has started. This student now has a class or
clinical “Tardy” attendance record.

@ Start Time: Edit the Start Time to reflect the time the student arrived .For Example, if the student was
Tardy one hour. Enter 9:15:00 AM in the Starttime field. The time MUST be entered in the proper format.
Click in any field in the gird to save and allow the system to auto-calculate hours based on start & end
times.

@ Comment: Add a Comment related to the student Tardy. Optional field

All Present

Day Practical Hurzing / 14503

All Clinical

Clasz Attendance Clinical Attendance Hours Starttime Endtime C
Ashley 3MNone (3P (AT L @CP (3 CA CICT (3 CL 8 7:00:00 AM 3:00:00 PM
e - I ¥
Dinissa T iNone (JP (A (T (3L (JCP (Zu@ CT (3CL 6 9:00:00 AM Qa;uu:uu PM  |Student has a Di. appointment @
Bradley Marie Cla 3Mone (P (3 AT L @ CP O CA T O CL 8 7:00:00 AM ‘ 3:00:00 PM

Helpful Hint: The students previously marked Absent retain the attendance
status. It is a best practice to record student absences BEFORE taking present
attendance
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Administrative Attendance: Recording Attendance for students leaving class early
A student that has previously been marked present may leave class early and the attendance record should
reflect this. The attendance record is easily updated to reflect this new “Left Early” status.

@ Student Type: Select the Student type you are working with. System will default to Current Students.

@ Attendance Status: Select the Left Early (L) for class Left Early or the Clinical Left Early (CL) for clinical
leavers radio button for any student who leaves class before the end time. This student now has a “Left
Early” attendance record.

@ End Time: Edit the End Time to reflect the time the student left .For Example, if the student Left one hour
early. Enter 2:00:00 PM in the Endtime field. The time MUST be entered in the proper format. Click in any
field in the gird to save and allow the system to auto-calculate hours based on start & end times

@

Comment: Add a Comment related to the student Tardy. Optional field

1 All Frasent Al Clinical
LIR! Day Practical Mursing / 145LY3 3 3
Class Attendance Clinical Attendance Hours Starttime Endtime Comment
» Bradley Ashley [1] »Mone (2P (A T 3L {»CP {2 CA D CT @ CL u 7 7:00:00 AM 2:00:00 P [Student had to pick up a sick child from school
Bradley Dinissa T yNone (3P (3 A 3T 3L (»CP () CA @ CT O CL [ 9:00:00 AM 3:00:00 PM Student has a Dr. appointment
Bradley Marie Cla »Mone (2P A T 0L @ CP ) CA CT O CL 8 7:00:00 AM 3:00:00 PH
Bradley Patricia K yMNone (3P (A 3T 3L (»CP @ CA O CT O CL 0 7:00:00 AM 3:00:00 PM

Helpful Hint: If an entire class is arriving late or being dismissed early; use
the adjust class schedule module for bulk earned hours editing PRIOR to
taking attendance
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Administrative Attendance: Helpful Hints

*Any attendance record is easily adjusted to reflect actual attendance. It is very important to maintain accurate
attendance data as it impacts several areas both for the student and the school.

*Attendance hours for both Classroom (All Present)and Clinical (All Clinical) are pulled from Period Management
Table and the Adjust Class Schedule Modules. It is vital that these modules are up to date and accurate so
attendance can be accurately taken.

*Ensure all days in Adjust Class Schedule Module accurately reflect Class or Clinical with associated hours for
each date.

*It is vital that each date be properly established to ensure hours are accurately calculated. If you make a change
to the period management table after the class has been established you will need to manually update the
Adjust Class Schedule Module

*Withdraw students are easily accessed by selecting the “Withdrawn Students” radio button

*It is vital to observe attendance progress daily to ensure the attendance and related certification hours
are up to date.

Helpful Hint: NONE should NOT be displaying for any student after
attendance has been taken.
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Administrative Attendance: Editing Attendance
ClassMate allows user to enter and edit attendance in an alternate
manner if certain criteria exist.

Using the Edit Menu location along the top of the screen, several
attendance options will display. They include:

Edit
. I ol P t
Insert Class Present:  Only to be used if ALL students are R T T
. Insert Class Clinical
present. Will default to class hours.
Insert Class Clinical: Only to be used if ALL students are Bt G R s oy Dete
present. Will default to clinical hours. Delete All Attendance by Date
Delete Class Att by Date:Only to be used if ALL class attendance for Delete Student's Attendance - this date, this Class
the Selected date iS to be deleted Delete Student's Attendance for This Class
Delete All Att by Date: Only to be used if ALL attendance for the Celdte Suuctents endene er 1 Caie-Al Hasses
selected date is be deleted Delete ALL Attendance for this Student

Helpful Hint: It is very important that you fully understand the option you select
as all a student attendance records can be impacted when editing.
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Administrative Attendance: Editing Attendance

ClassMate allows user to enter and edit attendance in an alternate
manner if certain criteria exist.

Using the Edit Menu location along the top of the screen, several
attendance options will display. They include:

Delete Student’s Attendance -: To be used if attendance for a @

This date, this class selected students in a specific Insert Class Present
class needs to be deleted lisyaife Qs Elteel

. Delete Class Attendance by Date

Delete Student’s Attendance-:  To be used if ALL attendance Delete All Attendance by Date

For this class (not just a specific date) or a Delete Student's Attendance - this date, this Class
SElECtEd StUdent in a Speciﬁc Delete Student's Attendance Far This Class
class needs to be deleted. Delete Student's Attendance For this Date-all Classes

Delete ALL Attendance For this Student

Delete Student’s Attendance -: To be used if ALL attendance for a

For the date-ALL Classes selected student , on a specific
date, in ALL enrolled classes
needs to be deleted

Delete All Attendance-: To be used if ALL attendance for

For this Student the selected student for ALL
enrolled classes (no specific date)
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Administrative Attendance By Student

This module is considered an Administrative module
as users will have access to ALL classes and should
NOT be assigned to instructors. A specially designed
Instructor Attendance module has been designed for
their use. The Attendance by student module can be
used to add, edit, delete or adjust attendance
records just as users can in the Admin Attendance
but the display is by student rather than class. This
layout allows users to quickly adjust attendance
related specifically to a single student

Getting Started

=4 - tendance by Student
@ Certification Hours by Student
------ @ Enter Transfer Hours

------ @ Make-up Hours Management
1B Base Data Management

B Calendar Management

]_ﬁ Currienbim bdansnemnent

()

Double click > Modules > Double Click
Attendance> Click Attendance by Student
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Administrative Attendance by Student:

@ Schedule Type: Select a student from the list
on the left. Ensure the proper toggle is

selected for the type of student you want to T Stem, Wilmary 100002073

. : Stern. Wink 100007575
choose from: X Stern, Yenimar 100002935

o Active W €2 Stern, Yoelmys 100004887

o Ilnactive W - E Stern, Zachary T 100005513
----- E Stern, Zachary 100006621

oBoth 0 E Stern, Zachary B 100003458

----- € Stern, Zachary 100007329

----- E Stern, Zaundra.J 1000004593

----- E Stern, Zulevka 100003520

----- € Test TEst 111111111

----- € Tester, Test 100007579

----- E Thormas, Abderrahirn 100004020
----- E Thormas, Adam N 100001646

----- E Thomas, Alexander 100007520
----- E Thomas, Allen E 100005855

----- E Thormas, Amber S 100001927
-, ) bt =

Helpful Hint: Use the search field to quickly find student using an alpha
search by last name or numeric search by student ID
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Administrative Attendance by Student:

@ Course Selection: Select a Course from the Courses/Classes List. Users will only see classes that fall
into the active, inactive or both schedule type selected.

@ Date: Select the date

(1) Attendance Status: Edit the attendance

(5 Start/End Times: Edit the start/End times depending upon what is applicable based on the
Attendance status. Hours will auto-calculate. Hours can be manually changed from the auto-
calculation if needed by adjusting the start/end times or hours

M4 Stern, Wink 100007575
stem
9 Y Quickboo QBOOKS 0871072015 02/22/2016 000299 |OFI101 |Stem Wink
: Quickbooks QBOOKS 0871072015 02/22/2016 000299 |OF101 |Stemn Wink
8 Excel EXCEL 08/17/2015 02/29/2016  |000299 |001108 |Stemn Wink
----- Stem, Wimary 100002073 - Excel EXCEL 0871772015 02/29/2016 000299 001108 |Stemn Wink
----- Stern, Wink 100007575
..... Stem, Venimar 100002965 Word MSWORD 08/17/2015 06/13/2016  |000299  |001306 |Stemn Wink
""" g g:e'”' ;09';:‘93 T11DDDDDDD§58§1?3 Ward MSWORD 0871772015 0671372016 000299 001306 |Stemn Wink
""" 2rmn, Zachary
a4
----- € Stem, Zachary 100006521
----- € Stem, Zachay R 100003455 4] 4 Quickbooks / QBDOKS Q 3

----- E Stern, Zachary 100007389

Attendance Hours Starttime I Endtime
----- Stem, Zaundha J 10000043 ﬁ
_____ g o Zj;r;k:' P 3| 09/0372015 TNone OA®P OC LT 5 4:30:00 PH 9:30:00 PM | 100007575
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Attendance Reporting

ClassMate Attendance reports can be found by:
Selecting the Reports Folder >
Double clicking the Attendance Category

Based on the reports that were assigned to you the
report options will display

Take a few moments to run and familiarize yourself
with the types of attendance reports offered
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Attendance History
Attendance History by Class
Attendance History by Student
Attendance Roster

" Attendance Summary by Student

Class Summary

Crop Form

Hours Summary

Instructor Attendance History Repor
Instructor Clock Hours Report
Instructor Hours Summary
Instructor Reconciliation Report
Instructor Sign-In Sheet
fonthly Attendance Roster
SAF Report

Student Clock Hours Report
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Class Make-Up Hours

This module is considered a dual use module. This module will take the user type flag set in employee
management and display the appropriate view based on being identified as an administrator or as an instructor.
This module can be assigned to both administrators and instructors.

Students can be required to “Make-up” hours in order to fulfill their course hours requirements. ClassMate
allows the addition of these hours while identifying them as such. These hours will be added to the overall
“Hours Earned’ for the student

Getting Started

1 Modules

Double click > Modules > Double Click E|
Attendance> Click Class Makeup Hours & Administration Attendance

@ Attendance by Student

--# Certification Hours by Student
@ Class Transfer Hours

@ Enter Transfer Hours

@ |nstructor Attendance

--# Make-up Hours Management
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Attendance: Adding Make-Up Hours

El-## GoodAftemoon  Stem

G] Select the Class from list on the left

@ Select the Student. The student Current students are displayed by default
. . : h_owever withdrr-;wn studen_ts can be
Enrollment will dlsplay along the top viewed by toggling the radio buttons

of screen

@j Select the course you would like to
add the transfer hours. A
certification hours summary will

display along with a historical listing S IR Comeet

of all make-up hours by date. 1 Cooper Homeh K 100007370

P Q Figher, Stephanie 0 100007437
Additionally, the student name, ID & G Holns May 5 10007512
. . . . . ! Maottau, Siona [ 100007553
vital class information will display 1 wison Taym 100007690

Course [lass Start Date End Date Schedule # Pragram D Location D Courze D

Cosmetologat @ Fi7a 0a/232m7 07/06/2m8 4856 120401 005168 05228
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Attendance: Adding Make-Up Hours

E Enter make-up hours information in the following Fields:

Make-Up Date: The date the student made up the missed hours

Apply To: The date the students hours will cover

Start Time: Arrival time of the student to make up the missed hours. You MUST enter
the time in the following format 10:00 AM

End Time: Departure time of the student from the make-up session. You MUST enter
the time in the following format 10:00 AM

Make-Up Hours: Total Hours based on start & end times entered. Auto-calculated

Class: Total number of class hours earned during the make-up session

Clinical: Total number of clinical hours earned during the make-up session

Comment: Any comments related to the hours. Optional field

05/01/2018 04,/30/2018 2
0E:00 P 10:00 PM

Liz came bo the eveing Cos class bo make up her hours missed. |

Note: Class and clinical hours entered must equal the total make-up hours calculated by the
start and end time
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Attendance: Adding Make-Up Hours

Save the data entered by selecting the BLACK
disk icon located along the top of your screen

2o@els]

A listing of all make-up hours entered

W|“ dISp|ay |n the gr|d a|0ng Wlth -2 Good Aftemoon Stem
C o
an hours summary g

Makeup Date Makeup Hour [lassHours ClinicHours Start Time End Time Apply Ta Comment FrogramiD CourselD
(5/7/2018 2 1 1 120000 020000PH 05 /04/2018 120401 L0528
0h/10/2m8 4 b ? (06:00:00 Pt 100000 PH ps0Ema Liz came tothe evaing Cos class to make up her hours missed. 120401 o522
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Certification Hours: Class Transfer Hours (Dual use Module/Single Hours Entry)

This module is considered a dual use module. This module will take the user type flag set in
employee management and display the appropriate view based on being identified as an
administrator or as an instructor. This module can be assigned to both administrators and
Instructors

If a student has previously earned hours, either in another class or school, ClassMate can
account for those earned hours in the system. These hours will be credited to the student

and included in the total hours earned but identified as transfer hours. This modules allows users
to make only one transfer hours entry per student

Getting Started

Double click My Modules > =
Double click Attendance> E"%A“:e”: d.ar.‘ce>.

N | . ation Attendance
Click Enter TransferHours || - # Attendance by Student

----- # Certification Hours by Student

----- # Class Makeup Hours

----- &{Class Transfer Hours|

----- 2 Enter Transfer Hours

----- # Instructor Attendance

----- # Make-up Hours Management

----- # NonClassroom Hours by Class

----- 2 NonClassroom Hours by Student
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Certification Hours: Enter Transfer Hours (Admin Module/Single Hour Entry) ‘\" Py

G] Select the Course from list on the left

@ Select the Class to log transfer Hours

@ Select the Student from the class enrollments
@] Enter Classroom Hours (if applicable)

(G) Enter Clinical Hours (if applicable)

(®) Enter a Comment if desired

Click “Save”

=2 Good Morning

% Cosmetalogist

Stern

4F17a -Stem

Course Class Start Date End Date Schedule # Pron

Cosmetalagist Fi17a 08232017 07/06/2018 41856 1

-8 Holms, Mary G 100007512
-8 Mottau, Ajana D 100007559
€ wilson, Tatym 100007680

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION

doSIHdle/

Do not copy or distribute without written permission from Harris School Solutions, Copyright ©2014. [Unpublished Work]. All rights reserved.



Administrative Attendance f\k HARRIS

‘\\. School Solutions
Attendance: Adding Transfer Hours

El-## GoodAftemoon  Stem

G] Select the Class from list on the left

@ Select the Student. The student Current students are displayed by default
. . : h_owever withdrr-;wn studen_ts can be
Enrollment will dlsplay along the top viewed by toggling the radio buttons

of screen

@j Select the course you would like to
add the transfer hours. The student
name, ID, course name, required
hours, class ID & period information SCIFa Coradogst
will display - Harpan K 100007370

Q Cooper, Hannah K 100007370
Q Figher, Stephanie 0 100007437
-2 Holms, Marp G 100007512

Mottauw, diona D 100007553

[ 2 wilson, Tatym 100007630

Course [lass Start Date End Date Schedule # Pragram D Location D Courze D

Cosmetologat @ Fi7a 0a/232m7 07/06/2m8 4856 120401 005168 05228
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Certification Hours: Enter Transfer Hours (Admin Module/Multiple Hour Entries)

If a student has previously earned hours, either in another class or school, ClassMate can
account for those earned hours in the system. These hours will be credited to the student

and included in the total hours earned but identified as transfer hours. This modules allows users
to make multiple transfer hours entries if needed. This module is considered an administrative
module as all student names are listed and can have data added or edited

Getting Started

Double click My Modules >
Double click Attendance>
Click Enter Transfer Hours

1 Module
=& Attendance

----- # Administration Attendance

----- 2 Attendance by Student

----- # Certification Hours by Student

----- # Class Makeup Hours

----- # Class Transfer Hours

----- E{Enter Transfer Hours]

----- # Instructor Attendance

----- # Make-up Hours Management

----- # NonClassroom Hours by Class

----- # NonClassroom Hours by Student

Important Note: This module is for use by users requiring the ability to enter multiple transfer
hours for the same course. If you do not require multiple transfer hour entries use the Class
Transfer hours module
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Attendance: Multiple
Transfer Hours Entries

G] Select the Student Filter

- Anderson, Alexandra 100000714
- B Anderson, Alexis 100000113
8 Anderson, Alexis C100000618
- B8 Anderson, Alicia A 100000524
- Anderson, Alonna 100000108

” ]

ERaT=at=T s 121

Select the Student from list on the
left

Select the Course from the grid. By
default the module will display active
enrollments. Select Inactive or both
to display alternate courses. The
student name, ID, course name,
required hours, class ID, start/end
date & period information will
display

Course Class Total Xfr Hours Start Date End Date Schedule #
‘icleo Production & Digital Media test 0 ogmr/zmy 04/08/2019 E251
Child Deweloprment co1118 il 1113720148 11/05/2014 E5¥3
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Attendance: Multiple Transfer Hours Entries

Enter the number of Classroom Hours the student has been approved to transfer
Enter the number of Clinical Hours the student has been approved to transfer

Enter any comments related to the transfer hours. This may include the name of the
institution, date the student earned the initial hours, etc. This is an optional field.

Save the data entered by selecting the BLACK disk icon located along the top of your
screen

B B B B

o I
© I

0 Student will transfer in 20 classroom hours from Harris Community college. Class taken summer of 2017]
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Certification Hours: Class Transfer Hours (Dual use Module/Multiple Hours Entry) ‘\"

@ select the Student from list on the left
@ Select the Course to log transfer Hours
@ Confirm or Edit Date of transfer hours
@] Enter Classroom Hours (if applicable)
(G) Enter Clinical Hours (if applicable)

(®) Enter a Comment if desired

Click “Save”
FRGs] 4]

Start Date
04/02/2018

End Date
04/11/2018

Course Total Xfr Hours
STATE INSPECTION
03/05/2018 10/1/2018

0
Bking for the Halidays 0
LPN Leval1 0 01/02/2018 03232018
LPN Level Il 0 03/22f2018 067142018
0
0
0

b1 Students

Addams, Wednesday 100008033
q Anderson, Abimael 100007471
Anderson, Addarn R 100007341
& Anderson, Andrew J 100007454
€ Anderson, Brittany 100007652
€ Anderson, Cari 100007039
& Anderson, Derek R 100006525
€ Anderson, Jacquelyn 100007641
& Anderson, Michael J 000006257
€ Anderson, Paticia 100007057
& Anderson, Richard D 100005648

LPN Level Il 014022018 03/26/2018
LPN Level IV SplE
HVAC 200 Service & Troubleshooting Splda

03/ze/2018 06/11/2018
04/20/2018 08/31/2018

Tot Hes Class Hrs. Clinic Hrs. Comrment

& Ancerson, Stephen M 100007938
€ Anderson, “ulitza 1100007383

€ Bradley, Ashley 100007788

€ Bradley. Brandan b 100006742
€ Bradley, Christipher .J 100008024
€ Bradley. Daniel J 100007380

€ Bradley, Elizabeth L 100007300
€ Bradley. Hunter 100007685

€ Bradley, lsaac. 100007277

€ Bradley, James E 100005088

€ Bradley, Jared b 100008262

€ Bradley, Jason 000011091

€ Bradley, Kyle K 100006265

€ Bradley, Lauren 100007717

€ Bradley, London 100007110

€ Bradley. Louis (Tony) R 100007754
€ Bradley, Mathew P 100008020

€ Bradley, Michael P 100007989
Eooi i £io00nmcs

© IRE—
o
© .

) From Classhate Universit]
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Non-Classroom Hours by Class

This module is considered a dual use module. This module will take the user type flag set in employee

management and display the appropriate view based on being identified as an administrator or as an instructor.
This module can be assigned to both administrators and instructors.

At times it may be necessary to track student hours that are earned outside of a normal class schedule. This

module allows both administrators and/or instructors to enter hours earned outside of a normal class schedule
by class

Getting Started

Double click > Modules > Double Click
Attendance> Click Non-Classroom Hours by Class

----- # Attendance by Student

----- # Certification Hours by Student
----- # Class Makeup Hours

----- # Class Transfer Hours

----- # Enter Transfer Hours
----- # |nstructor Attendance
----- # Make-up Hours Management

----- EANonClassroom Hours by Class

----- # NonClassroom Hours by Student
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Attendance: Non-Classroom Hours by Class

Select the Class from list on the left

=5 Good Moming  Stemn

E,_‘i Cozrmetalogist
Select the Type of non-classroom from the drop down EREr17s - Cten

menu. Setup Type in Master Codes

Select the calendar Week you would like to add hours

BaE © 6

Enter the amount of time earned. The following format
MUST be used. HH:MM 00:37

05/411/2018 -
002703 _Clinical Hours ~ |2 3
0030 4
Friday - Clear
[
0|
4| 4 Non-Classroom Hours
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Bradley Elizabeth : 01:0m : : 0030 : :
Cooper Hannah : 01:01 : : 00:30
Fizher Stephanie : 01:0m : : 00:30
Holms [GET : 01:01 : : 00:30
Fttau Aioha : 010 : : 0030
Melzan Chasity : 01:01 : : 00:30
Wilzan T atym : 01:m : : 00:30
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Non-Classroom Hours by Student

This module is considered a dual use module. This module will take the user type flag set in employee

management and display the appropriate view based on being identified as an administrator or as an instructor.
This module can be assigned to both administrators and instructors.

At times it may be necessary to track student hours that are earned outside of a normal class schedule. This

module allows both administrators and/or instructors to enter hours earned outside of a normal class schedule
by student

Getting Started

& Attendance >
----- # Administration Attendance

----- # Attendance by Student

----- # Certification Hours by Student

----- # Class Makeup Hours

----- # Class Transfer Hours

----- # Enter Transfer Hours

----- # Instructor Attendance

----- # Make-up Hours Management

----- # NonClassroom Hours by Class

----- =4 NonClassroom Hours by Student

Double click > Modules > Double Click
Attendance> Click Non-Classroom Hours by Student
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Attendance: Non-Classroom Hours by o
St U d e nt E| {:I Cosmetolog

@ Select the Class from list on the left Current students are displayed by default
however withdrawn students can be
viewed by toggling the radio buttons

@ Select the Student. The student
Enroliment will display along the top of
screen

@j Select the Hours Type by clicking on the
name

B Fisher, Stephanle 0 100007437
€ Holms, Mary G 100007512

€ Mottau, Ajona D 100007553

& ‘wilson, Tatym 100007530

Hourz Tupe Student Hours Code ID
Job Shadowing @ 00; 00 002707
Esternzhip 01:01 Q02702
Clinical Hours 01:31 Q02703
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Attendance: Non-Classroom Hours by Class

Type the Date using the MM/DD/YYYY format only

Type the Time using the HH:MM format only
Enter a Comment. This is an optional field

Click on any field in the grid to save the data entered

e e B

Ml 4] (4 5 Hours Details (b
D ate HH: k4 Comrment
051142018 oo1g Salon Clean and Shine

" |

Helpful Hint: Review the suggested Data Validations Schedule to ensure that
attendance is being properly recorded. Performing daily, weekly and quarterly
data validations is a best practice
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Attendance Reporting: Suggested Reports

ClassMate provides a variety of attendance reports. A few of the most commonly used
administrator reports are listed below:

» Attendance History by class or student

e Hours Summary by class or student

« Instructor Sign-In Sheet

» Missing Attendance by Class

» Student Clock Hours Report

» Non-Classroom Hours by Student (Admin)

« Weekly Non-Classroom Hours by Class (Admin)

Commonly used Instructor reports:

* Instructor Attendance History Report

* Instructor Clock Hours Report

* Instructor Reconciliation Report

* Non-Classroom Hours by Student (Instructor)

* Weekly Non-Classroom Hours by Class (Instructor)

* Instructor Hours Summary by Class with Clinical
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