EDSBY
ATTENDANCE WORKBOOK

| e— ] m— (

] _ N E— I
| N N N I N .
— B oD
|
— B
]

—
]
— ]
— --
|
— ]
—
— B
|
L] -




In this session, we'll be covering the core Edsby skills for the Attendance Office. Click the hyperlinks to
jump to the part of the document where each skill is discussed.

Navigate Attendance Zoom

| can navigate to the Attendance Zoom.

| can use filters and search to narrow down Attendance Zoom info.

| can navigate the four different tabs of the Attendance Zoom.

| can use Away Today, Planned Absence, Admit Slip, and Sign Out in the Student Tab.

Common Tasks

| can resolve both individual and multiple Attendance Incidents.
| can notify parents of Attendance Incidents.

| can issue Admit Slips for both individual and multiple students.
| can perform bulk actions on Attendance Sheets.

| can submit Attendance Sheets on behalf of a teacher.

| can export Attendance data.

Finding Attendance Info
| can view Attendance info in the Students Zoom and Student Report.
| can view a student’s Attendance Summary Report in the Panorama or Students Zoom.

Supporting Substitutes

| can navigate the Classes Zoom.

| can print Attendance Sheets.

| can assign ‘Substitute’ roles in an Edsby Class.




NAVIGATE ATTENDANGE ZOOM

Filters & Search

Student Tab

8]
8 Attendance Sheets Tab

Incidents Tab

Planned Absences Tab




NAVIGATING THE ATTENDANCE ZOOM

In general, the Attendance Workflow involves:

The Attendance Office creating Planned Absences based on parent emails or phone calls
The Attendance Office approving parent-submitted Planned Absences
Teachers submitting Class Attendance Sheets to the Attendance Office
The Attendance Office managing late and early-departing students

Process parent Approve parent Review teacher Admit late Review and act Sign out
emails, voice submitted submitted students on remaining students with
mails, phone Edsby absence Attendance incidents early

calls, and notes requests Sheets departures
Student Tab Planned Attendance Student Tab Incidents Tab Student Tab

Absences Tab

Sheets Tab

This is all done within the Attendance Zoom located on the right side of your Home Screen and
including a counter of unapproved parent-submitted Planned Absences.

FILTERS & SEARCH

The Attendance Zoom includes four tabs: Student, Attendance Sheets,
Incidents, and Planned Absences.

Filters

Status

Within each tab, the information can be filtered and narrowed down All Submitted Unsubmitted
using the search bar and filters. Clicking on a filter will update the list to

include items that meet the filter criteria.

Grade
Al 1011 9 10 11 12

Period

Let’s take a closer look at each tab in the Attendance Zoom.
All Period1 Period 2 Period 3 Period 4

Teacher

All

Adams, Mrs. Elizabeth E (Liz)
Archer, Ms. Beth R

Beard, Mr. Richard S
Bennett, Mr. Joel

Bonetti, Mr. Darin S

Rrown Mz Stella




STUDENT TAB

The Student Tab is the default screen of the Attendance Zoom. This tab enables you to view a student’s
attendance history as well as quickly perform common attendance actions for specific students including
issuing an Admit Slip, Signing Out the student, marking the student as Away Today, or creating a
Planned Absence.

m m Away Today Planned Absence

Search for a student’s name in the search bar to view their Attendance Summary Report. The report has
two views: List View and Year Calendar View.

Teacher Room  When Class | Group Status
Ms.Beth Archer 1104 |4 Jun161:05p-4:00p  gyeoop g Absent List View displays all attendance
Period 3 Unresolved

incidents associated with the given

Thu, Jun 16 7:05a- 7:10a student and provides common

Mr. James Harris ENG2D_STR Late

Period 1 attendance actions for the student.
Mr. James Harris Thu, Jun 9 7:08a-10:00a  ppeop grp  Absent
Period 1 Unresolved
Ms. Beth Archer 1104 ‘Q’e?" Mayil1 1:05p= 4000 CNGoD STR - oot
eriod 3 Resolved
MON TUE WED THU FRI
SEP
. . A
Year Calendar View displays “ - “
the student’s Attendance
Summary Report for the past n
year. This view enables youto  ocT m
identify any attendance
issues. n

- A =



ACTIVITY - PROCESSING PARENT EMAILS, CALLS, AND NOTES
You may often start the day by processing emails, phone calls, voice mails, and notes from parents. The
Student Tab is used to work quickly through parent communication regarding absences.

1. Search for the student’s name.
2. Click Away Today if the parent is reporting
that their child will be away the current

school day. Fill out the Planned Absence

form.

LisaLee

Grade 10, Age: 16

Home: 905-669-2671

Current: 2 SNC2D_STR, Period 3, Rm. 1104, Ms. Archer

3. Click Planned Absence if the parent is

reporting an absence for dates in the i crit Siip 1 "Sign Out J§ “Away Today i "Planned Absence |

future. Fill out the Planned Absence form.

4. If a student arrives late, click Admit Slip, and fill out the form. Admit Slips can either be issued
within Edsby or also printed.

5. When a student is leaving school before the end of the day, click Sign Out. Fill out the Planned
Absence form.

ATTENDANCE SHEETS TAB

The Attendance Sheets tab lists all submitted and unsubmitted attendance for the day.

Showing 221 of 221 sheets Student Attendance Sheets Incidents Planned Absences o
When Grade Class/Group Room Teacher Students " Status - Totals
Period 3 10 Science 10 (SNC2D_STR) 1104 Ms. Beth R Archer 20 Submitted L:f;:n:
Period 1 10 English (ENG2D_STR) Mr. James S Harris 19 Submitted 2}ats, 3
absent
Period 1 10 Science (SNC2D_0) Mrs. Elizabeth B McHale 19 Unsubmitted
Period 1 10 Science (SNC2D_K) Mr. Mathu Manimaran 20 Unsubmitted

1. The Status filter enables you to focus on either unsubmitted or submitted attendance sheets.

2. Bulk attendance actions like cancelling Classes or accounting for school activities can be
performed on this page and will be discussed later.



INCIDENTS TAB

The Incidents Tab lists all students that have been marked as absent or late by a teacher in the school.
As teachers submit their Class Attendance Sheets to the Attendance Office, the student absences will
be added to this list.

Showing 4 of 4 unresolved incidents Student Attendance Sheets Incidents Planned Absences o
Name Grade Teacher Room When 4 Class | Group Status Reason Notifications
X . Absent
@ Lee, Lisa J 10 Ms. Beth R Archer 104 105p, Period 3 Science 10 (SNC2D_STR)  Unresol Unresolved
ved
7:05a, Period 1 el
: :05a, Perio : ”
@ Manoudi TAloah 10 Mr. James S Harris English (ENG2D_STR) \L/Jen(;esol Unresolved
Bus 6
7:05a, Period 1 Absent
. :05a, Periol i Noti
@ Namdar, Orand 10 MrJames S Harris English (ENG2D_STR) :,J:dresol Unresolved
Bus 3
. . Absent
& Segeyeva, Marina 10 Mr. James S Harris 7:05a, Period 1 English (ENG2D_STR) Unresol  Unresolved
ved

PLANNED ABSENCES TAB

The Planned Absences Tab lists all the day’s Planned Absences created by both the Attendance Office
and through parent submission. This tab also includes the ability to create new Planned Absences which
will be discussed shortly.

Showing 3 of 3 planned absences Student Attendance Sheets Incidents Planned Absences o
Last, First Start 4 End Grade Submitted By Class/Group

Buccho, Abigail Thu Nov 4 12:00am Thu Nov 4 11:59pm 9 Caleb Bell
u st liness (Unapproved)

Mon Feb 21

Lee, Lisa J 12:00pm

Confirmed [ Other : test

Mon Feb 21 3:00pm 10 Ms. Sara Lee
(Unapproved)

Tue Apr 26 7:05am  Tue Apr 26 8:05am 10 Ms. Sara Lee
Family (Unapproved)

Lee, Lisa J




COMMON TASKS

Handling Attendance Incidents

Handling Late Arrivals

Bulk Actions on Attendance Sheets

Submitting on Behalf of a Teacher

Exporting Attendance Data




COMMON ATTENDANCE TASKS

In this section, you will practice performing common Attendance Office tasks.

ACTIVITY - HANDLING ATTENDANCE INCIDENTS

An Attendance Incident is automatically created when a student is marked absent or late. You can
resolve both individual and multiple incidents. Navigate to the Incidents tab.

Resolving Individual Incidents

To resolve an individual incident:
1.
2.
3.

Click on the incident row to open the Attendance Incident form.

Complete the form by choosing a Reason and Away time.

Comments are optional, but when entered, can be seen by teachers, parents,
and the student.

Resolving Multiple Incidents
Students with common reasons and length of absences can be resolved together. For
example, all students who are ill for the entire school day.

1.

2.

3.
4.

To apply the same reason and absence length to multiple incidents, click the
gear icon.

Using the checkboxes next to the student names, select which students to
include in the Planned Absence.

Click Create Planned Absence.

Create a new Planned Absence and fill in the time range and reason.

Learn more about resolving Attendance Incidents here.




ACTIVITY = NOTIFYING PARENTS OF INCIDENTS

You may wish to notify the parents/guardians of students with Attendance Incidents. Parents must have
an Edsby account and have attendance notifications enabled for their child to receive these

notifications.

Showing 5 of 5 unresolved incidents

s 2
Name Grade Teacher
Abbot, Aston " Mr. Jason J Walter
Dominguez, Tyrell 11 Mr. Jason J Walter

Room When

7:05a, Period 1

7:05a, Period 1

Student Attendance Sheets Incidents Planned Abscnccso

4 Class [ Group

Healthy Active Living
Education (PPL30O_N)

Healthy Active Living
Education (PPL30O_N)

oo it i bo

Status Reason Notifications

Absent

Unresol Unresolved )
ved -
Absent

Unresol Unresolved

ved

1. Inthe Incidents tab, Click Notify Parents to send an Edsby notification to every parent/guardian
linked to each student’s account.

2. Parents for specific students can be notified by clicking Notify in the student’s row.

After you have notified parents, the Notifications column updates to reflect the status

of each notification.

1. An airplane indicates the notification was sent successfully but the parent has

not yet responded.

Notifications

g oty

< (X

2. The no sign icon indicates the notification attempt failed and the parent could
not be notified. This is likely the result if the parent does not have an activated
Edsby account or does not have notifications enabled on their account.

S Notify

3. A checkmark indicates the parent has confirmed the absence and the incident is

now resolved.

O Notify

4. A circle with an exclamation point indicates the parent has not confirmed the

absence and have responded to the notification saying they did not know about

the child’s absence.

gl Notify

10



ACTIVITY - HANDLING LATE ARRIVALS

There are three options an organization can choose from to handle late arrivals:

1 2 3

Confirm arrival

Mark students absent through Edsby
Teachers on Attendance Sheet. notification issued by
Attendance Office.
Attendance Use Incident Form to U?e Eds.by AllEslEs
mark students as late 10 IEHCEES el @7
Office ’ Attendance Zoom.

Let’s walk through the second option.

Issuing an Admit Slip for a Single Student
If there is only one student arriving late at a time, search for the student’s name in the
Student Tab.

1. Click Admit Slip.

2. Fillin their arrival time and reason.

3. Click Issue or Issue and Print if you would like to keep a hard copy of the slip.

Issuing Admit Slips for Multiple Students

To issue admit slips for multiple students, navigate to the Incidents Tab.
1. Click Bulk Admit Slips.
2. Enter the names of the students.
3. Enter their arrival time and reason.

Issuing Admit Slips for Unresolved Attendance Incidents
Admit slips can also be created for multiple students who have unresolved
Attendance Incidents.

1. Inthe Incidents Tab, click the gear icon.

2. Select the students.

3. Click Bulk Admit Slips and fill out the form.

When the teacher confirms the students have arrived in Class, the reason code will change to Late.

Additional details can be found here.

11



ACTIVITY - BULK ACTIONS ON ATTENDANCE SHEETS

The Attendance Sheets Tab enables you to modify the Attendance Sheets of multiple Classes or an
individual Class through the Modify Sheets feature. Let’s walk through a few examples.

Full-Day School Closure
If there is a school closure for the entire day such as for a snow day, the Attendance

Use the filters to include future classes for the day.

a Sheets need to still be submitted for the scheduled Classes.

SO RN

ok

Click Modify Sheets.
Select Submit Sheets.

Select Replace code on sheet to override any Planned Absences for the day.

Choose how you want to mark all students.
Give a reason, School Closure in this case.

Mid-Day School Closure
There may be instances where your school has a mid-day closure.

Use the filters to include future classes for the day.

Use the Period filter to select the remaining periods of the day.
Click Modify Sheets.

Select Replace code on sheet.

Choose how you want to mark all students.

Give a reason, School Closure in this case.

Cancelling an Individual Class
Bulk actions can be done to cancel Classes as well.

1.

2.

To cancel an individual Class, hover over the Status state and click Modify
Sheet.
Select Cancel Class.

Cancelling Multiple Classes
Multiple Classes can be cancelled at once.

1.
2.
3.
4.

Click the gear to reveal the checkboxes.
Select the Classes to include.

Click Modify Sheets.

Select Cancel Class.

Additional examples can be found here.

12



ACTIVITY - SUBMITTING SHEETS ON BEHALF OF A TEACHER

There may be instances when the Attendance Office needs to submit an Attendance Sheet on behalf of

a teacher. This is done in the Attendance Sheets Tab.

Showing 221 of 221 sheets

Thu, Jun 16,2022

When Grade ~ Class/Group

1. Navigate to the
specific Attendance
Sheet and click the il P
Period to open it.

Science (SNC2D_0)

Period 1 \M

Share With Office ¢

Science (SNC2D_K)

2. Fill out the form.

19 Students
Akhtar, Yosuke A
. . Broadhurst, Diane -
3. When you are finished, \
click Share with Office.

de Bos, Rody
Deems, Robert A
Diez, Molly -
Evans, Eunice

Gask, Scarlett

Gray, Aleisha

Grice, Brooke

ACTIVITY = EXPORTING ATTENDANCE DATA

o CZ

Day 4: Period 1

Student Attendance Sheets Incidents  Planned Absenceso

Moditysheets | & ]

Room  Teacher Students Status Totals
Mrs. Elizabeth B McHale 19 Modify Sheet
Mr. Mathu Manimaran 20 Unsubmitted

Create Planned Absence | Create Extra Attendance

Today & 7:05a - 10:00a
Total to Date v

Present Absent Late Comments Late  Absent Other Alert
Wirite a comment here; it will be visible to the office, the student and the stuc 2 2 1
2 3 1
3 1 1
3 2 1
2 1 1
2 2 1
2 1 1
2 2 1
2 1 1

After processing the parent emails, voice mails, calls, and notes, approving parent-submitted requested
absences, and admitting late students, you may want to export the list of absent students to an external

system.

Showing 4 of 4 unresolved incidents

In the Incidents Tab, narrow

down to the Incidents you wish o E—
to include in the export. Click
Export. Fill out the form and
save the Export.

Lee, Lisa J 10 Ms. Beth R Archer

Mahmoudi, Aleah 10 Mr. James S Harris

Bus6

Namdar, Orand 10 Mr. James S Harris

Bus3

® 9 © @

Details on the export form can
be found here.

Segeyeva, Marina 10 Mr.James S Harris

Student  Attendance Sheets Incidents Planned Abscnccso

Room  When “ Class | Group Status. Reason Notifications
Absent
1104 105p, Period 3 Science 10 (SNC2D_STR) Unresolv  Unresolved
ed
Absent
7:06a, Period 1 English (ENG2D_STR) Unresolv  Unresolved
ed
Absent
7:05a, Period 1 English (ENG2D_STR) Unresolv  Unresolved
ed
Absent
7:058,Perod 1 English (ENG2D_STR)

Unresolv  Unresolved
ed

13



FINDING ATTENDANCE INFO

G Students Zoom
Student Report
@ Panorama




FINDING ATTENDANCE INFO IN EDSBY

While the Attendance Zoom is focused on resolving Attendance Incidents and is the main area you will
likely use, attendance information is also included in the Students Zoom, the Student Report,
Attendance Sheets, and the Panorama.

STUD

ENTS ZOOM

The Students Zoom includes a student’s Attendance Totals and a link to their Attendance Summary.

Showing

P

41 of 1269 students n

Message Students
Last, First Homeroom Teacher Gender Grade Risk Indicators Avg. v P A L o cs Portfolio 9 Active

Message Parents
Lee, Lisa J Mr. James Harris F 10 86% 53 43 2 55.5 Message Students & Parents ys ago

Free Student ID: 10A-THS17 Student Report Card

-

=

= Progress Report
Bennett, Gracie Mr. Adam Kraft F 9 70% 69 Create Planned Absence aver
Absent Unresolved : Healthy Active Living Education Student ID: 1IN-THS930 o
Request Parent Permission
Request Student Permission
Brotherton, Shannon  Mr. Adam Kraft F 9 70% 12 > aver
Invite to Group
Absent Unresolved : Healthy Active Living Education Student ID: 1IN-THS925
Remove from Group
Invite Parents to Group
Burk, Gary V Mr. Adam Kraft M 9 70% 30 Weeks

Remove Parents from Groung9°
Healthy Active Living Education Student ID: 1IN-THS938
Export Current Status
Butler, Sophia Mr. Adam Kraft F 9 70% 33 Export

Free StudentID: 9F-THS125 IEP

4
ver

To sort the Zoom by Attendance, click one of the P, L, A, or O columns. O means Other and
represents sanctioned absences such as school activities.

To view a student’s Attendance Summary Report, click on the student’s attendance totals. Note:
this is the same report as seen in the Year Calendar View of the Attendance Zoom'’s Student Tab.

3. The Students Zoom displays the Attendance Status and Class of each student for their current
period. This is based on what has been submitted in each Attendance Sheet and gets reset at the
beginning of each new period.

4. Use the drop-down menu to export a csv file of the current attendance
status for all students in the current period.

Lisa Lee
Grade 10 Student
Tecumseh High School
L English & S
Attendance Status is also displayed in a student’s Mini-Profile found by hovering lperici s
over their name within Edsby. 19 hours ago

Send Message
View Panorama

View More

15



STUDENT REPORT

The Student Report lists a row for each of a student’s Classes and additionally includes separate totals

for Present, Absent, Late, and Other.

—
Attendance Report Cards Students Staff Parents Contacts Classes Courses Groups Rooms | Student Report || Parent-Teacher Interviews

Showing 4814 of 4814 student/class records.

Last, First Student ID Student # Grade TermID Class ID Section ID

Abbie, Bailey 12365912 110-THS946 n FY_22 PPL30_0_22 PPL30_O
Abbie, Bailey 12365912 110-THS946 n FY_22 MCR3U_O_22 MCR3U_O
Abbie, Bailey 12365912 110-THS946 n FY_22 ENG3U_0_22 ENG3U_O

Class Name Teacher(s)
Healthy Active Living
Education Mr. Jason J Walter

Functions Ms Jessica T Reynolds

English Mrs. Jennifer C Rutan

5 1

30 4 4 1

29 4 5 1

Navigate to the Student Report by selecting the Student Report link at the top of the Students Zoom.

PANORAMA

Clicking on a student’s name anywhere in Edsby opens the
student’s Panorama.

The Panorama includes the Attendance Summary Report of a
student as seen in the Students Zoom and Year Calendar View
of the Attendance Zoom'’s Student Tab.

Click on the Attendance Totals at the bottom of the Classes
Panel to view it.

Classes
@ science10
SNC2D_STR/Ms. Archer

My Work

English
ENG2D_STR/Mr. Harris

My Work

Visual Arts Independent Study
VA10_A/Ms Kazmi

84.5%

87%

Foundation of Mathematics 10
MA10_A/Mr. Jeyaparan

My Work

Overall
15 late, 26 absent, 5 other ~

85.8%

View Progress Report
View Learning Story

Classes Groups n

|k (o) Average

16



SUPPORTING SUBSTITUTES

= Demonstrating the Classes Zoom

o 9o
Qa0oAQ

Printing Attendance Sheets
@ Assigning 'Substitute' Role

17



SUPPORTING SUBSTITUTE TEACHERS

THE CLASSES ZOOM
Teachers working at the same school can take attendance from
the Classes Zoom. This section will help you teach your staff

how they can take attendance for each other if needed. On Calls and Duties
My Students

My Parents

Tecumseh High School

The Classes Zoom is found on a teacher's Home Screen. This My Repoct Carcs

lists all the Classes being taught at the school. Clicking on a
class opens the Attendance Sheet.

506 Classes

Teachers can fill out the attendance and share it with the Office. The person who submits the
attendance is listed on the Attendance Sheet.

PRINTING ATTENDANCE SHEETS

There may be times when a substitute teacher may not be associated with the school. In this case, they
will not have access to the Classes Zoom to take attendance and therefore, printing a Class List may be
necessary.

Attendance Sheets can be printed in either the Attendance Zoom or Classes Zoom.

In the Attendance Zoom, navigate to the Attendance Sheets Tab. Type Ctrl + P to print the page.

P A L o Students  Has Access

215 1 0 o0 18 SO,

. In the Classes Zoom, narrow down

_ the Class that has the substitute.

'@ -acsan ® | Click on the number of students to
Berg, Hannah open the Class List. Select List View
Blanco, Joshua and Print.

Blom, Michael

Buccho, Abigail

18



ASSIGNING A ‘SUBSTITUTE’ ROLE
Substitute teachers can be assigned to a Class within Edsby. For example, if there is a specific teacher
who often covers for another.

Class Planner Attendance Vv :

Class P

Content

Open a Class and navigate to the Class Setup by clicking the drop-

down arrow and selecting Setup. Seating Plan

Planner

Attendance

Setup £

Navigate to the Teachers & Assistants section. Type in the name of the substitute and assign them the
Substitute role.

Students and parents Teachers and assistants Close

Teachers and assistants Q Mr. James S Harris Teacher v

Class names and visibilit
y @ Mr. Darin S Bonetti ; Substitute vi j]

Assessments

Jo)

Substitute teachers have the most minimal Class access of any of the teacher roles. Their main role is to
take Attendance. They can open the Attendance Sheet, mark students as Absent, Late, or Present, and
can change any Attendance States.

19



We've covered it all! Review the checklist to make sure you feel comfortable completing all of the core

Edsby skills for the Attendance Office.

Navigate Attendance Zoom

| can navigate to the Attendance Zoom.

| can use filters and search to narrow down Attendance Zoom info.

| can navigate the four different tabs of the Attendance Zoom.

| can use Away Today, Planned Absence, Admit Slip, and Sign Out in the Student Tab.

Common Tasks

| can resolve both individual and multiple Attendance Incidents.

| can notify parents of Attendance Incidents.

| can issue Admit Slips for both individual and multiple students.

| can perform bulk actions on Attendance Sheets.

| can submit Attendance Sheets on behalf of a teacher.

| can export Attendance data.

Finding Attendance Info

| can view Attendance info in the Students Zoom and Student Report.

| can view a student’s Attendance Summary Report in the Panorama or Students Zoom.

Supporting Substitutes

| can navigate the Classes Zoom.

| can print Attendance Sheets.

| can assign ‘Substitute’ roles in an Edsby Class.

20



HELP AND SUPPORT RESOURCES

There are many places where you can find support for any questions you may have about Edsby or to
just learn more about the platform.

Launchpad 00 EoSoy % = 4 A v W

The Launchpad provides quick access to the support
section of the Edsby website. Click Edsby Help Files &

Videos for help using the Edsby platform. G High | My Links
Try adding your own links for quick access.
g ® ®
g Tecun
Edsby Help Add Link

C|asse< Files & Videos

“v © Edsby Tours
) i @ Click the question mark in the top right of any screen in Edsby to walk

1 through a tour of the screen you are looking at. An optional overview
video is provided as well.

Edsby Feedback Groups

Every school or district is My Groups S
automatically enrolled in an Edsby .

Feedback Group. Both expert Edsby S Festiva, Choir

users and Edsby Customer Support

Representatives monitor these m Edsby Feedback Group Staff Room

groups to answer questions you may

have. You may even be able to learn Find More
from other teachers in your school or
district on how they like to use Edsby!
Edsby Customer Support
Contact Suppeet If you are unable to find the answer to your question through Edsby’s Help Files &

2 Videos, you can click the question mark in the bottom right of any screen in Edsby
& 1o file a ticket with an Edsby Customer Support Representative.
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