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Attendance Pre-Requisites
(Mandatory Step)

Attendance cannot be taken until the attendance conditions have been setup.

The Attendance Conditions should be setup by an Administrative team and reflect
the overall attendance policies of the school

Pre-Requisite 1- Attendance Conditions Worksheet

Attendance Categories are =) HARRIS

pre-loaded by ClassMate but -

conditions can be ClassMate™
customized.

Attendance Conditions Worksheet |

Attendance Condition Overview

Use the Attendance

Conditions Worksheet Attendance conditions are created in the Attendance Condition Information module. The

Attendance Categories are Present, Tardy Excused, Tardy Unexcused, Absent Excused —
to dete rmine What Legal, Excused from Class, and Absent Unexcused. These categories cannot be changed.

ClassMate comes with a variety of pre-defined attendance conditions, these conditions cannot
Attenda nce Conditions be re-named, you will want to review these conditions and set your default Work Ethic Grade,

Changeable status, and Negate Status. Please use the below workshest to create your
should be entered in attendance conditions for each category
ClassMate

Attendance Attendance Default Work Changeable | Negate Day
Category Condition Ethic Grade
SAMPLE: Excused | Senior End of Year 99 NO YES
from Class
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Pre-Requisite 2- Atendance Condition Report
The attendance conditions establish the default Work Ethic Grade assigned to each

student daily. The work ethic default grades and the associated conditions can be
found in areport entitled Attendance Condition Report. The report can be found:

My Reports > System Administration > =T System Administration_—>
i o e
Attendance Condition Report - ',,d Application User Report
] - ttendance Condition Rep
Printed at:  08/27/2018  2:11:34AM Attendance Condition Report Page:
Sequence #  Category ! Condition Work Changeabl Negate Imsiruci Billahk
Ethic Day Hours
Grade
Present Categnry
1 Student Present 10 Yes Ma Mo Mo
2 CO-0F Stadent - Present At Worl 10 Yes Mo Mo Mo
3 Present at AVTS All Day 10 Yes Mo Mo Mo
4 Present All AWV Session 10 Yes Mo Mo Mo
5 Present All PV Session 10 Yes Mo Mo Mo
Tardy Esrcused
4 Other - Tardy Excused 10 Yes Mo Mo Mo
9 Feleased Early - Parent/Guardian Fxcuze 10 Yes Mo Mo Mo
17 Feleased Early - School Activity 10 Yes Mo Mo Mo
138 Feleased Early - Co-Op 10 Tes I [a] Mo Mo
13 Feleaszed Early - NCC 10 Yes Mo Mo Mo
20 Feleased Early - Other/Legal 10 Yes Mo Y es res
Tardy Unescased
an Trecher TTinamrmarnad M ca T = +Tm [N [Ny

Should you have any questions about your attendance conditions
please contact your system administrator.
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Pre-Requisite 3- Atendance Condition
Information

My Folders: -
: tem Admini =
- Archive Update

Attendance cannot be taken until the
Attendance Conditions have been setup. The
Attendance Conditions should be setup by an : - :
Administrative feam and reflect the overall T #|Attendance Condition Information|
attendance policies of the school B g HiasEHatg Customibontol
@ ClassMate |D Control

& ClassMate Master Control

Go to My Modules > System Administrator >
Attendance Condition Information

NOTE: Once conditions are established and the school year begins, Work Ethic defaults CAN NOT be
changed as it will adversely affect the Work Ethic grade calculation for records already existing. If
you realize there has been a mistake all along with the set up, please contact the Helpdesk for
assistance with this change.

NOTE: Attendance Conditions are global, if you are a Multi Location/Division school, the Attendance
Conditions will be seen for every location. Due to this — it is wise to not delineate between “CTE”
and “SE” conditions, if they are common. Ex: Instead of 2 conditions: College Visit- CTE & College
Visit — SE, there should just be one condition: College Visit.
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Creating an Attendance Condition

Click the “Attendance Conditions” tab > Click to select an “Attendance Category” for the Attendance Condition
* The Attendance Conditions associated with the selected Attendance Category will appear under the
Attendance Conditions list
. Calendar ID: The present calendar year will default
. Attendance Category: verify the correct Attendance Category is selected
. Click the GREEN Arrow to auto-generate the next condition ID number
. Enter a “Sequence” number for the condition.
The conditions used the most should be first in sequence, i.e. #1, 2, 3
. Description: Enter a description for the attendance condition
6. Work Ethic Grade: Select a Work Ethic Grade for the condition, this grade will automatically be entered when

the condition is applied.

* The % only applies to Conditions that have a percent in Attendance Condition Information, when used, will apply an attendance percentage
For Example: 1st day of school you attend your percent will be 100% if absent next day then your percentage would be 50%, etc. ....

absent day 3 you'd have 66%....... - takes absence and divides by # of days

When you flag Condition as % and you have Work Ethic Percent set in Custom Control, if student has >=the Work Ethic Percent set in the
Custom Control module the student would receive the >= % Work Ethic High Grade and if less than Work Ethic Percent set, student would
then receive the Work Ethic grade set for <% Work Ethic Grade

7. Changeable: Click “Yes” if that WE grade can be altered, “No” if not

8. Negate Day: Click “Yes” to Negate the day based on that condition, “No” if the day should be included

9. Instruction Hours: CA Customers Only > Click “Yes”

10. Include Billing: BOCES Billing only, determines if condition will be included or not for billing totals Click “Yes”
11. Include Admin Web Excessive Absences: When counting Excessive absences, if not checked this condition is not included
12. Include Absent Letters: Click “Yes” if condition should be included in the counts for the absent letters

A WN =

Ul
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U Fle Edit View Report

oo Belk @

Atendance Conditions }ywork Ethic Base Datal
r .‘ /™™ 1 202021

- Present Category

D Tardy Excused

- Tardy Unexcused
General |

~@ Mhsent Excused - Legal
-9 Excused fiom Class
-9 Absent Unexcused

£ Present Category
- TVitual Student Present

1 Student Present

1 Student Present - Substitute

9 CO-0P Student- Present AtiWark .

19 Fire Prevention Week . U

46 Job Shadowing

51 Placement

66 UDS (farmerly Hilltop)

67 Visiting Another CTC Campus
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DG"Y AHendance Procedures - Attendance Submission Verification (Mandatory Step)

Getting Started Reports > Admin Attendance > Attendance Submission Report

Each day and session student attendance must be completed by the instructor using ClassMate. The attendance
must be verified in ClassMate as students grades are linked with attendance.

The daily student attendance verification is an administrative function which must be completed each session
everyday, usually at a specific time.

To verify that all teachers have completed their daily attendance, run this report at a specific time(s) each day. If
a teacher has not completed the attendance, follow the policies and procedures outlined for your school.

The specific attendance conditions do not display on this report and are not required at this point. The goal is to ensure ALL
teachers have matching Class Totals and Attendance Totals EVERY DAY.

Option 1: Attendance Submission Verification

The most efficient method to verify student attendance is the Attendance Submission Verification report lists
scheduled programs and classes. The report displays the class total (the number of enrolled students) along with
the attendance total (the number of attendances taken for the day). Any attendance condition applied will be

ta | | |ed e Attendance Submission Verification
* I’%\ln& 00/2272011  2:18:29PM 03/222011 F
S —
AM Session
For example: If a teacher has correctly taken 082272011  Course / Class | Instructor Class Total Attendance Total
Horticulture f AM / Ms Lori Stern 15 [1]
attendance for the day the class total should e —— = e T ; :
. - " " Aftendance
match the attendance total. If it does not, the Computer Progrimming / AM / Mrs. Anne Stem 5 0
. . Computer Metwork and Secarnity £ AM M. Ronald Cooper 19>
teacher has missed taking attendance for a Commelology s AML/ Mr. Leonard Fackers b o
[P . Cosmetology /| AMZ [ Mrs. Leatha Nelson 15 1
student. Missing attendance negatively e T e = :
impacts a students work ethic grade. Culinary Arts / AM2 / Dr. George Heard FE ]
Electronics / AM / Mr. Chris Reinhart 14 W (feomplete
Draﬂm; & Design / AM / Mr. A.dun Zimmer 10 :

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.



Administrative Attendance Y, y, HARRIS
‘\ School Solutions

Option 2: Daily Attendance Verification
Getting Started Admin Attendance > Admin Begin Session or SE Admin Begin Session
1. Verify the date.

2. Select aclass by clicking on the name. You usually begin with the first class and work down. As
administrative staff, you have access to all classes within ClassMate. If you work in an Academic
setting and need to see the Academic classes, click View on the top toolbar and choose Academic.
*Other Class views are also available from the View dropdown, depending on your class coding.

3. Ineach class ensure the students have an attendance status complete (For example, A,P,C,S,T, H or E
(for SE)) If a student has “NONE” attendance has NOT been taken for that student.
Contact the teacher, establish the student’s attendance status and edit the student attendance.

* Missing attendance negatively impacts students Work Ethics Grades and possibly State reporting.

* ClassMate AWS - DEMO_ClassMate - ** Live Environment ** - [Administration Begin Session (At14_MTB)]
it File Edit View Daily Attendance

oOee 8 9

Occupation Classes

. Behavior Remediation Progra “_ ooono2 000020 005283 1133638070000 -- 12:00:00 AWM

2 n Introduction to Construction | AM Introduction to Con 5 000005 460201 005283 1133638070000 9:00:00 AM A

Introduction to Culinary Caret Introduction to Culi 000006 120508 005283 1133638070000 9:00:00 AM - 00:

Introduction to Health Career Introduction to He: 000005 510899 005283 1133638070000 9:00:00 AM 9:00:00 &

Introduction to Manufacturing Introduction to Mar 000004 480508 005283 1133638070000 9:00:00 AWM 9:00:00 A . .
ion to T p i Introduction to Tral 000008 470604 005283 1133638070000 9:00:00 AM 9:00:00 A

Baking & Pastry Arts Baking & Pastry Arl 000001 120501 005283 1133638070000 9:00:00 AWM 9:00:00 A

Fammarcial Fanetooelinn 2 " Fammarcial Fanetn nnnnn? 4RN2M nnR28% 113IRIWNFONON q-nn-nn aM Q-I'II'I-I'IHd

M4 Introduction to Construction Careers - MJ /5

) |Burson Luke Calvin F @ NoneY »A (P C O3S (T {OH DOMN 020210240
Holms Micheal Steven F E‘Nﬁne A OPOCOS OT OH ETWN 020210347
Kish Seth John F @Mone (JA (3P (IC (35 (0T (OH ETWN 020210359
Long Dylan Randolph F @:None {3A (P OC S T OOH MC 020210676
Mottau Dru B F @None QA P IC S (3T (OH MC 020210648
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Attendance: Attendance Entry

Getting Started - Admin Attendance > Admin Begin Session or SE Admin Begin Session

It will become necessary to enter varied attendance conditions for an entire class. The reasons for this vary
but one of the most common scenarios would be when a substitute teachers is in the building. Substitute
teachers do not have access to the ClassMate system and must manually record attendance: Once
recorded, the attendance should be given to the attendance clerk for accurate record keeping in ClassMate.

1. Verify Date: The present date will default . The Drop-down menus allows the date to be changed.

2. Select the Course and Class from the list. As the attendance clerk you have access to ALL the course &
class lists. This enables you to enter attendance for any teacher in the building, regardless of the
reason.

3. If youworkin an Academic setting and need to see the Academic classes, click View on the top toolbar
and choose Academic.

4. Click on the bubble in front of the attendance condition that accurately reflects the student Status.
Select “A” for all absent students.

5. Click the Present button to quickly populate “P” for the present students.

Note: Inform your Administrator if instructors repeatedly do not take attendance or have daily errors. It is
a ClassMate best practice to have the teachers take attendance, not the administrative staff.
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I

5 Fle Edif| View | Daily Attendance

@ @ \_ﬁ{cupation Classes

Academic Classes

Supplement Classes

mn Surnmer Classes

Other Classes

l Refresh Classes

“ U petesh Atendance

e N L i R R i

ntraduction to Con 5 000005 460201 005283 1133636070000 F 9:00:00 AW

Introduction to Culinary Carei /AW Introduction to Culi 000006 (120508  |005283 1133638070000 F F 5:00:00 AM 9:00:00 2 _ _
Intraduction to Health Career AH | Intraduction to Hez 1 000005 (510893 005263 1133636070000 F F 9:00:00 AM 9:00:00 A 4'
Introduction to Manufacturing AM Introduction to Mar 1 (00004 (480508 |005283 1133638070000 F F 5:00:00 AM 9:00:00 2 . .
Intraduction to Transportation AM Intraduction to Tra 1 000008 470604  |005283 1133638070000 F F 5:00:00 AW 9:00:00 2
Baking & Pastip Ats Day  |Baking & Pastiy Anl 1 00001 [120501  |005283 1133638070000 F F 9:00:00 AW 9:00:00 4
Fammarrial Canetetinn /M Nan Cammerrial Conetn (1 nnnnn? ARN2M nnR287 T1IRRNZONON F F a:nn-nn &M QI'II'I'I'II'I_}Tj .
(K] Introduction to Construction Careers - MJ /5
p (Burson Luke Calvin yNone ®ASP CCOSOTOH DON 020210240 8:00:00 AM 11:20:00 AM 04/02/2071 |cmlfeltenberger
Holms Micheal Steven |[F [ None JANGP &C 05 0T OH ETwN  |020210347 8:00:00 AH 11:20:00 AM D4/02/2021 | crlfeltenberger
Kich Seth John F @Hone JAGPOCOSOTOH ETwN  |020710359
Long Dylan Randolph [ |@Mone (A P CIC VS O OOH MC 020210676
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Attendance: Attendance Entry by Class

Getting Started - Admin Attendance > Attendance By Class

In addition to entering individual attendance conditions for a class, ClassMate also can allow for the
insertion of an attendance condition for the entire class at one time. For example, if the school were to
have a power failure and all attendance for the entire school was taken manually, then given to the
attendance clerk for entry the following day when services are restored.

Entering Class Attendance > Present

1. Verify Date: The present date will default .The drop-down menus allows the date to be changed should
you need to enter attendance for a previous day.

2. Select the Course and Class from the list. As the attendance clerk you have access to ALL the course &
class lists. This enables you to enter attendance for any teacher in the building, regardless of the
reason. If attendance has not been taken, the grid will be empty.

3. If ALL the students in the class are present simply click the Present button to quickly populate “P” for
ALL the present students.

4. A dialogue box will display asking if you are sure you want to insert Present attendance for the entire
class? Select “Yes”

NOTE: ONLY USE THIS PROCESS IF ALL STUDENTS ARE
PRESENT IN THE CLASS.
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@
i3 File Edit View LateSlips

ose ® 9

ClassMate AWS - DEMO_ClassMate - ** Live Environment ** - [Attendance By Class (Att8_MTB)]

=- g Good Marning Chef Brock
--D Advanced Health Careers - MJ
gé--l:l Baking & Pastry Arts

-1 -Garfield 1
7] Behavior Remediation Pragram - . m
7] Cammercial Canstruction/hanagement
7 Culinary Arts/Chef
#-[1 Early Childhaod Education
(] Electratechanical Engineering Technology
-] Hospitality Business Management
-] Introcuction to Allied Health - M.
7 Intraduction to Construction Careers - MJ

[

B

[

[

B

[

[

[ .
&1 Introduction ta Culinary Careers - hJ B
-7 Infroduction to Health Careers - 4. !
[

[

£

[

[

B

[

[

B

71 Intraduction to Manufacturing Careers - MJ

71 Intraduction to Transportation Careers - MJ -
-1 Medical Terminology - MJ

1L Metal Fabrication _ .
-1 Precision Machining & Computer Aided Manufacturing I Baking Pastry Arts 1 - Garfield Attendance
(] Protective Services Academy
7] Public Speaking 101

-1 Residential Carpentry

-] Welding

@ Are you sure you want to insert Occupational present attendance for

the entire class?

e Yes | Ne
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Entering Class Attendance

Varied Attendance conditions

March 2021

m Verify Date: The present date will default .The
Drop down menus allows the date to be changed
should you need to enter attendance for a
previous day.

2
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 M 1 2 3

5 6 7 8 9 10
T DOToday: 04/02/2021

@ Select the Course and Class from the list. As e s
The attendance clerk you have access to ALL the | o) Q-| ,_3.| @'l
course & class lists. This enables you to enter
attendance for any teacher in the building,

% Good Morning Chef Brock
regardless of the reason. If attendance has not et rs -
been taken the grid will be empty. ?DB_TT”Q & Pacty Ao

@ Click on the word Edit, located along the top of the screen.
A variety of options for insertion will display.

> Insert Class Attendance |

Insert Class Attendance (only for class selected) [Eﬁ::ﬁ:,’,':ff::::,:: j—

E and Sex
Insert AM Attendance (for ALL AM Classes) e ]
I t Class Conditi L
Insert PM Attendance (for ALL PM Classes) E e CNino Toc
Insert PM Condition
Insert All Attendance ( All Classes) i e A
Delete Class Attendance
Delete AM Attendance S

This will insert a Present Attendance Condition for the ENTIRE selected ey
class and/or session based on whether the selected class is AieRie Al orenee
Academic, Occupational, Supplemental, Other
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Entering Class Attendance
Varied Attendance conditions

Click on the word Edit, located along the top of the screen.

A variety of options for insertion will display. Select by
clickin :
g Insert Class Attendance ﬁ
.. Insert AM Attendance
Insert Class Condition (only for class selected) = et P atiecence S5
Insert AM Condition (for ALL AM Classes) S N i
.. I onditio b :
Insert PM Condition (for ALL PM Classes) = S hino
ey Insert PM Condition
Insert All Condition ( All Classes) R g L
Delete Class Attendance
(@) Scroll to locate and select the attendance condition for el B
insertion for the class. Select by double clicking. papektoedtmace
This will insert the selected Attendance Condition for the
ENTIRE selected class and/or session based on
whether the selected class is Academic, Occupational,
Supplemental, Other 1| 5] Attendance Condition Selection E3n
l- File _I
gee ©
NOTE: ONLY USE THIS PROCESS IF ALL 4| 4 | Click to select an attendance condition or Double click to select and close. b |N|
STUDENTS HAVE THE SAME 6
ATTENDANCE CONDITION Student Present] 000001 oooom
Student Prezent - Substitute 10 Y 000009 noooo1
Virtual Student Present 1 Y 000999 000001
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Entering Class Attendance

Varied Attendance conditions TEdt View Late Sips
. : Hel
Click on the word Edit, located along the top of the screen. EE@
A variety of options for insertion will display. Select by  Insert Cless Attendance 2
Lo Insert AM Attendance
CIICkmg Insert PM Attendance

Insert All Atkendance I

Delete Class Attendance (only for class selected) —
Delete AM Attendance (for ALL AM Classes) : ;22:: Eﬁsé;?t?:f” 5
Delete PM Attendance (for ALL PM Classes) [ Insert PM Condition

Delete All Attendance ( All Classes) !

Delete Location Attendance Delete Class Attendance
Delete AM Atkendance
Delete PM Attendance
Delete All Attendance

This will DELETE the selected Attendance for the Delete Location Attendance

Insert All Condition

ENTIRE selected class and/or session based on
whether the selected class is Academic, Occupational,
Supplemental, Other

NOTE: PLEASE BE VERY CAREFUL IN USING
THE DELETION FUNCTIONS
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Attendance: Attendance Entry by Sending School

Getting Started > Admin Attendance > Attendance By Sending School

In addition to entering individual attendance conditions for a student or class, ClassMate also can allow for
the insertion of an attendance condition for the ENTIRE SENDING SCHOOL at one time. For example, if a
sending school holds all of their students for an entire session or they arrive late, then the attendance clerk
can insert the appropriate attendance condition at one time for the entire sending school.

1. Select District: Select the School District the sending school resides by clicking on the name (this will
automatically select all schools under the selected district.)

2. Select the Sending School: Select the Sending School the by clicking on the name

3. Verify School and Date: Ensure you have selected the correct school and date. The date can be
modified in this field if needed

4. Class Selection: Ensure you insert attendance for the desired class type

5. Overwrite Attendance: If attendance was taken and you would like the Attendance Condition being
inserted to Overwrite existing attendance, Click “Yes”

6. Arrival & Departure Time: Enter the Arrival & Departure time for students. Very important to
accurately record time as this could impact Certification Hours.

7. Select Attendance Condition: Select the desired Attendance Condition from the drop-down menu.

You also have the ability to filter the students that the Condition will affect by using the parameters.
Parameters include: Session, Block, Grade

NOTE: This process will apply a SINGLE Attendance
Condition to the selected Sending School students .
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Entering Student Attendance
By Sending School

Haris Career and Technical Center

[ Commonwealth Connection Academy C5
m -[J Commarmiealth Connection Acaderny C5
ast Stroudshurg School District
@ [4 Colonial Northamptan U #20 068427 /2018 8:31:31 AM

[A East Stroudsburg SHS South
[JEaston Area School District
~-[] Bethiehem Catholic High School
-] Centennial
-] Colonial Northampton 1. U. 420
-] Easton Acadermy
-] Easton Area High School
~-[]Easton Area Middle chool
[JFaith Christian Schoal (FC) 12004M
- [] Gatewsy Schoal
~[JHome schooled 12004M
-~[JLehigh Leaming Academy
~-[JMotre Dame High Schoal
OPhilip F. Lauer Middle School
[JPIUS ¥ High Schaal -
~[ Shawnee Intermediate High School AE - Parent/Guardian Witten Excuse - Absent Excused
|:|Lancaster School District 4E - Doctors Excuse - Absent Excused

~[OMcCaskey Campus AE - Legal Excuse - bsent Evcused Le. Caurt Issued)

. 4 -Paten/Guardan Cal- Absend Excused \
D:Leh\ghCareer&TechmcalInsntute AL nabonl S T - -

~[QLehigh County Vocational-Technical AL - In- School Suspension - HS

[ Mazarelh Area School District AE Death in Famil AhsentEkcused

~-[]Bethienem Cathalic |
~~[]Centennial
~[]Centennial School
~[J Colonial Northamptan 1. U, #20
~[JFaith Christian School
-] zateway School

[JHaome Schooled
~-[]Lehigh Leaming Academy
~-[JLehigh Walley Christian Schoal
~-[] Mazareth Area Senior High School
-] Nazareth Middle School
-] Notre Dame High Schoal

-] Pius ¥ High School
O Nunhamptuﬂ Area School District

-] Colonial Northamptan 1. U, #20
- [Morthampton Juniar High Schaal
--[JMorthampton Senior High Schoal
[ Palisades school District

..[JMatre Dame High Schoal

/
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Attendance: Attendance Entry by Sending School for ACADEMIC classes
Getting Started > Admin Attendance > Sending School Period Attendance

In addition to entering individual attendance conditions for a student or class, ClassMate also can allow for

the insertion of an attendance condition for the ENTIRE SENDING SCHOOL at one time. For example, if a

sending school holds all of their students for first & second period (delays) then the attendance clerk can

insert the appropriate attendance condition at one time for the entire sending school for just those 2

periods.

1. Select District: Select the School District the sending school resides by clicking on the name

2. Select the Sending School: Select the Sending School the by clicking on the name

3. Verify School and Date: Ensure you have selected the correct school and date. The date can be
modified in this field if needed

4. Class Selection: Ensure you insert attendance for the desired class type

5. Overwrite Attendance: If attendance was taken and you would like the Attendance Condition being

inserted to Overwrite existing attendance, Click “Yes”

6. Arrival & Departure Time: Enter the Arrival & Departure time for students. Very important to
accurately record time as this could impact Certification Hours.

7. Select Attendance Condition: Select the desired attendance condition from the drop down menu.

8. Select Work Ethic Grade: Choose the Work Ethic (WE) grade that will apply to all students in this school

9. Select a Session: ALWAYS Select NA for the Session

10. Select Period Block Attendance: Select all periods that apply

11. Select a Grade: Select the desired Grade levels (All is the default)

NOTE: This process will apply a SINGLE Attendance condition to the selected Sending school students .
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Attendance: Attendance Entry by Date Range

Getting Started > Admin Attendance > Class Exception Bulk Attendance

In addition to entering individual attendance conditions for a student or class, ClassMate also can allow for the
insertion of an attendance condition for an ENTIRE Location, District or Sending School at one time for a DATE
RANGE.

1.

w

Select Course: Select the Course by clicking on the name (this will automatically select all classes under the
selected Course) OR

Select the Class: If just applying to a specific Class, make individual selection(s) by clicking on the Class OR
Select the Green Check: to select ALL Courses & Classes

Enter Date Range: Enter the Start Date and End Date in the fields and check the Days of the Week the
dates correspond with.

Select Attendance Condition: Select the desired Attendance Condition from the drop-down menu

Arrival & Departure Time - Optional: Enter the Arrival & Departure time for students.

Very important to accurately record time as this could impact Certification Hours.

Select Work Ethic Grade: Choose the Work Ethic (WE) grade that will apply to all students in this school

NOTE: This process will apply a SINGLE Attendance Condition to
the selected Course / Class students within the Date Range Entered
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g Student Attendance

By Date Range

Q2
¥ File

Haurtiz - East Campus

[ Advanced Health Careers - BT
[] Advanced Health Careers - MJ
L1 - Advanced Health Careers - MJ - PM

[] Baking & Pastry Arts 2 04/05/2021

Le[]1 - Baking & Pastry Arts
w11 - Commercial Construction/Management Make DE!\_I of Week
Selections that
- Culinary Arts/Chef Il | ] ] entered Date Range
Applies to

| Engineering Technol
- Electro-Mechanical Engineering Technology
ospitality Business Management
[11 - Hospitality Business Management
[]Introduction to Allied Health - MJ
“-[01  -Introduction ta Allied Health (HACC-AH140)
[ Intraduction ta Construction Careers - MJ
[15  -Introduction to Construction Careers - MJ - AM
[16  -Introduction to Construction Careers - MJ - PM
(] Introduction to Culinary Careers - BT
ntroduction to Culinary Careers - MJ
1 -Introduction to Culinary Careers - MJ - AM
[12  -Introduction to Culinary Careers - MJ - PM
|1 Introduction to Health Careers - BT
[ Intraduction ta Health Careers - MJ
[11  -Introduction to Healthcare Careers - MJ - AM
[12  -Introduction to Healthcare Careers - MJ - PM
"] Introduction to Manufacturing Careers - MJ
[J1  -Introduction to Manufacturing Careers - MJ - AM
[12  -Introduction to Manufacturing Careers - MJ - PM
] Intraduction te Transportation Careers - MJ
[11  -Introduction to Transportation Careers - MJ - AM
[12  -Introduction to Transportation Careers - MJ - PM
Medical Terminology - MJ
01 -Medical Terminology (HACC-BIOL105)
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Attendance: Editing Attendance Conditions

Each day it will be necessary to update attendance conditions. This is due to students arriving late, leaving early
and the requirement to resolve known Attendance Conditions .

For example: Editing a student absence as needed due to excuse notes, home school schedules, etc.

Na School Solutions

Please refer to your school handbook for further clarification on these policies.

Getting Started
For Single Locations For Shared Locations
Double click > My Modules > Double click > My Modules >
Double Click Admin Attendance> Double Click Admin Attendance Options>
Click Attendance by Student Click SL Attendance by Student

- Admin Attendance -li Adrmin Attendance Options
— letion Y ADSEnte Leners
------ @ Admin Begin Session ﬁ Ahsent Letter Sent Deletion
...... & Admin SE CORE Attendance . @ Absent Letters by Course
------ ﬁ Adrmin WWork Ethic Comments ﬁ Admin Cert Summer Session
------ Q Attendance By Class ﬁ Cert Hours Daily by Class
------ 4 Attendance by Sending Schools ﬁ Cert Hours Manthly by Student
..... @ CertHours Monthly Dishursement
------ 2 Anendance Mesomon By Class - @ SF Services Attendance by Student
------ sﬂ} Attendance Resolution By Student ﬁ oL Aftendance by Student
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Editing Student Absences: Tardies & Early Dismissals

1. Scroll to locate the desired student. Select the student by clicking on their name.

2. Once a student has been selected, the student’s name, ID and enrolled courses & classes
will display.

3. Verify you are editing the correct student data.
4. Scroll to find the date you wish to edit
5. In the GREEN attendance column, click to the right of the attendance condition.

6. A black arrow next to the attendance condition will display > click the arrow to display
attendance conditions in a drop-down menu.

8. Select the new attendance condition to be applied by double clicking.

9. The new condition will now display in the date selected along with the default work ethic
grade.
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Editing Student Absences: Tardies & Early Dismissals

| Harris Career and Technical Center mn

Health Related Technology |PW PH 08/28/2017| 05417720018 11 510839 510893 |Anderson Alexa M 000012C

Anderson, Alexa M 000012099

Physical Education PH 08/28/2017 | 0170141900 11 000006 |00D0D6 |Anderson Alexa M 0000120

-4_{ Hanis Career and Techrical Center
- Anderson, Alexa M 000012039
8 bndersan, Alyssa R 000012485
8 hnderson, Anthory 000012209
B hnderson, Bianca | 000012515
E Anderson, Brenda L 000012522
B Anderson, Chistian 5 000012613
8 nderson, Colin E 000012148
B8 Anderson, Darian D 000012509 L] ﬂ
8 hnderson, Davien 000012523 —

2

Health Related Technology.l PM

E Anderson, Dominick J 000012524 Attend WE 5 EndTime
kg Anderson, Ermi G 000011634 tudent Present 4 classmate

€ F 09/29/2017 Student P 10 DAM|  D225PM|T 0000012099 (510899 [510839 |PM Da/23/208
B8 nderson, Glenn & 000012357
g Pl F /2872017 St Fesent i TI408M|  (225FMI T 100[T00012098 [510899 | 510698 PH 372372018 cassmate
8 Anderson, Isaiah 000012550 N 09/27/2017 11:404M]  0225PM|T 100/000012093 (510833 (510893 |PM 03/23/201 8] classmate
B Arderson, Jacob D 000012038 = | |
B hndersan Janch FOOOT 2087 F 09/26/2017| Student Present 10 11:40AM 0225PM|T

Student Present

CO-0P Student - Present #|7

Other - Tardy Excused 6

Y
OvR =, 6 Y
Y
Y

04/13/2009 |Doctors Excuse -Tardy B |6

Tardy Excused Per High S¢|6

F 12/01/2008 |Resolved Absent Unexct |1

Legal Excuse - Tardy Excu |6 .
J | sib
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Editing Student Absences: Tardies & Early Dismissals

If the student has arrived late to school or is leaving school early you MUST enter the time in
ClassMate. Failure to record time accurately will negatively impact certification hours.

Tardies: Change the start time to reflect the time the student arrived at school.

6

Highlight the time in the GREEN Start Time column Noators Exciss <Ta

Enter actual time the student arrived, using AM/PM designations

Click in any other field and the edit will automatically be saved.

Early Dismissals: Change the end time to reflect the time the student left school.

Highlight the time in the GREEN END Time column
Enter actual time the student departed.
Click in any other field and the edit will automatically be saved.

4] 4
0vR Date |Attendance WE StartTigfle | EndTime | Resoled
; F 1019/2010 |Student Present & 11:30 1Y PM [T
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Attendance: Resolving Student Absences

Each day it will necessary to update attendance conditions. This is due to students arriving
late, leaving early and the requirement to resolve known attendance conditions . For example:
Editing a student absence as needed due to excuse notes, home school schedules, etc.

Your ClassMate system has been customized to resolve or change student absences after a
specific number of days. Please refer to your school handbook for further clarification on these

policies.

Getting Started
For Single Locations For Shared Locations

Double click > My Modules > Double click > My Modules >

Click Attendance by Student Click SL Attendance by Student

-1 Admin Attandance I3 Admin Attendance Options
------ T AT Ene e Leletion T ADoENce Lot
------ & Admin Begin Session . @ Absent Letter Sent Deletion
------ ﬁ Admin SE CORE Aftendance Q Absent Letters by Course
------ ﬁ Admin YWorlk Ethic Comments Q Admin Cert Summer Session
------ & Attendance By Class - @ CertHours Daily by Class
el bttendapce ke Sending Schoals | | & CertHours Manthly by Student
. Q Attendance By studenty | ] e Q Cert Hours Maonthly Dishursement
------ & Attendance Resalution By Class -4 SF Senices Attendance by Student
------ ﬁ Attendance Resolution By Student Q SL Attendance by Student
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Resolving Student Tardies

To change or resolve a student absence due to an excuse
note.
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Na School Solutions

. Mark the student “Tardy” in ClassMate

. Change the start time to reflect the time the
student arrived at school. Highlight the time in 0471312009
the GREEN Start Time column, then type the F 15101008

Doctors Excuse -Tardy E:

%solve‘d Absent Unexcu

correct time, using AM/PM designations

. Click in any other field and the edit will
automatically be saved.

Attendance WE
octors Excuse -Tart |6

Note: The End Time Column should be edited for students leaving school early.
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To view those students with outstanding unresolved

abse nces, use : Harris Career and Technical Center

REPORTS: c T E 1660 Valley Center Parkway
Attendance Resolution Report K‘ g'fs““’ o

Attendance Resolution Report - Teacher

i Attendance Resolution Report
Supplemental Attend Resolution Report - Teacher | . wiams s BTN to 0942018 Puge Lf

Location

Program | Course

. Chss | Insiructor
MODULES: i
Attendance Resolution by Class Module Stuiaad
Tardy Tady  Absent Ahbsent Ahsent
Attendance Resolution by Student Module Attend Date Aﬂmdam:eDemipﬁnn Resolved Exeuwsed Unexcused From Class Excwed Unexeused

Hams Career and Technical Center
Lntomotive Body Repaiter [ Automotive Collision & Refinishing Technology

Report will list any unresolved absence for students. A1 M PgySim

A SessionPeriods | thn d
000012209 Anderson, Anthony

Edit the attendance condition in the same manner RLT018 Absent Tnescusd o .
as DFEViOUS|y described. Ahsent & Tardy Attend ance Totak: 1

J 4| « Anderson, Anthony 000012209 Ly
Automotive Collision & Refinis |[PM PM o1/18/52018 0170171900 (470603 (470603 [Anderson Anthony oo0o12209

» Ea 0 O = 0 0 - H e = = D) 018 ) 1 900 | 4 D60 4 11 = de 0 = 0 0a0o 1k
Automotive Technology A2 Al o8s28/5201 7 011772018 (470604 470604 | Anderson Anthony oooo1 2209
Physical Education PEA4F1 A 08/2852017 0150171900 (000006 | 000006 |Anderson Anthony o000l 2209
4] | 3|

4 .
|« Automotive Collision _ Refinishing Technology A Unresolved Attendance )
Attendance
» F a 02172018 absent Unescused F aloooo 2209 021 7 /2018 pstern
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Editing Student Attendance: Deleting Attendance

It will be come necessary to delete student attendance from time to time. This may be due to
an instructor error, a manual error or simply a wrong key stroke.

You must first determine if the deletion is for one student or an entire class. It is possible to
delete attendance both ways.

Getting Started
Double click > My Modules > Double Click Admin Attendance>
Click Admin Attendance Deletion
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Delete Attendance for a single student

8 Scroll to select the desired student name

Scroll to select the desired attendance date

@] Click the word “Edit” located on the toolbar bar along the top of the screen.
Select Delete Attendance to delete the attendance for an individual student on the
Selected Date only (you can also right click on date line and select Delete)

A confirmation to delete attendance for all courses and classes will appear, Click Yes to
continue deletion.

The accurate attendance can now be re-entered or inserted.

EIa:EMate for CTE - ClassMate - ** 3 Vrironment ** - [Admin Attendance Deletion (AT15_mtb)]
+ File Y Edit

D | Delete Attendance : |
Delete Class Attendance

Delete Class Type Attendance

Delete All Attendance
'Harris Career and Technical Center

08/28/2018 =

[=-i_{ Hariz Career and T echrical Certer
l Anderson, Alysza A 000012485
----- Anderson, Anthony 000012209
----- Anderson, Bianca | 000012515
----- Anderson, Brenda L 000012522
----- Anderzon, Christian 5 000012613
----- Anderzon, Collin E 000012148
----- Anderzon, Darian D 000012509
----- Anderson, Davien 000012523
----- Anderson, Dominick J 000012524
----- Anderson, Ermi G 000011684
Anderson, Glenn A 000012351

Anderson, Hector D 000012529

""" 4 F 03/23/2018|Health Related Technalogy Student Prezsent o T 0000 2099

----- Anderzon, lzaiah 00007 2550 B - - -- .

----- Anderson, Jacob D 000012038 D ay Stur 3 |1 il

[y ——, Ik © AONOA 9N07

Anderson, Alexa M 000012099
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Delete Attendance for a single student

Within the Admin Attendance Deletion module, users have the ability to delete attendance for a single date
but can also use a variety deletion methods

Delete Attendance Single student; attendance deletion for date selected

Delete Class Attendance Single student, all attendance for the selected class (am Cos)
Delete Class Type Attend Single student, all attendance for class type (academics)
Delete All Attendance Single student, all recorded attendance for all classes

When deleting large amounts of attendance ClassMate will prompt you to print an attendance
report prior to deletion. ClassMate always recommends printing a record of the students attendance prior

to deletion.

. Attendance Deletion by Type Report
LEdit Jview s
Delete Attendance .
I Harris Career and Technical Center
Delete Class Attendance i 1660 Valley Center Rurkwny
i Roseto, PA 18017
Delete Class Type Attend — E s
elete C1ass [ype Attendance B
yp 1 Printed: 0911412018 2:01-414M Attendance Deletion By Type Report Page [ of ]
| | d \z} Do you wank to print the attendance deletion report? T
De ete Al Atten ance Anderson, Alyssa R 000012485 WE
Atterd Date  Attendance Description Course | Class Crale Staritime  Endtime
Student A ttendance
08i2872007 Student Present Cosmetnlogy [ AM2 10 7:50:008M  10:25:004M
N " 10 750004M  10:25005M
e 2 10 750008M  10:25006M

| : 10 7500040 10:25:004M
| \?/ e you sure you want o delete Anderson, Alyssa R 's occupation attendance ? 10 T3000AM  10:23004M
| 10 7500040 10:25:004M
10 7500080 10:25:004M
10 7500040 10:25:004M
10 7500040 10:25:004M
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Getting Started
Double click > My Modules > Double Click Admin Attendance> E Wiew Daily Attendance Report
Click Admin Begin Session OR SE Admin Begin Session Insert: Class Present

' Delete Class Attendance by Date
Click the word “Edit” located on the toolbar bar along the top of the screen. | pelste Location Attendance by Date

Delete All Atkendance by Date

Select either:

Delete Class Attendance by Date: to delete the attendance for a single class on the
specified date.

Delete Location Attendance by Date: to delete the attendance for a single location
for ALL COURSES and CLASSES on the specified date.

Delete All Attendance by Date: to delete the attendance for ALL COURSES and

A confirmation to delete attendance for courses/classes will display
Click Yes to continue deletion.

\::’fj Are you sure you want to delete all attendance for 04/13/2009 ?

Accurate attendance can now be re-entered or inserted. Ve B we |
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From the top toolbar along the top of the Admin Begin Session module > click the word “Report” > select

report parameters and run report to generate the Daily Attendance by Class report.

Report
Daily Attendance by Class

Supplemental Daily Attendance By Class

Other commonly used Administrative Attendance reports found under the Reports Category:

Individual Students
Student Attendance History
Student Daily Work Ethics Report

Attendance Verification & Totals
Attendance Submission Report
Attendance Totals Report
Attendance Verification Report

Attendance Validations > Student Enrollment > ClassMate Data Validations
Missing Attendance — will only return classes that are set up to include WE Grading

Duplicate Attendance — please print report as this validation deletes “duplicated

attendance” for you to review & keep on file
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1660 Valley Central Parkway
Suite 500
Bethlehem, PA 18017

Questions? Contact us!
ClassMate HelpDesk
855-984-1228

support.classmate.net
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