Genesis Student Information System User Documentation

ATTENDANCE - Configuring Interactions between Daily &

V.

9/10/2006

Class Attendance

Introduction to Daily and Class Attendance Interactions
Configuration Parameters for Attendance Propagation
Setting Up Daily and Class Attendance Interactions

a. Set Flags to Propagate Daily Attendance to Class
Attendance

b. Set Flags to Propagate Class Attendance in a
Designated HR Period to Official Daily Attendance

c. Set Configuration Parameters for Section vs. Class
Attendance

Setup Daily and Class Attendance Codes
a. Link Daily Attendance Codes to Class Attendance Codes
b. Link Class Attendance Codes to Daily Attendance Codes

Period vs. Course Section “Class Attendance”

Page 1 of 11



Genesis Student Information System User Documentation

l. Introduction to Daily and Class Attendance
Interactions

“Daily Attendance” is a student’s official attendance for the day. In New Jersey this is the
attendance information that must be reported to the state on the monthly Attendance
Registers and on the October 15" NJ ASSA Report.

“Class Attendance” is a student’s attendance for each individual course section or period of
the day.

A student gets one official Daily Attendance Code for each day, and gets one Class
Attendance Code for each course section or period of each day. There are separate sets of
codes for Daily and Class Attendance. Daily Codes are configured on the screen and Class
Codes are configured on the screen.

Both Daily Attendance Codes and Class Attendance Codes must be set up — and linked
together — to enable Daily Attendance to propagate to Class Attendance or vice versa.

Interactions between Daily and Class Attendance

Genesis can be configured to allow official Daily Attendance to automatically propagate to
Class Attendance. For example, if a student is marked absent for a given day, the student
will automatically be marked absent in every period/course section that meets on that day.

Genesis can also be configured to work in the opposite direction: to allow Class Attendance
taken during a designated “Homeroom period” (e.g. “Period 1) to automatically propagate
to official Daily Attendance.

Genesis can be programmed to allow both these mechanisms to operate simultaneously — to
allow teacher-taken class attendance in a designated HR period to propagate to official Daily
Attendance, and, simultaneously, allow “Daily Attendance” taken by people in the main
office to propagate to Class Attendance.

This document describes how to configure these interactions between Daily and Class
Attendance.

“Round Trip” Class Attendance to Daily Attendance to Class Attendance Propagation
e When Genesis is programmed to allow both propagation mechanisms to operate
simultaneously, “Round trips” from Class Attendance propagating to Daily
Attendance propagating back to Class Attendance in a limited way are possible.

e Round trips from Daily Attendance propagating to Class Attendance propagating
back to Daily Attendance: are not possible: they are blocked.

Round trips are explained in detail below.
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Il.  Attendance Propagation Parameters

Setup->Schools->School Parameters->Basic Parameters
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Figure 1 — The Setup->Schools->School Parameters—>Basic Parameters screen shows all existing codes

Enable the Propagate Daily Attendance to Class Attendance Feature
The various Attendance flags are listed on the setup>Schools>School Parameters>Basic
Parameters Screen. There are three Attendance configuration flags on this screen:

1. The Allow HR Class Attendance to post Daily Attendance flag
2. The Allow Daily Attendance to propagate to Class Attendance flag
3. The Allow Period Attendance to overwrite posted Section Attendance flag

The Allow HR Class Attendance to post Daily Attendance Flag
This flag enables/disables the propagation of Class Attendance taken during a designated HR
period to official Daily Attendance.

The Allow Daily Attendance to propagate to Class Attendance Flag
This flag enables/disables the propagation of official Daily Attendance to Class Attendance
for all classes.

he Allow Period Attendance to overwrite posted Section Attendance Flag
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Setting Up Daily and Class Attendance Interactions

A. Set Flags to Propagate Daily Attendance to Class
Attendance

To enable Daily Attendance to propagate to Class Attendance, the Allow Daily Attendance
to propagate to Class Attendance flag must be set to “Yes”.

To do this:

1.
2.
3.

Go to the Setup>Schools screen

Locate the school for which you want to adjust attendance propagation

Click on the P parameters icon button corresponding to your selected school. This
will bring up the “Basic Parameters” screen for that school.

Select the Allow Daily Attendance to propagate to Class Attendance flag and click
in the “yes” radio button

Click “save” to apply your choice.
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B. Set Flags to Propagate Class Attendance in a
Designated HR Period to Official Daily Attendance

To enable Class Attendance for a designated period to propagate to Daily Attendance, the
Allow HR Class Attendance to post Daily Attendance flag must be set to “Yes”.

To do this:

1. Go to the Setup=>Schools screen

2. Locate the school for which you want to adjust attendance propagation

3. Click on the P parameters icon button corresponding to your selected school. This
will bring up the “Basic Parameters” screen for that school.

4. Select the Allow HR Class Attendance to post Daily Attendance flag and click in the
*“Yes” radio button

5. Click “save” to apply your choice.

Round Trips

If both the Allow HR Class Attendance to post Daily Attendance and the Allow Daily
Attendance to propagate to Class Attendance flags are set, it is possible for a “round trip”
from Class Attendance for the designated HR Period to Daily Attendance back to Class
Attendance for all other periods to occur.

1. Step 1: Class Attendance is taken in the designated HR period. The student is either
absent or comes in tardy and a Class Attendance code other than “Present” is selected
for the class.

Step 2: The selected Class Attendance code is linked to a Daily Attendance Code.

3. Step 3: The linked Daily Attendance Code is posted to the student’s Daily
Attendance status. The Daily Attendance Code itself is linked back to a Class
Attendance Code.

4. Step 4: The linked Class Attendance code is now used to update all other Class
periods for the student (but not the designated HR period which was already updated
directly by the HR teacher).

N

It is not possible for a “round trip” from Daily Attendance to Class Attendance for all periods
back to Daily Attendance to occur. Round trips from Daily Attendance to Class Attendance
are blocked; when a user posts Daily Attendance directly, the Daily Attendance Code posted
may be linked to Class Attendance Code. If so, the Class Attendance Code is posted as
described, but no further actions are taken: no ‘round trip’ back to Daily Attendance is
permitted.
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C. Set Configuration Parameters for Period vs. Course
Section Class Attendance

To enable Period instead of Course Section Class Attendance, the Allow Period Attendance
to overwrite posted Section Attendance flag must be set to “Yes”.

To do this:

1.
2.
3.

Go to the Setup>Schools screen

Locate the school for which you want to adjust attendance propagation

Click on the P parameters icon button corresponding to your selected school. This
will bring up the “Basic Parameters” screen for that school.

Select the Allow Period Attendance to overwrite posted Section Attendance flag
and click in the “Yes” radio button

Click “save” to apply your choice.
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IV. Setup Daily and Class Attendance Codes

To enable Daily Attendance to propagate to Class Attendance, the Allow Daily Attendance
to propagate to Class Attendance flag must be set to “ves”.

Attendance->Attendance Codes-> Attendance Codes—>Attendance Codes List
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Figure 2 - The Attendance>Attendance Codes>Attendance Codes—>Attendance Codes List
screen

Setting Up Daily Attendance Codes to Propagate to Class Attendance
Even if the above flags are set, Daily Attendance will not propagate to Class Attendance
unless the Class Codes are programmed into the Daily Codes that will trigger them.

To program the Daily Codes to trigger off Class Codes, each individual Daily Code must be
updated with the Class Codes it must trigger. To do this, follow the procedure below:

1. Go to the Attendance>Attendance Codes->Attendance Codes=>Attendance Codes List SCFeen.

2. Locate a Daily Attendance Code you wish to trigger Class Attendance Codes

3. Click on the Edit icon button corresponding to your selected code.

4. Update any or all of the 3 Class Attendance Code fields — see below for an
explanation of these codes.

5. Click “save” to record your programming.
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A. Link Daily Attendance Codes to Class Attendance
Codes

Class Attendance—>Attendance Codes-> Attendance Codes—>Modify Attendance
Codes
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Figure 3 - The Attendance>Attendance Codes>Modify Attendance Code screen

Linking a Daily Attendance Code to Class Attendance Codes

There are three “Class Attendance Code” fields on each Daily Attendance Code and these are
used to propagate the Daily Attendance information to Class Attendance, as appropriate for
this one code.

The three Class Code fields on each Daily Code are:

e Class Attendance Code field — If this field is set, the other two fields are ignored.
This code affects all of the student’s classes meeting “today”.

e Class Attendance Pre-Event field — This field affects the currently meeting class
only — the class meeting at the moment the Daily Attendance Code is actually posted.

e Class Attendance Post Event field — This field all classes meeting later in the day —
and specifically not the class meeting at the moment the Daily Attendance Code is
posted.

If the class Attendance Code field is blank, either or both of the other two fields can be set.
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None of the 3 fields are required to be set: all may be left blank.

The Daily Attendance to Class Attendance Propagation Mechanism
Propagation of Daily Attendance to Class Attendance is controlled by the three codes
described above. The mechanism works as follows:

e If the “class Attendance Code” field is set, then when this Daily Attendance Code is
given to a student, all of the student’s classes for the day are marked with the Class
Attendance Code specified here. The Class Code Pre-Event and Class Code Post
Event fields are ignored.

e |f the “class Attendance Code” field is NOT set and either or both of the class code
Pre-Event Or Class Code Post Event codes are set, when this Daily Attendance Code
is set for a student:

O The class Code Pre-Event is used to set Class Attendance for the class that is
currently meeting. This code applies only to the currently meeting class.

0 The class Code Post Event is used to set Class Attendance for all classes that
meet later in the day. This code does not apply to the currently meeting class,
but to all classes that meet after it.
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B. Link Daily Attendance Codes to Class Attendance

Class Attendance->Attendance Codes-> Attendance Codes->Attendance Codes List
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Figure 4 — The Class Attendance->Attendance Codes->Modify Attendance Code screen

Linking a Class Attendance Code to a (Daily) Attendance Code
In contrast to the three Class Attendance codes that can be specified on a Daily Attendance
Code, a Class Attendance Code is linked to only one Daily Attendance Code.

To specify the Daily Attendance Code to be linked from a Class Attendance Code, do the
following:

1. Go to the Class Attendance->Attendance Codes SCreen

2. Locate the Class Code on which you wish to specify a linked Daily Attendance Code.

3. Click on the Edit icon button corresponding to your selected code. This will bring up
the “Modify Class Attendance Code” screen for the selected Code

4. Locate the “Corresponding Daily Attendance Code” field and select the Daily Code.

5. Click “save” to apply your choice.

When is this necessary?
Placing a Daily Code on a Class Code is only necessary when propagating Class Attendance
for a designated HR period to Daily Attendance.
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V. Period vs. Course Section Class Attendance
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