Genesis Student Information System User Documentation

ATTENDANCE - Taking Homeroom Attendance
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Figure 1 — Attendance>HR Attendance screen before HR Attendance has been taken for the day

Taking HR Attendance
Homeroom Attendance is taken on the Attendance>HR Attendance screen. Thisis a
very simple process:

1. Goto the Attendance>HR Attendance screen. This may be the first screen
you see when you log in.

2. All your students are presumed to be present. If they are all in class, simply click
the Post Attendance button at the bottom of the screen.

3. If any student is absent or is tardy to homeroom, click on the drop down list
corresponding to that student. Select the proper Attendance Code. In most
schools you will have the option of selecting either Absent or Tardy.

4. When you have selected an Attendance Code for all absent or tardy students, click
the Post Attendance button at the bottom of the screen.

This screen only takes attendance for “today”: it does not give you a choice of dates.
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Selecting an Attendance Code for a Student
Homeroom Attendance gives you a small number of possible Attendance Codes.
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Figure 2 — Attendance Search Screen with Counselor List displayed

The “Do Not Call” (DNC) Checkbox

Each student has a checkbox on the far right side of the screen corresponding to their
entry in the list. This is the “DNC” or “Do Not Call” checkbox. If your school has an
autodialer system that automatically calls the parents of absent students, checking the
“Do Not Call” checkbox prevents the student’s name and phone number from being
given to the autodialer: checking the box prevents the student’s home from being called.
You would only check the box if you knew where the student actually was — for example,
if they are on a field trip.
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The HR Attendance Status Message
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HR Attendance Status Message
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The HR Attendance Status Message is displayed in the upper right hand corner of the

screen. This message says one of two things:
e Attendance Not Yet Posted Today
e Attendance Posted at 10:47:23 AM

Note that the “not yet posted” message really is displayed in bold red font and the
“Attendance posted at” message really is displayed in bold green font.
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