AIM QUICK FIXES

Managing Attendance in the

r Montana Edition (Value Added)

setup, contact the OPI AIM Staff for assistance.

This guide is intended for Montana Edition users who wish to use the Value-Added features provided
by the state for managing student attendance. This guide should only be used by districts who have
completed the initial setup for Montana Edition Value-Added users. If you have not completed that
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SECRETARY/SUPERVISING TEACHER:
Managing Daily Attendance

There are several tools within Infinite
Campus for the management of daily
attendance.

From Campus Tools, expand the
Attendance module (click the arrow
next to Attendance).
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A list of all students marked absent or
tardy by the teacher as of the
selected date (defaults to today’s
date) will appear.
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To record late entries (student marked absent by the teacher) or early departures (student not marked

absent by the teacher), use the Attendance Wizard. Using this wizard properly records half day attendance.

For late entries, click Check In.

Enter the student’s last name (leaving the name blank will yield a list of all students marked absent or tardy).

Click Search.

Click the student’s name(s) to add to them to the list.

Select the Attendance Code, enter the time of arrival, and comments as necessary (comments entered will

overwrite previously entered comments).

Click Save Attendance.
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1. Attendance Date: |02/102015 [T
2. Mode: Daily Period Batch Edit

3. Students: A, search for Students

Last Name

First Name

Grade hi

SSN/PIN

Student #

Aft Code v
Status/Excuse hd Ad
Course - Section

Period

Ad Hoc Fitter i Select All

Search

4.Check Out  Enter information and click Save

Batch Edit Chetk |§ (®) Check Out

B. Select students to add to edit list

Beckham, Cruz {5}

Check Out Mode: The attendance code is applied to all periods after the time.
The Check Out timestamp and comments will overwrite previously entered comments.

Attendance Code | AE: Absent - Excused v
Current Time 1:00 Pt
Comments Left early for soccer game

Save Aftendance @

C. Click on a student to remove from list:
Beckham, Cruz -

The Attendance Wizard may also be
used to record attendance for groups
of students.

For example, if a classroom of
students will be gone for a field trip,
use the Batch function to record the
absence.

Select students by name, grade, or
course.

Enter the Attendance Code, Date,
Time and Comments (if appropriate).

If entering Comments, choose an
option: Overwrite, Append, or Leave
Existing.

WARNING: Leaving the box
Overwrite Existing Data will change
any absences/tardies marked by a
teacher.

Click Save Attendance.
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For early departures, click Check In.

Enter the student’s last name (leaving
the name blank will yield a list of all
students). Click Search.

Click the student’s name(s) to add to
them to the list.

Select the Attendance Code, enter the
time of departure, and comments as
necessary (comments entered will
overwrite previously entered
comments).

Click Save Attendance.
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Enter information and click Save

Attendance Code | SR: School Related Absence

From: Date| 08102015 ETime 8:30 AM

Comments Field Trip
Comments Options | Append comments
Overwrite Existing Data

Save Attendance
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B. Select students to add to edit list C. Click on a student to remove from list:
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Jolie-Pitt, Knox -
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Jolie-Fitt, ivienne -
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McDermott, Stella -

Jolie-Fitt,
Jolie-Pitt,
McDermott,
hcDermott, St

Select All

To: Date 08M10/2015 HTime 315 PM

/AT Montana
ﬁtchievemem Office of Public Instruction

womenresune s 0P-mtgovElsie Amtzen, Superintendent

Information System

Quick Fix Guide — Value Added
Managing Attendance




