Attendance Best Practices
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Classroom Attendance

* Taking Attendance
e Use of comment field to the benefit of teachers and office staff
* Read only if taken at the office

e Visual indicators if attendance is needed
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Teaching Center Attendance

Teaching Center v¢ Instruction > Overview > Teaching Center

Attendance
09/19/2025

25.96 Harrison High ~Term 1 2) 4100-6 Physical Science A

STUDENTS PRESENT ABSENT TARDY
21 18 2 1

2 o

Combined Physical and
24 students

3 e
W 3) 4100-4 Physical Science A Campus, Daniel (Caex)
14 students

Comments

Parent called- excused Read only - marked in
PP o]

- attendance office
Cooper, Dorborwulu nz T

6 e ACT o -
Bl 2sectio Bl /CT)2850-1 AP Economics Graber, William nz ;

44 students 27 students
Harrowing, Tom ‘ P T
\&H@\ [oHr\Hr)\J© -
2 e Comments Allows teacher to enter
Combined Physical and Hum... ﬂ Parent email - out of towr] Bmove a comment
- A
25-26 Arthur Elementary - T1 22 / 24 students /
Huppentaum, Milos ‘ P | a | T 1 ‘ o ‘
- = RSV RVE RN

- READ) 315-3 Language 3 Attendance is taken, teacher is in compliance. Jaywheh, Barwulu -Z T ‘

Attendance Not Taken
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Classroom Monitor

* Monitoring what teachers have taken attendance
 Reminder to teachers that they must click ‘save’
* Recording substitute teacher attendance

* Print the Incomplete Teacher Attendance Report
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Classroom Monitor

Classroom Monitor ¥ Shortens the list if you have team teacher situations Attendance Office > Attendance Management > Classroom Monitor

Classroom Monitor

This tool monitors classroom attendance.

Green indicates teacher has taken attendance

Date: | 09/19/2025 |-:-| | Refresh | = Incomplete Teacher Attendance @’Primary Teachers Only Last Refreshed: 01:51:10 PM

Teacher Dept Contact 0 1 2 3 4 5 b T ACT
Aarons, Mitchell Science e :?)J 4150-2 (-24) |4150-8 (—/23) |4100-6 (19/21) - 8300-1 (-/28) 41001 (-123)
Abra, Dean Mathematics e :3); 1800-1 (—/16)  1800-2 (--/16) |1900-1 (-J3)
Addy, Joseph A Elective | :_:)f 35101 (-/6)
Administrator, Demo 54 Hre E;f':{f” 4100-4 (114) 41003 (~24) 9002 E:g_g} 2850.1 (-/27)
Albinak, Gina Business/Career | i 539 8025-1 (-423) 8200-1(—/6) 8025-2 (-/24) 80253 (/25)
Allen, Theon W Foreign Language| =4 :‘-‘-)J 51151 (-17) 5130-1 (—18) 51101 (--17)
Anderson, Abigail Business/Career | :_-")r 8525-1 (-125)
Battrum, Deon Foreign Language| i :_-")r 54201 (--19)
Baxter, David Social Studies A :‘-")r 21011 (-12)
Beavere, Bernard English 4 :_3)1 3100581-1 (—f25) 310051-4 (-/25) 3900-2 (--/28) | 3900-3 (-25)
Bensan Daonna Qacial Studias v B 2700 4419\

®
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Substitute Attendance

Classroom Monitor ¥ Attendance Office > Attendance Management > Classroom Monito

Date Selector
|09/19/2025 |75 | Change Date |

Student Name Excuse Comments
Students (23)

11 Crane, Pani

11 Crawford, Daniella

11 Earhart, Carooke

Albinak, Gina Business/Career 80251 (22123 11 Garneis, Meghann

11 Gisiko, Cassy

11 Goodman, Suzanna
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Incomplete Teacher Attendance

. «fftraini infini ' / itor/ i Tx=
Classroom Monltor i:.; (&) https://training179.infinitecampus.com/campus/attendance/monitor/classroomMonitor.fop?x=attendan

Classoom Monitor [ fEl 1 jas Do

This tool monitors classroom attendance.

INCOMPLETE TEACHER ATTEMDAMNCE REPORT

Date; | 09/19/2025 [‘:u] | Refresh | '5 Incomplete Teacher Attendance 09/19/2025
Teacher Dept Contact 0 1 TEACHER PERIOD COURSE-SECTION MAME
. . (Y
Aarons, Mitchell Science oA e 4150-2 (24) 41508 (-/23) 4 Aarons, Mitchell 0 4150-2 Physical Science B
= b Aarons, Mitchell 1 4150-8 Physical Science B
Abra, Dean Mathematics A _3)_-; Aarons, Mitchell 6 8300-1 M5 Office Applications I
.| Aarons, Mitchell ACT 4100-1 Physical Science A
: o Abra, Dean 4 1800-1 Pre-Calculus A
{ o ¥
hdd?: JDSEph A Elective M N-)’ Abra, Dean 5 1800-2 Pre-Caloulus A
4 Abra, Dean =1 1900-1 Calculus A
Administrator. Demao o 1 Addy, Joseph 5 3510-1 Yearbook Semester |
= Administrator, Demo 3 A100-4 Physical Science A
. . . ; < Administrator, Demo 5 4100-3 Physical Science A
Mbinak, Gina Business/Career | i .j)! 8025-1 (22/23) 82001 (--/6) 8 Administrator. Derno . g 7D Foundations A
®
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Daily Attendance Processing

* Daily Attendance Processing
* Overview of student attendance events by day
* On-screen colors
* ‘unknown’ codes should be corrected
* Scheduled Task
* Edit student attendance

 Summary and Caller reports
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Attendance Code Setup

AttendanceExcuse Detail

* Absent, unexcused/excused (o |
| eCju{Iie
— Minutes deducted from present Absant Excused |
Ercused |
* Absent, exempt e e e
Early Release Exempt
I s Unexcuse >
— Minutes not deducted Unexcused

» e.g., school trip, athletic participation (not in building)
* Present, any excuse

— Minutes not deducted

» e.g., ISS, nurse office (physically in building but not in class)
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Daily Attendance Processing

* Unknown (gold)
— Ensure all are resolved

— Scheduled task available

* Excused (-)
* Unexcused (.)

* Exempt (-)

— Generally student is not in attendance; minutes not deducted from ADA
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Daily Attendance Processing

Da”y Attendance Prgcegsing W  Attendance Office > Attendance Management > Daily Attendance Processing

ﬂ Summary Report E Caller Report EES}F to see Excuse type by color

Daily Attendance

Date: 09/19/2025 - Unknown Excused Unexcused Exempt ote: For additional section detail

Day: Friday - Period Schedule: Daily hover over a period in the grid below.

Ad Hoc Filter | w~ |ﬂ Cross-Site Enrollment

Student Number Grade 0 L 2 3 4 5 6 T ACT
Details Campus, Daniel 171750002 09 -
Details Craft, Andrea 109177 " T

Details Crawford, Daniella 7635198 | 11 JAUXS T

Details Curl, Karim 109481 1" A

Details Gisiko, Cassy 20635328 1 T

Details Harrowing, Tom 115897 09 A

Details Huppentaum, Milos 118199 09 T
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Scheduled Task to Set Unknown

* Campus Community Update Unknown Absences to Unexcused Absences

Update Unknown Absences to Unexcused Absences

This query can be used to update all existing unknown absences to unexcused absences.

Note: This query was updated to account for cross-site enroliment, where absence information is matched between two
different locations without the need for them to be manually updated.

_ ¢ The district must change the codes at the end of the SET/CASE statement to the codes appropriate to the district. |_#

UPDATE a

SET a.excuseid = case COALESCE(x.status, a.status)

WHEN A" THEN (SELECT AE.excuseid FROM AttendanceExcuse AE WHERE a.calendarid = ae.calendarid AND ae.[code]
WHEM 'T" THEN (SELECT AE.excuseid FROM AttendanceExcuse AE WHERE a.calendarid = ae.calendarid AND ae.[code]
END

FROM dbo.Attendance a

LEFT OUTER JOIN dbo.AttendanceExcuse x ON x.excuseID = a.excuselID AND x.calendarID = a.calendarID

INNER JOIN calendar ¢ ON c.calendarid = a.calendarid

INNER JOIN schoolyear sy on sy.endyear = c.endyear

WHERE (a.excuse is null and x.excuse is null) and a.crosssitesection = @

it
- =

AND sy.active=1

@ . . L A
| te o~
. o o 20
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https://kb.infinitecampus.com/help/task-scheduler#TaskScheduler-UpdateUnknownAbsencestoUnexcusedAbsences

Edit Student Attendance

1. Click on/A 4. Code and Comments are filled

R Save
5. Attendance is updated to -

2. Enter Code / Comments

3. Fill Down

Daily Attendance Processing %

Daily Attendance Processing % . e T
Daily Attendance Processing #

Summary Report Caller Report
Save
Mote: For additional section detail Save

Day: Friday - Period Schedule: Daily hover over a period in the grid below. Attendance Information
Ad Hoc Filter w | @ Cross-Site Enroliment Attendance |nf0rmati0n
(Swdent | Number Grade 0 _1_ 2 W Date: 09/19/2025

Is Campus, Daniel 171750002, 09 A Date: 09/19/2025
Details Craft, Andrea 109177 " T Name: Daniel Campus - 171750002
Details ails Craw‘inrd. Daniella 7635198 n - U Period Code Status Excuse Present Minutes Comments W
Details Curl, Karim 103481 n 0 ** Not Scheduled Period Code Status Excuse Present Minutes Comments
Details Gisiko, Cassy 2835328 1 T o TR
Details Harrowing, Tom 115897 | 09 A 1 . ot Schedule
Details Huppentaum, Milos 118199 09 T

AEX: Absent Excused

1
v
g ¥ || Absent ~ 0 Parent called- excused 2

AEX: Absent Excused

Absent ¥

Parent called- excused

3
Y 3
AEX: Absent Excused Parent called- excused
Y 4
Details Campus, Daniel AEX: Absent Excused Parent called- excused
e — ** Not Scheduled
Y 6
7 AEX: Absent Excused Parent called- excused
Y 7
ACT - AEX: Absent Excused Parent called- excused
ACT

Fill Down Clear

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance
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AEX: Absent Excused

Parent called- excused

Fill Down Clear

e

Cannot record attendance. Student is not scheduled or course doesn't take attendance.




Attendance Summary Report

Daily Attendance Processing #

Mote: For additional section detail

8] el ;
Day: Friday - Period Schedule: Daily hover over a period in the grid below.

Ad Hoc Filter + | @ Cross-Site Enrollment

Student Number Grade 0

Details Campus, Daniel 171750002
Details Carrison, Khalil 108293 " A
Details Craft, Andrea 109177 | 11 T ' ; : ; .
Details Crawford, Daniella 7635198 11 T
Details Curl, Karim 109481 | 11 - Can be filtered with Ad Hoc
Details Gisiko, Cassy 2835326 | M T
Details Grasle, Rita 3035333 1 A
Details Harrowing, Tom 115897 09 A
Details Huppentaum, Milos 118199 09 T . - .
Day: Friday - Period Schedule: Daily
Ad Hoc Filter *Honor Society Students
Student Number Grade 0
Details Curl, Karim 109481
®
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Attendance Summary Report

Daily Attendance Processing #

Mote: For additional section detail

8] el ;
Day: Friday - Period Schedule: Daily hover over a period in the grid below.

Ad Hoc Filter + | @ Cross-Site Enrollment

Student Number Grade 0

Details Campus, Daniel 171750002
Details Carrison, Khalil 108293 " A
Details Craft, Andrea 109177 | 11 T ' ; : ; .
Details Crawford, Daniella 7635198 11 T
Details Curl, Karim 109481 | 11 - Can be filtered with Ad Hoc
Details Gisiko, Cassy 2835326 | M T
Details Grasle, Rita 3035333 1 A
Details Harrowing, Tom 115897 09 A
Details Huppentaum, Milos 118199 09 T . - .
Day: Friday - Period Schedule: Daily
Ad Hoc Filter *Honor Society Students
Student Number Grade 0
Details Curl, Karim 109481
®

Simple Il Powerful

REPRODUCTION OR QUOTATION, INWHOLE ORIN PART, IS STRICTLY PROHIBITED.
Copyright ®2025-2026 Computer Information Concepts, Inc.




Attendance Summary Report

H .25'26H. h Daily Attendance Summary Report
5856 PEEChtI’EEa Pral;lltfvgynMet:gCity NE 55436 Date: 09/19/2025
Generated on 09/19/2025 03:02:46 PM Page 1 of 1 Report generated for Administrator, Demo

Period
Grade Student Number 0 1 2 3 4 5 6 7 ACT
09 Campus, Daniel 171750 AEX AEX AEX AEX AEX AEX
002
Comment: Parent called- excused
1 Carrison, Khalil 108293 A
1 Craft, Andrea 109177 T
11 Crawford, Daniella 7635198 AUX T
Comment: per sub
1 Curl, Karim 109481 AUX
1 Gisiko, Cassy 2835328 T
Comment: per sub
11 Grasle, Rita 3035333 A
09 Harrowing, Tom 115897 A
Comment: Parent email - out of town Code legend
09 Huppentaum, Milos 118199 T
/
Attendance Code Legend:
AEX: Absent Excused APT: Medical Appointment verified by note ARES: Attendance-Behavior Related AUX: Absent Unexcused
AX: Absent Exempt CN: Counseling Office DEER: Deer Hunting ISS: In-School Suspension
NS: Nurses Station 0SS: Out of School Suspension PRE: Present SCN: Scanln

TU: Tardy Unex

®
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Caller Report

* Helpful in resolving unknown Absences

Daily Attendance Processing
Note: UnKnown Absences

Summary Report Caller Report

Daily Attendance

Note: For additional section detail
hover over a period in the grid below.

Unknown [EXeused Unexcused Exempt

Day: Friday - Period Schedule: Daily

[ ~|% Cross-Site Enrollment
_ Number

171750002 08
T T

108293 11

Grade 0 1 2 | 3 | 4 5 6 | T |ACT
(AEX AEX  AEX

|

I Petails Carrison, Khalil

Details Craft, Andrea [ 109177 T 11 | ?5'26 . Attendance Caller Report
Details Crawford, Daniella 7635198 11 [AUXN T beach Ha:r::soanlgh - . Date: 09/19/2025
: : tr arkway, ro Cit .
B joe 1 (A Generated on 09/10/2025 030847 M. Page 1 of 1 Report generated for Administrator, Demo
gtails Gisiko, Cassy 2835328 11 T
Details Grasle, Rita 3035333 1 | A [ |
Details Harrowing, Tom 115897 09 A
L[}etails Huppentaum, Milos T 116199 | 09 | Period
Grade Student Number 0 1 2 3 4 5 6 7 ACT
11 Carrison, Khalil 108293 A

11 Grasle, Rita

09 Harrowing, Tom

Carrison, Alberta Mother Home: (763)555-2975
Carrison, Tait Father Home: (763)555-2975

3035333 A

115897 A

Comment: Parent email - out of town

Harrowing, Ellea Mother
Harrowing, Hugo Father

Home: (555)555-5043
Home: (555)555-5043

Attendance Code Legend:

AEX: Absent Excused
AX: Absent Exempt
NS: Nurses Station
TU: Tardy Unex

APT: Medical Appointment verified by note
CN: Counseling Office
0OSS: Out of School Suspension
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AUX: Absent Unexcused
ISS: In-School Suspension
SCN: Scanln

ARES: Attendance-Behavior Related
DEER: Deer Hunting
PRE: Present




Attendance Entry Wizard

* Think of numbers as steps into creating or editing an entry

* Different Modes
* Create attendance entries
* Edit attendance already entered in the system

* Check-in/out Mode: calculates present minutes for accurate reporting

Use of Attendance Entry Wizard to work more efficiently
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Attendance Entry Wizard

Attendance Entry Wizard ¥
Date 1. Date 0911972025 | [

2. Mode @ Daily () Period () Batch () Edit () BatchEdit () Checkin () Check Out

IVI O d e 3. Students A. Search for Students

1.

2. -
3. Students - search e
4.

SSNI/PIN | H

Based on mode selected

Ad Hoc Filter

Search

4. Daily Enter attendance information and click Save

Attendance Code
Comments

Comments Options | Append comments

Overwrite Existing Data
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Attendance Entry Wizard - Mode

* Daily

* Period

* Batch —date range, time span

* Edit —one student at a time

e Batch Edit — could be used to update unknowns
* Check In —assumes student has a record

* Check Out
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Attendance Entry Wizard — Search options

3. Students A. Search for Students

e Last name / First Name

Last Name

¢ G rade First Name

Grade

e Student # SSNPIN

Student #

* Attendance Code (already coded)

Att Code

Status/Excuse

» Status/Excuse (already coded)

Course - Section

* Course — Section (Sixth Grade Trip) Period

Ad Hoc Filter

) Pe riOd Search

e Ad Hoc
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Attendance Entry Wizard

Demo
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https://training179.infinitecampus.com/campus/TrainingWY01.jsp

Attendance Communication

* Create a daily attendance message

* Can specify what qualifies parents to receive a message

* Can save the message as a template to be used when needed
* Attendance Messenger Scheduler

* Schedule messages from saved templates

* Can be used to send out messages in bulk daily

* Acts as reminder to parents to contact school regarding absence
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Attendance Messenger

Attendance Messenger v¢ At

Attendance Messenger

Attendance Messenger sends attendance related messages to Messenger contacts based on the criteria selected. To limit the message recipients, select an A«

The Template Name and User/Group can be changed after selecting Save or Copy.

User/Group | User v | Template | V| Save | Copy | Delete

Enter the filter criteria for Attendance Messenger:

Grade Status Excuse Minimum Periods
| All Grades v | AND | A-Absent v | AND | Unknown AND | 4 |

Ad Hoc Filter (Further narrows criteria)

| v

Unknown
Effective Date Limit delivery to contacts that speak
09/19/2025 | No Language Preference v |
Delivery Devices: Inbox Email Voice Text E:Excused
Reply To Email:  |icdemo@icdemo.mg.infinitecampus.org | Caller ID: |(763)555-5550 U:Unexcused
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Attendance Messenger

Message Subject| Unknown Absence

| Campus Fields can be used to

Message Body
1 B I U =

i
il
i
.
nl

& BHE ®

personalize the message

Ul
I
5]
|
wvh

Subreports are

available, also

for unknown reasons. Please contact the Attendance Office regarding this matter.

Unknown absences will be counted as unexcused and towards the state's truancy

policy.

Sincerely,

| sch.principalName |

{ sch.principalTitle

| sch.principalEmail

Insert Sub-Report

Select The Field To Insert

Leamer
LearnerPlanning
¥ Attendance

Period Mark Summary
Course Mark Summary
Whole/Half Day Summary
Exact Day Summary
Single Day Count Summary

Grading

Behavior

StudentPortfolio

Health

Point of Sale

Transportation
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Insert Campus Field

Select The Field To Insert

¥ Student
Demographics
School Boundaries
School Calendar
School
District
Learner
Census
Health
Attendance
Assessment
Grading
Learner Portfolio
Standards Portfolio
Locker
Fee
Transportation
Activities
Early Warning
Campus Usage
FRAM
Custom Tab: OLR Athletic Health |
Custom Tab: Technology Assets
Point-of-Sale

Response to Intervention
Programs Fact
¥ Attendance Messenger
effectiveDate
periodsMissed
status
¥ Messenger Recipient
firstName
lastName
addressLine1
addressline2




Attendance Messenger

| Record a Message |

Browse and upload a recorded message (.wav file format) Voice / text options available with
| Choose File | No file chosen Upload Premium add on

Browse and upload an email attachment

*Can record a message or 'robovoice’
will read text of email message*

| Choose File | No file chosen Upload

Text Message

Infinite Campus recommends not exceeding 140 characters as this may result in multiple messages being
sent to recipients in random order.

student lastName , was marked absent today

for unknown reasons. Please contact the Attendance Office regarding this matter.
Unknown absences will be counted towards the state's truancy policy.

Delivery Date: | 09/19/2025 |

Send Inbox/Emails at: | 09:02 AM | Dial Window: | 8:00 AM | until |6:00 PM

| Test | | Preview/Send

Preview option!
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Attendance Messenger Scheduler

* Looks at current day’s attendance

e Daily —if needed multiple times,
set two schedules, i.e., AM/PM

* Hourly — does not send more than
one per student per day

Attendance Messenger Scheduler v

Save

Attendance Messenger Schedules
_1] 3 Unexcused Absences - Course Mark Summary

25-26 Carter Middle
25-26 Cleveland Elementary
25-26 Fillmore Middle School
25-26 Harrison High
*Start Date/Tim I |

Ad Hoc Filter (Further narrows criteria)

Delivery Devices:
Send Emails at:

Email Voice

03:55 pm

Recurring Freqyg®

1t | .
Daily or Hourly recommended

*Reply To Email: *Caller ID
icdemo(@icdemo.mg.infinitecampus.org | (763)555-5550
Send confirmation email
Attendance Filter Criteria Detail
Grade Status Excuse Minimum Periods

1

Limit delivery to contacts that speak

Text
Dial Window:

8:00 AM until 6:00 PM

i)
_1 6 Unexcused Absences - Course Mark Summary
_] Absent Unknown
=11 E}ail\,rArLendance Message -
] Elementary 10am - Daily
] Hourly Schedule -- Hclurly Name the schedule
] Elementary 2:30 - Daily Select calendar(s)
+-_] Multiple Tardies Start Date/Ti
_] Unexcused Absence Warning a ate/ lime
Activity Registration Recurrence
+ Administrators v
Scheduled Attendance Message For Absent U-'% _Lwn
*Schedule Name Disabled
| U 1 time only
*Calendar Sender
25-26 Arthur Elementary a Demo Administrator
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Attendance Contact Log

* Track communication regarding student attendance

 Works in conjunction with attendance letters

Attendance Contact Log ¢ Attendance Office > Student Attendance > Attendance Contact Log

Abegg, Dylan V (Dyvan) [2} Student #: 171900001 Grade: 12 DOB: 09/15/2007 Counselor: Joy Counselor

% Medical Condition(s) & HS Graduation 84 Custody Restriction Bl Peer Tutor NHS 504 Student
Contacted About  } Module u Contacted By : Contacted : Contact Type : Date/Time | : Details :
- 02/17/202509:40 Called Dad, Dylan has had some unexcused attendance and is
Abegg, Dylan Attendance Administrator, Demo Donald Abegg Telephone 2017/ - y -
AM at risk of a truancy citation.

Attendance Contact Log v Attendance Office > Student Attendance ~ Attendance Contact Log

)
‘ Abegg, Justin J (Jay) (2} student#: 1101900001 Grade: 09 DOB:01/01/2011 Counselor: Joy Counselor
. * Medical Condition(s) ™ HS Graduation  # After School Care

Contacted About  } Module n Contacted By : Contacted : Contact Type : Date/Time | : Details :
. L Recipients hidden, Attendance . 08/12/2025 11:20 - -
Abegg, Justin Attendance Administrator, Demo Letteﬁ U.S. Mail Ah:; d Elem 2 days absent, qualified date: 07/29/2025
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Attendance Letters

* Create attendance letters with specific qualification criteria
* Run attendance letters against a list of students
* Resulting letters are of students who met the qualification criteria

* Option to print letters and create attendance log entries with one button

* From Campus Forum a workaround to send by Messenger using an ad hoc
based on ‘printed’ and logged letters
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https://community.infinitecampus.com/forums/showthread.php?14570-Emailing-Attendance-Letters/page2

Attendance Letters

Course Marks
Whole/Half Day Absences
Exact Day Absences
Single Day Count

Absenteeism Level

Attendance Letters ¥

Attendance Letter Wizard

Select a Letter Type and give the letter a Name. Qualifying criteria varies depending on the sel¢

*Name |3 Unexcused and/or Unknown Abs| [ Allow Letter Requalification

I Attend Cod
Select a letter type and enter attendance criteria: encance f.oce

“Type [Period Marks ) Attendance Type

Attendance Code v

Attendance Code Weight
% [AUX:Absent Unexcused v|

Add Attendance Code
*Qualification Criteria for Letter

Interval O by Year (O] by Term @) by Course @) by Course/Term O by Date Range

25-26 Harrison High Terms
01 O2 O3 g
Total Across All Checked Terms @

+ Select terms for additional calendars

Filter students by selecting teachers andl/or sections:

Teachers (Total 255 Sections (Total 462 Sort by ® Number O Name
All Teachers a All Sections a

Aarons, Mitchell .
Abeggert, Laney

Abra, Dean

Addy, Joseph
Administrator, Demo
Administrator, System

1100-1 Integrated Math |
1100-2 Integrated Math |
1100-3 Integrated Math |
1100-4 Integrated Math |
1100-5 Integrated Math |
1100-6 Integrated Math |

Albinak, Gina 1100-7 Integrated Math |
Allen, Theon 1100-8 Integrated Math |
Allsey, Dino v 1175-1 H Integrated Math | v

CTRL-click or SHIFT-click to select multiple

Organized To: | User Account v|

| Save | Save and Continue -> | Back |
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Attendance Letters

Attendance Letters ¥

Attendance Office
Attendance Letter Wizard

Attendance Communication

The contents of the attendance letter can be formatted using the editor provided below. The default letter heading/mailing information included on each letter can be found here

Attendance letters are printed using the default Preferred Language. Translated text may be entered for additional languages. Click here for more information regarding Preferred Lanﬂuaﬁe seluE
*Name

3 Unexcused and/or Unknown Absences

Preferred Language (7] Active

Campus Fields and
— e Sub-reports can be
en_US: US English vE I 4 == ::dded
es_MX: Spanish (Mexico)
o the Parent or Guardian of:
[studentfirstName || student lastName |
Yourstudenthasaccumulated 3 Absenceswnh a type . Once a 4th Absence is met, you
must come in for a meetings with the Guidanc i

Slngle Day Count Summam

Please contact the Attendance Office with any concerns.
555-000-0000

Organized To:

| User Account

| Save Format(s) | Done |
®
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Attendance Letters — Preview

[
|
|

Attendance Letters ¥

Attendance Letter Wizard

Select the students who may receive a printed attendance letter. Students who have already recei Harrison High
5856 Peachtree Parkway Report generated:
Click Print Letters to access options for sorting and posting information to the Attendance Contact | Metro City, NE 55436 09192025
(763)555-5555
Students who have only a non-Primary service type enrollment in this calendar have an asterisk n¢ 2‘:‘3‘;‘;‘?2’:” 200001

Birthdate: 08/ 15/2007

Preview Summary - 3 Unexcused and/or Unknown Absences

5 Parent/Guardian of. Abegg, Dylan Victor
Qualified 9876 Maple Street
Blaine, NE 55449

L1

MName ~ | Grade

Abegqg, Justin J 09 071211202
99 o the Parent or Guardian of:

Drylan Abegg
Abegg, Dylan V 12 08/31/202 Your student has accumulated 3 Absences with a type of Unexcused andfor Unknown. Once a 4th Absence is met, you
must come in for a meetings with the Guidance Counselor to discuss this issue.

Term 1 Absent (Scanin): 2025-08-31
Absent (Unexcused): 2025-08-03
Absent (Unexcused): 2025-08-04

Term 1 Days Total: 3
Term 2

Term 2 Days Total: 0
Term 3

Term 3 Days Total: 0
Term 4

Term 4 Days Total: 0

Please contact the Attendance Office with any concerns.
555-000-0000

EERL T T V]
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Attendance Letters —Print

Sort printed letters by: | Student Name w |

Contacted by™ Principal, One v

Update Attendance Contact Log:

| Close || Print |
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Attendance Letters —Print

Attendance Letters W

Attendance Letter Wizard Harrison High
5856 Peachtree Parkway Report generated:
Metro City, NE 55436 09/18/2025
Select the students who may receive a printed attendance letter. Students who have already recei (763)555-5555
Student #171800001
Click Print Letters to access options for serting and pasting information to the Attendance Contact Grada: 12

Birthdate: 08/15/2007
Students who have only a non-Primary service type enrollment in this calendar have an asterisk n

. Parent/Guardian of: Abegg, Dylan Victor
review Summary - 3 Unexcused and/or Unknown Absences 9876 Maple Street

Blaine, NE 55449

) Mame * | Grade % | Qualified o the Parent or Guardian of:
Drylan Abeqgg
. Your student has accumulated 3 Absences with a type of Unexcused andfor Unknown. Once a 4th Absence is met, you
D Abegg, Justin J 03 07/21/208 must come in for a meetings with the Guidance Counselor to discuss this issue.
0 Abegg, Dylan V 12 08/31/202 Term 1 Absent (Scanin): 2025-08-31
Absent (Unexcused): 2025-08-03

Absent (Unexcused): 2025-00-04

Term 1 Days Total: 3

Term 2
Term 2 Days Total: 0

Term3 |
Term 3 Days Total: 0

Term 4
Term 4 Days Total: 0

Please contact the Attendance Office with any concerns.
EEE NNN-M00N
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Attendance Letters —Print

Attendance Letters ¥ Attendance Office > Attendance Communication > Att

Attendance Letter Wizard

Select the students who may receive a printed attendance letter. Students who have already received this letter are not selected, and a new letter does not print unless the checkbox next to their name is marked.

Click Print Letters to access options for sorting and posting information to the Attendance Contact Log.

Students who have only a non-Primary service type enrollment in this calendar have an asterisk next to their grade level. Students whose enrollment or calendar end date has passed appear in red.

Preview Summary - 3 Unexcused and/or Unknown Absences [ ] Hide printed students
] Name * | Grade % | Qualified * | Printed % | Logged Contact % | Reset -
O Abeqgg, Justin J 09 07/21/2025 09/19/2025 09/19/2025 »

0) Abegg, Dylan V 12 08/31/2025 09/19/2025 09/19/2025 *
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Attendance Tips & Tricks

* Student absences
* Add attendance code after confirming with parent/guardian
* Fill down to mark out for remainder of day
* Teachers see code and comments (read only)
* Changes can be made when called for
e Attendance Wizard for clean up
 Make bulk edits with ease using search parameters

» Use of activity courses for attendance purposes
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Reports

* Most commonly used
* Sub Attendance Roster Report
* Lunch Counts
* Attendance Change Tracking Report (only if Auditing Attendance)
* Federal Chronic Absenteeism Report
* Consecutive Absence Report

e Period Count
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Attendance Office Reports

Not based on

state reporting calculations

Reports

ADM and ADA Detail Report Consecutive Absence Report Period Count Report
Attendance Change Tracking Day Count Report Period Detail Batch Report
Report Dialer Extract Positive Attendance Summary
Attendance Reason Report Federal Chronic Absenteeism Report

Attendance Register Report Scan History

Attendance Unexcused Code Funding Report Section Change Tracking Report
Analysis Home & Hospital Attendance Sign Out Audit Report

Barcode Labels Register Sub Attendance Roster Report

Behavior Attendance Audit Report  Lunch Counts

Some reports are specific to Campus Workflow
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Sub Attendance Roster Report

Sub Attendance Roster Report v¥

Substitute Attendance Rosters

This tool prints section rosters with additional information intended to allow substitute teachers to take attendance on paper for future entry.
Enter the date for which attendance is being taken in the Effective Date field.

Day Selection Course Selection

Effective Date |09/19/2025 [T Teacher All Teachers A

Period Aarons, Mitchell #98765
m Abeggert, Laney # .

Abra, Dean #10810

Addy, Joseph Alan #10723

Administrator, Demo #123456789
Administrator, System U-SA21 #

Albinak, Gina #11162

Allen, Theon Warren #10724

Allsey, Dino #10725

Anderson, Abigail #4562546

Axtman, Deborah Lyn #10816

Backes, Pearce #112289

Battrum, Deon #10726 v
CTRL-click or SHIFT-click to select multiple

P I IS I U R ]

Display Options

Show Tardy Column Sort By ® Number O Name
Show Time In/Out Columns HoEE
O 1001 AP Statistics

Shade Alternate Rows 1050 AP Calculus .
E] Primary Teachers Only 1100 Integrated Math |
Ll show Period Schedule Name 1175 H Integrated Math |

1200 Integrated Math Il
1300 Integrated Math Il

Student Options 1400 Integrated Math IV
() Student Picture 1500 Consumer Math A
O 1550 Consumer Math B
i 1600 Statistics A
[ student Number 1650 Statistics B
(] w 1700 Trigonometry A
- Nickname 1750 Trigonometry B v

CTRL-click or SHIFT-click to select multiple
School Comment (printed on all)

® Report Format:
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Sub Attendance Roster Report

25-26
Harrison High Teacher: Aarons, Mitchell
5856 Peachtree Parkway, Metro City NE 55436 Effective Date: 09/19/2025
Generate on 09/19/2025 04:34:58 PM  Page 1 of 2

Course: 4150-2 Physical Science B Room: 1225
Period: 0 Time: 07:40 AM-08:35 AM Students: 24 M: 15 F: 9
Student P A T Time in Timeout Comments

09 Baum, Allison

09 Goulder, Filippo

09 Grammlich, Saxton

09 Gunther, Vachel

— — — — — — — — w— w— w— — w— — — w— — — — — — — — — —w— w— w— w— w— w— —

To the best of my knowledge, the information contained on this document is verified as accurate and complete.

Signature Date
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Attendance Change Tracking Report

e Attendance Auditing must be enabled

— System Settings > System Preferences > System Preferences
toward the bottom of the page

System Preferences kg
Save
Require Race/Ethnicity Data for: | Mo ane v
Require Race Selection: Mever
Require Race/Ethnicity Determination for: | No one " |

If the Required flag is selected for any of the Race/Ethnicity fields in the Attribute/Dictionary, that field
required regardless of the System Preference setting.

Enable Attendance Auditing
Flag Health Conditions
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Attendance Change Tracking Report

Attendance Change Tracking Report ¥

This report will extract attendance changes that have been made for the selected attendance date range during the
selected modification time frame. Each meodification to a student's section attendance is displayed in a separate row so
please try to limit the length of the Attendance Date Range entered. The report can be printed in two formats CSV and
HTML.

What attendance dates would you like to include in the report?

Start Date End Date

Madification Date Range | |-;.| | |';.|

Attendance Date Range”

What filter criteria would you like for the report?

Student Number | |
Student StatelD | |
Modified By | v

® Include only attendance audit records that are tied to a course section

) Include all attendance audit records

') Include only attendance audit records that are no longer tied to a course section

How would you like the report printed?

Format @

HTMI

| Generate Report

Simple Il Powerful

REPRODUCTION OR QUOTATION, INWHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright © 2025-2026 Computer Information Concepts, Inc.




Federal Chronic Absenteeism Report

Federal Chronic Absenteeism Report v¢

Federal Chronic Absenteeism Report

The Federal Chronic Absenteeism Report will provide a summary of Chronic Absenteeism detail by School. The School selected
in the Campus toolbar will report.

Users may opt to report Chronic Absenteeism for the District. A summary of Chronic Absenteeism will be provided for each
School in the District.

The summary view for the school(s) will be subdivided by calendar. The summary view will show Chronic Absenteeism totals for
each calendar(s) within a school(s). All calendars will be summed to show totals for a school.

Student lavel details will be provided for the School selected in the Campus toolbar. Only one school may repert at a time. There
are two ways to view student level details within the report:

* Details by Calendar - Chronic Absenteeism will report for non-excluded student enroliment(s) tied to a calendar.
Students that have enrollments in multiple schedule structures for the calendar will be summed.

* Details by Schoel - Chronic Absenteeism will report for non-excluded student enroliment(s) tied to calendars for the
school. Students that have enrollments in multiple calendars within the school will be summed.

Users may opt to schedule the execution of the Federal Chronic Absenteeism report by selecting Submit to Batch. Report results
may be retrieved using the Batch Queue List located at the bottom of the editor or via System Administration > Batch Queue =
Batch Queue Admin

Ad Hoc filters may be used. The Federal Chronic Absenteeism Report may be run for the active year as well as years previous.

Users may render the Federal Chronic Absenteeism Report using the following formats:

*CSV
*DOCX
**PDF

**Due to maximum record limits, POF cannot be used for Schools who have 40,000 or more Students. PDF will not be able to
render the report and users will experience an error. Similarly, if Include District Totals is selected and the District has 40,000 or
more students across all schools within the District, PDF will not be able to render the report and users will experience an error.
It is recommended that users select CSV to allow completion of repeort precessing and proper rendering of results.

Please select the detail you would like to see Report Format:
© View Details by Calendar () Include District Totals

) View Details by School

Ad Hoc | v |
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Federal Chronic Absenteeism Report

25-26 Federal Chronic Absenteeism
Harrison High Detail Type: By Calendar
5856 Peachtree Parkway, Metro City NE 55436 School: Harrison High ~ #Calendar(s): 2
Generated on 09/19/2025 Include District Totals: No  #Schools in District: N/A
04:45:08 PM Page 1 of 15 AdHoc Filter: None
Harrison High
Student Federal Federal
Calendar Count Days Absent Percent Absent
25-26 Harrison High 876 12 0.02%
25-26 Harrison High Sem 60 3 0.05%
Total 936 15 0.03%

Detail: Harrison High, 25-26 Harrison High

Federal
Days Federal Chronically
Student Name (Student #) Absent Percent Absent Absent
Abegg, Dylan (171900001) 4 6.78% N
Abegg, Justin (1101900001) 4 6.78% N
Atwood, Nadia (131900011) 0 0.00% N
Bauer, Michael (031110005) 0 0.00% N
Baum, Allison (161900004) 0] 0.00% N
Baum, Mary (161900001) 0] 0.00% N
Bhakta, Arjun (055460071) 0 0.00% N
Blaha, Ashley (668538) 0 0.00% N
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Consecutive Absence Report

Consecutive Absence Repor‘t pie Attendance Office > Reports » Consecutive Absence Report

This report counts the instructional periods in which a student is scheduled during the date range entered. If the student is absent from all scheduled instructional periods the student is counted as absent in this report. Non-
Instructional periods are ignored.

This report displays a summary of the attendance data by student and calendar. If the date range is left blank the report will default to the calendar start and end dates.

Which date range would you like to include in the report? Which calendar(s) would you like to include in the report?

Start Date |:|l| ® active year
End Date |:\l| O list by school

J Active Enrollments Only O list by year
Which students Id like to include in th r? 25-26
ich students would you like to include in the report? 15 25.26 Arthur Elementary

® Grade 25-26 Arthur Elementary
EC 25-26 Carter Middle
HK 25-26 Cleveland Elementary
KA 25-26 Fillmore Middle School
KB 25-26 Hamrison High

,::::;, Ad Hoc Filter 25-26 Harrison High Sem

25-26 Taylor K-8

5PS 25-26 Carter Middle

Consecutive days absent: KG 25-26 Arthur Elementary
Minimum* KG 25-26 Cleveland Elementary

. Van Buren High School 25-26
Maximum

il

Minimum percent absent per day” [,

Which Absence Excuse type should be counted?

@ Unexcused, Excused, and Unknown

'
'/ Unexcused, and Unknown

Report Format:

CTRL-click or SHIFT-click to select multiple

| Generate Report | Submit to Batch |
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Period Count Report

* Total Count sums all values for all periods and determines if those totals meet
the values entered in the Having at Least/Having at Most fields.

* Count by Period sums the attendance marks for each period and reports
values based on the Having at Least/Having at Most fields.

* Can specify by either/or both
e Status / Excuse

e Excuse Code
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Period Count Report Total Count

Attendance Counts By Period

25-26 All Grades  Effective Date: 09/19/2025 Group By Period

Harrison High Date Range: 07/01/2025 - 06/30/2026 Total Count: >= 5
5856 Peachtree Parkway, Metro City NE 55436 Status: Absent Excuses: Unknown, Excused,
Generated on 09/19/2025 04:51:57 PM Page 1 of 1 Unexcused Excuse Codes: All Excuse Codes

Total Students: 7

Period

Student 0 1 2 3 4 5 6 7 ACT
Abegg, Dylan V (#171900001) 4 4 4 4 3 3 4 4 4
Grade: 12 Total Absence: 34
Abegg, Justin ) (#1101900001) 4 4 4 4 5 5 5
Grade: 09 Total Absence: 31
Baum, Allison (#161900004) 2 1 1 1
Grade: 09 Total Absence: 5
Campus, Barry (#171900002) 2 2 2 1
Grade: 11 Total Absence: 7
Campus, Daniel (#171750002) 1 2 2 1 1 1 1
Grade: 09 Total Absence: 9
Cardinal, Peggy M (#161900006) 2 2 2
Grade: 12 Total Absence: 6
Hornischer, Laima (#117898) 1 1 1 1 1 1 1

Grade: 09 Total Absence: 7

Copyright © 2025-2026 Computer Information Concepts, Inc.
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Period Count Report Count by Period

Attendance Counts By Period

25-26 All Grades Effective Date: 09/19/2025 Group By Period
Harrison High Date Range: 07/01/2025 - 06/30/2026 Count By Period: >= 5
5856 Peachtree Parkway, Metro City NE 55436 Status: Absent Excuses: Unknown, Excused,
Generated on 09/19/2025 04:53:50 PM Page 1 of 1 Unexcused Excuse Codes: All Excuse Codes

Total Students: 1

Period

Student 0 1 2 3 4 5 6 7 ACT

(93]

Abegg, Justin | (#1101900001) 5 5

Grade: 09 Total Absence: 15
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Attendance Aggregation

* View and select which attendance views and stored procedures are applied
to Chronic Absenteeism calculation

» Affects Federal display in Student Attendance Tab
* District, not school, level setting
* Quartz job runs nightly
 Some reports rely on this and are “a day behind”
 Example: Student Information > Attendance > Daily Detail

 Manually run only when calendar changes are made
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Attendance Aggregation Preferences

Attendance Aggregation Preferences %

Save

the student's attendance tab.

calculations.

*Aggregation Calculation
*Detail View
“sSummary View

Schedule Supplemental Calculation

Attendance Office

Attendance Aggregation Preferences

Results of attendance aggregation calculations are used in attendance reporting such as Chronic
Absenteeism. Attendance aggregation calculations process nightly.

The Attendance Aggregation Preferences tool allows Districts the ability to select and apply the
following attendance aggregation calculation preferences:

« Aggregation Calculation — The attendance calculation that will be used for processing
aggregate attendance. Currently, only one option is available but individual states may vary.

» Detail View — Reserved for future attendance functionality.

* Summary View — Used to determine how Chronic Absenteeism is calculated and displayed on

+ Schedule Supplemental Calculation — District scheduled, additional run, of the Attendance
Aggregation calculation. District users should note the following:
o Only attendance entered before the supplemental run time will be included in

o Qvernight calculation processing will not be affected.
o |tis recommended that any scheduled processing of attendance calculations be
completed during off-peak hours as performance may be compromised for use

| sp_SummarizeAttendance v |

[ v AttDayDetail Federal v |

| v_AttDaySummary_Federal v |
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Settings » Attendance Aggregation Preferences

v_AttDayDetail Approx
v_AttDayDetail Exact

v_AttDayDetail ExactMinute
v_AtiDayDetail Federal

v_AttDaySummary_Approx
v_AttDaySummary_Exact
v_AttDaySummary ExactMinute

v_AttDaySummary_ Federal
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Chronic Absenteeism (Federal)

Attendance ¢

Abeqgg, Dylan V (Dyvan) [ Student #: 171900001 Grade: 12 DOB: 09/15/2007 Counselor: Joy Counselar
% Medical Condition(s) M HS Graduation 8% Custody Restriction NHS ™ 504 Studemt

ﬂ = Period Detail = Daily Detail Diocuments
Term 1 07/01/2025 - 09/26/2025 Unknown  Excused  Unexcused Exempt

Instructional Days: 65 Present Days: 60.53

Period 01234567 ACT T Date Period
Apsert 44/4 43344 4 M

EardyRelesse 0/ 0 0 00D Q00 0 [/}
Tardy o/t|oj1|oj1/1/1| 0 | &

Term 2 09/29/2025 - 1219/2025
Instructional Days: 60 Present Days: 60

Period 012 34567 ACT|T OE1L2025
Abset (00000000 O O w2025
EaryRelesse 0 0 000000 0 O ---
= esene o s M s s s
02M1I2025 -
Term 3 12/22/2025 - 03/20/2026 Mon
Instructional Days: 65 Present Days: 65 071282025
Period 0/1/2/3 4 567 ACT T un:umz:m
Mbset (00000000 0 O Thu

EarlyRelease 0 0 00 0 0 0 0

s [=] ||
Tardy gojo0j0 000 0 O ATHNZ025
Thu

Term 4 03/23/2026 - 06/30/2026
Instructional Days: 72 Present Days: 72
Period 0123 a/5/6/ 7 ACT|T

Apsant goooo00o00 0 D

072112025
Man

EaryRelease 0 00 00000 0 O
Tty _J0]0j0[v0jojojo] 0 Jo Chronic Absenteeism Information (Federal)
Course Number & Name | Absent  Tardy Absenteeism Percentage (Federal) Chronically Absent
1800 Pre-Calouius A 3 1 6.78% (Federal)
2530 Word Religions 4 0
3475 H English 12 4 1 Scheduled Days (YTD)
4850 AP Chemistry 4 1 59
8000 20 Foundatons A # ! Days Absent (Federal) @
G050 20 Foundations B 3 0 4
8200 Stuclio Art: Painting 4 1

Chronic Absenteeism Information (Fed eral)
Qh;ssinheism Percentage [Federal) E.;:mhhsﬂd

Scheduled Days (¥TD)
58

Days Absent (Federal) @
4
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Attendance Aggregation Refresh Wizard

Attendance Aggregation Refresh Wizard W Attendance Office > Settings - Attendance Aggregation Refresh Wizard

Attendance Aggregation Refresh

The Attendance Aggregation Refresh Tool forces a manual update of aggregate attendance data for all students in the
selected calendar(s). This data is used for absenteeism calculations and other attendance reporting in Campus.
Attendance aggregation is automatically updated each night and includes the previous day’s attendance information and
any other attendance modifications (excluding calendar and course level changes). Manually performing this refresh only
needs to be done when:

« A calendar or course level change modifies attendance in the past.

« Today's attendance data, or recent attendance modifications, need to be included prior to the nightly automatic
run. < Manual run needed

« Aggregate attendance data needs to be calculated for past calendars.

« Other applications at your district also collect attendance information that needs to be included in the automatic
run (these are applications outside of Infinite Campus tools).

It is recommended that this task be completed after school hours and for a limited number of calendars at a time. Selecting
all calendars for a district at one time may compromise performance for all users.

NOTE: Calendar level changes affecting attendance do not refresh aggregation data. If such modifications are made, this
tool should be run to update existing aggregation data.

Find more information about this tool here.

Select Calendars
Which calendar(s) would you like to select?

O] active year
O list by school

O list by year

25-26

15 25-26 Arthur Elementary
25-26 Arthur Elementary

25-26 Carter Middle
25-26 Cleveland Elementary

AR 8 Cillonarca Aiddla Cobhanl
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Daily Detail Report

Attendance ﬂ? Student Information > General > Attendance
- Aarens, Joey [2} Student #: 104368 Grade: 03 DOB: 09/07/2016

m & Period Detail # Daily Detail Documents
studentDayDetail fop - Work - Microsoft Edge — O
Term T1 07/01/2025 - 10/24/2025 Unknown -- ) https://training179.infinitecampus.com/campus/attendance/student/studentDayDet...
Instructional Days: 84 Present Days: 82 .46
Period AM PM READ MATH SCI SOC MUSIC PE ART T Date B = = 1 | oft e Q
Absent 1 2 0 0 0 0 0 0 0 3 AM PM READ MATEH
Ealy ‘9 o 0 0o 0o o o0 0 0 0 08/1812025 .-
Release 0B/1212025 Note the absence of the current day's
Tardy 0 O 0 0 0 0 0 0 0 0 T . . .
e attendance in this report
Term T2 10/27/2025 - 02/20/2026
Instructional Days: 85 Present Days: 85 'Ida - Deta“ Page 1 of 1
Period AM PM READ MATH SCI SOC MUSIC PE ART T Generated: 09/19/2025 01:17:01 PM
Absent 0 O 0 0 0 0 0 0 00
Early
Release 0 0 0 0 0 0 0 0 00
Tardy 0 O 0 0 0 0 0 0 00
Term T3 02/23/2026 - 06/30/2026 . .
Instructional Days: 92 Present Days: 92 Daily Minute Summary (Fxcludes Exempt)
Period AM PM READ MATH SCI SOC MUSIC PE ART T Date Minutes Half/Whole Day
Absent 0 O 0 0 0 0 0 0 0 0 08/12/2025 165
Early
Release 0 0 0 0 0 0 0 0 0 0

Tardy 0 O 0 0 0 0 0 o 0 0

Course Number & Name  Absent  Tardy
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Questions
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Thank you!

* Please contact your account manager for any training needs

e Lori Ratzke

* Shelley Krane

Nebraska
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