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 Overview 
Period Attendance vs. Daily Attendance 
Daily Attendance answers the question: “Did the student make it to school today?” 
Period Attendance answers the question: “Did the student make it to all, some, or none of their 
classes today? 

Unlike Daily Attendance, teachers are sometimes expected to indicate whether a student is 
excused or unexcused from class when recording Period Attendance. 
 
Students must be scheduled into classes before it is possible to record Period Attendance. 
This document assumes students are scheduled into classes. 

Viewing Period Attendance 
Period Attendance can be seen in the student’s Home screen by clicking the “Period Att” radio 
button. 
A student’s Period Attendance can also be seen by clicking the Period Attendance hot key. 
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Viewing Period Attendance 
The way the Period Attendance is displayed 
depends upon the way you set up the 
specifications. 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Printing Period Attendance 
Once Period Attendance has been 
entered into Administrator’s Plus, reports 
such as letters for students exceeding a 
certain number of absences can be 
printed.  

Or lists showing all students who 
may have skipped a class on a 
given day. 

Or summary reports which show the Average 
Daily Attendance, based upon Period 
Attendance. 
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 Daily Attendance Overview 

Register Codes vs. Attendance Codes 

Register Codes are the overall categories of 

what a student is... 

Attendance Codes are the reasons why a 

student is... 

Register Code 

A 
(Absent) 

Attend. Code 

FT 
(Field Trip) 

Attend. Code 

AE 
(Abs. Excused) 

Attend. Code 

AU 
(Abs. Unex.) 
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Register Code 

T 
(Tardy) 

Attend. Code 

BT 
(Bus Tardy) 

Attend. Code 

TE 
(Tardy Ex.) 

Attend. Code 

TU 
(Tardy Unex.) 
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Attendance->Codes 

Creating and Linking Attendance Codes to Register Codes 

Attendance Codes 1-99 are for student codes 

Attendance Codes 100-199 are for staff codes 

Attendance Code 200 is the Non-Member code 

Attendance Code 201-250 are for Entry/Withdrawal codes 

 

Edit existing Attendance Codes by clicking the Edit button. 

Add new codes by selecting an unused record number in the appropriate section and clicking 

the Edit button. 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rotations 
What is a rotation? 
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Entering the Rotation for Period Attendance 
Go to Attendance->Calendar->Enter Scheduling Rotation for Period Attendance to set up the 
rotation.  
It should be the same rotation that you set up in the scheduling module. (Scheduling->Cust SC-> 
View/Edit Block Rotation #1) 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
8 

Taking and Sending Attendance 
What the teachers do 
Because students can come and go from classes at any time, it is typically recommended that 
teachers take and send attendance at the beginning of each period, then update and send 
again after class ends.  

In their grade books, the teacher will click in 
the Attendance column  and mark students 
absent. 
Clicking the Submit button will send their 
attendance to a holding folder on the server, 
where it waits for someone in the office to 
import  it. 

7/17/2018 

What the main office staff does 
Before any attendance (daily or period) can be imported or manually entered, 
“today” must be created in the master school calendar. 
“Today” can be added in either Enter Daily OR Enter Period. The day does NOT need to 
be added in both places.  
Make sure the rotation day is 
selected for “today” so that your 
period attendance records are 
correct. 
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Use Attendance->Enter Period->Receive from TeacherPlus 
Gradebook to import period attendance that the teachers 
have submitted. 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
10 

Manually Entering Period Attendance 

Using the Correct screen to edit Period Attendance 
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Period Attendance Report Writer 
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