SETTING PAST ATTENDANCE IN ELEMENTARY SCHOOLS

This document explains how to do attendance for days in the past when for some reason attendance was not
collected but was supposed to. The method is different depending on whether the school has an elementary
software license (elementary and middle schools) or secondary school license (high schools and K-12 schools).

NOTE: if no attendance is collected, every student will be set by the system to be present. There is no need to
go back and do past attendance for students who were present. It is only necessary to go back and correct
attendance for students who were absent.

ELEMENTARY SCHOOLS

In elementary and middle schools, the teacher can record attendance for days in the past using connectEd on
the Web.

Steps for the teacher:

Log into connecEd
Select Attendance and Seating Plan

1

2

3. Select Homeroom Attendance

4. Click the Homeroom for which the attendance will be set
5

In the following Edit Homeroom Attendance screen, select the past date using the date picker as
illustrated below:

Homeroom: 4 2A

Attendance Taken: Sun Mon Twe Wed Thu Fri Sat
) i 2 3 4
Morning: s [e] 7 8 9 10 11
Aft i 12 12 14 15 16 17 18
SlLLLLE 19 20 21 22 22 24 25
26 27 28 29 30
Student Current (AM/FI) Morning Afternoon
Bird. Angelina Late/Present (4] [
Boudreau. Rene Absent/Absent (4] [
Buzit. Tiffany General/Present (4] [

6. After the past date has been selected, the attendance is set normally using the check boxes next to the

students’ names and the dropdown higher up for attendance codes. Save your entries by clicking the
Save button.

7. Repeat these steps for all the dates in the past for which you wish to record attendance.



Office entering past attendance

The office can also enter past attendance. First select Attendance, Enter Attendance, Edit Student’s
Attendance. The following screen opens up:

B /select Student By Partial Surname
Pastial Name

Student Status Hoeme School

it | mewod [0k ] Cowel

Figure 1: Select Students by Partial Surname screen

Enter a few letters from the student’s last name and his/her name will shop up in the search results. Double-
click the student’s name.

Next, the calendar screen opens up. Select the past date by double-clicking the desired date.
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] T |_ = | — — e :
mmu?en;reds:nanmmwcmrﬁsrsmmlnr‘;ugnr?sgmmmmnr s e ——
5 6 7 8 9 % n|l: 2 45 8 7 0|75 80 nen|lis s 7o 3 on|||BEmd
2 B 65 % 7 u|l3 020 W ot s 7 BB 0|1 2B WS % T T
naéunn5verranmz|:~:u:zzauauarmummzzn:a
. 7w 2% % N LM % W 27 oD 2% M FE i i —
% S |
Decermber T (TR ™ ] (R —
SunMAon Tue Ved Th Pl St [GUf on Tus Ved Thu FIl S| Sunion Toe Ved Thu F11 Sat [5un Mon Tue Ved Tha Fii S
272 4 56 7 8|le 7 8 s min g|la &8 6 7w sfa4 w8 7 o8 s
SN R BN Sloou s E R G0N 2 NS E|Y TR D WS E
BT OB W0 H z|noH 2z NM xR B2 HoEol 002 o
3N M XD R ST NN WX TR N XX T BD R
0.9 3
Aprd May June July
Son Mon Tue Wied Thy Fri Sa1 |Sun Mon Tus Wed Thu Fii Sat |Sunbion Tue Wed The Fri S8t [©o o foe wod 100 £ 2
R NS 1 1 2 3 4 8 &
7008 nne nls e 78 v on|lzsos 67 elre s ne
WE R TR B LB WBE BT B|li0n 2B M B(eE BT BN 2
H2HNBR g|n 0 2Bu Eev e B N n 2|0 2B N SR N
) N oW B WA 22024 2% 2% 27 8 29[22 2 W N
el
Ed | Hoes | swwmay | P |[ Daee |

JAttendance nformation for cusent year [chck on month il to expand] [OvR [&72772012 [11:208M

Figure 2: Calendar screen

Set the attendance by clicking either row and using the dropdown to select the appropriate attendance code:



®)attendance for 8/23,2012
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] I Cancel |
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Figure 3: Attendance for a given date
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Figure 4: How to use the dropdown to select the appropriate attendance code

Once done setting the attendance, click OK to accept the changes and Done on the Calendar window if you
are done with the student.



